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To start making chart you will need to open
Microsoft Word by double clicking on its icon or
from the Start menu. Then click on “Blank
Document” to start a new project

step 2. Glick on the Insert tool har

After you click on “Blank Document”, word will
L 7 @ Link :
% @“%“ o Eé T 0pen a new document. Now you can dlrect!y start
making the chart. At the top of the Word window
click on the “Insert” tab.
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from the dropdown menu J e

In the “Insert” tab find chart button and 9) pi )

click on it. A new window will appear Dot >
with many different chart types

it - sten 4. Double click on the chart
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= 1, (. Choose the type of the chart you need. There are
R variety of charts e.g., column, bar, pie line and
= = = more. After selecting your chart an excel will be
opened and in this step, you can put your data to
create your chart.
The chart will appear on your e R
document S
After you entered your data, the chart will | ||| ||| Li |||

appear in word. Now you can customize your

chart if you want to. To do so you will be using
“Chart Tools”
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