
Seclect the “Insert” Tab and
choose Chart on the ribbon

H O W  T O  I N S E R T  A
C H A R T  I N  M S  W O R D

QUICK INSTRUCTION
Please follow the steps below

STEP ONE

STEP TWO
Choose your Chart: 

An Excel sheet will open automatically
with sample data where you can input

your own values. 
After you have input your data, please
close the Excel spreadsheet. The chart
within your Word document will refresh

automatically.

A dialog box will appear. Select your
desired chart type from the left panel
(e.g., Column, Line, Pie) and then choose
a specific style from the right panel.

Click "OK."

STEP THREE

After you have input your data, please close the Excel spreadsheet.
The chart within your Word document will refresh automatically.
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