HOW TO INSERT CHARTIN A WORD DOCUMMENT

» The first step is to open a word document
» Putthe cursor where the chart should be in your word page.
» Then click on “insert” tab then select “Chart” from the illustration.
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» According to the illustration select the type of chart you wish to add:

“ ” E XY (Scatter)
for example “Column © s I [

» Insert the chart by clicking “OK”

An Excel spreadsheet will open after the chart has been inserted. The
sheet is a simplified version of Excel Without tabs or a ribbon and offers
sample data to get started. The spreadsheet’s data can be modified to
include your own information, or you can copy information from another
source and paste it into the one that is attached. Once you have made
your modification, the word chart will update immediately.

|Series 1 _Ser‘\es? Series 3
Pl Category 1 4.3 24 2
El Category 2 25 4.4 2
EW Category 3 3.5 1.8

» To update the chart data after closing the spreadsheet window. Right-click on the chart and select the Edit Data option to reopen the
spreadsheet window.

If you click on the chart, on the right side of the chart 4 options will
—— pop-up:

Chart Title Layout option

Chart elements

Style and colour
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