
Open Microsoft Word
Begin by opening your Microsoft Word
document. You can either create a new

document or open an existing one where you
wish to insert a chart.

 Position the Cursor
Place your cursor at the location in the

document where you want to insert the chart.
This could be at the beginning, middle, or end

of the document,

Access the Insert Tab
Navigate to the Insert tab on the ribbon at

the top of the Word interface. This tab
houses various tools for adding elements

like tables, pictures, and charts to your
document.

Choose a Type of Chart
Several chart kinds are available for

inclusion in the Insert Chart dialogue box.
Among the most popular chart styles are

column charts, which are perfect for
comparing different data groups.

Line charts are useful for displaying
patterns over time.

Pie charts are helpful for showing how
much of a whole something is.

Bar charts are shown horizontally and
resemble column charts.

Area charts are useful for figuring out how
much has changed over time.

After selecting the chart type that most
closely matches your data, click OK.

Enter Data in Excel
Once you select the chart type, an embedded
Excel worksheet will appear inside your Word
document. This is where you’ll input the data

that you want to visualize in your chart. By
default, the chart will display sample data,

which you can replace with your own values. As
you enter your data in the Excel sheet, the chart
in Word will automatically update to reflect the

new information.

Customize the Chart
After entering the data, you can customize a

chart further. Word will display Chart Tools in
the ribbon, allowing you to format the chart in

various ways. You can change colors, adjust
labels, add a title, and more.

Access the Insert Tab
Navigate to the Insert tab on the ribbon at the

top of the Word interface. This tab houses
various tools for adding elements like tables,

pictures, and charts to your document.

 Close Excel and Finalize
Once you're satisfied with the chart and

its data, you can close the Excel
window. The chart will remain

embedded in your Word document,
ready for you to continue editing or

finalizing your work.
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Conclusion
Inserting and customizing charts in Microsoft

Word is a straightforward process that can
significantly improve the presentation of your

data. Whether you are preparing reports,
presentations, or research papers, charts make

complex data more understandable and
visually appealing to your readers. By following

these simple steps, you can effectively use
charts to enhance your Word documents.

Customize the Chart
After entering th the chart in various ways.
You can change colors, adjust labels, add a

title, and more.


