
HOW TO CREATE A CHART IN MICROSOFT WORD 

1. Open your word 
document

2. Click on the insert tab 3. Select chart 
click when 

selected

4. Enter your 
data replace 

your data with 
your own

5. Close the 
worksheet

5 Steps of how to insert a chart: Chart design tab: Change style or the 
color 

Tab format adjust text, layout text and 
others such as Excel or PowerPoint 

which appears when you select a chart.
Choose the element to format the 

format tab along with design and layout.
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Create your chart optional 
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