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Task 2: Information Poster: How to Create a Chart in a Word Document. 
[bookmark: _Toc175424683]Introduction 
As opined by Jeong and Lee (2017), MS Word, Excel and PowerPoint are identified as the most popular platforms used to manage documents. MS Word was initially developed in the year 1981 and it has been updated several times, to integrate latest features. The current version of MS Word is now available in the Microsoft 365 Package, and it can be used in form of a desktop application, and it also provides features of online storage through the use of One Drive. The following poster will describe regarding the ways to create a chart in a MS Word Document. 
[bookmark: _Toc175424684]Description 
Charts are generally used to display a set of numeric data in a graphical format, and it eases the process of visualisation of the data. Charts are of different types and can display data as per the convenience of the learner (Microsoft, 2024a). Some of the common types of charts are bar charts, line charts, column charts, pie-charts and so on. 
To insert charts in a word file, the first step that needs to be considered is to import or make a data table. This might include illustrating a set of values in a table format. 
The next step involves selecting the table and then clicking on the insert tab. The insert tab has a set of options, which allows the users to click and add pictures, shapes, SmartArt, tables and charts (Microsoft, 2024b). This tab helps the users to provide a more visually appealing view to the document. 
Now, the next step involves selection of the chart option. Chart option has a range of different chart of which each chart has a different version of themselves. This will lead to opening of a large dialogue box.
Now, it is needed to right click on the chart and select the edit data option. This will open an excel dialogue box. The data in the excel dialogue box needs to be edited with the data from the word file (Microsoft, 2024c). 
The changes will directly reflect on the chart of the word file. 
After inserting the desired chart option and editing the data, the chart can be further modified, and the styles can be edited to provide a more schematic overview of the graphical illustration. This can be done by, double clicking on the chart and then clicking on the labels feature. Data labels will reflect the value of each quadrant in the chart. Furthermore, the design can be changed using the chart styles and chart colour options (Microsoft, 2024c). 
[bookmark: _Toc175424685]Conclusion 
Thus, the above infographic poster has described the various steps that should be considered to insert a chart in a word document. The basic steps that need to be followed in order to edit the chart data is also listed in the above infographic poster. 
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Conclusion

Thus, the above infographic poster has described the various steps that should be considered to insert a chart in a word document. The basic steps that need to
be followed in order to edit the chart data is also listed in the above infographic poster.
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