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1. Open the Document:
Start by opening your Word file.

2. Gotothe'"lnsert" Tab:

Click on the Insert tab in the ribbon
menu.

3. Select"Chart":

In the Insert lllustrations group, choose
the Chart option.

Select the chart style you need, such as
Column or Pie.

4. Edit Data & Customize the Chart:
A linked 'Excel Sheet' will appear.

Copy and input your data here.

Use the Chart Tools to adjust colors,

labels, and layout.

5. Save the Document: o

Ensure all changes are saved.
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