How to Create a Chart in Microsoft Word

Why Use Charts?
Charts help turn numbers into clear visual information. They make data easier to understand and are useful in reports, presentations, and workplace documents. Charts also help highlight patterns, comparisons, and trends quickly.
1. Open Microsoft Word
Start a new document or open an existing one where you want to insert a chart.
2. Insert a Chart
• Click the Insert tab
• Click Chart
• Choose Column
• Click OK
3. Enter Your Data
A small Excel window appears. Replace the sample numbers with your own data (for example, months and sales).
The chart updates automatically as you type.
4. Format the Chart
Use the Chart Design and Format tabs to:
• change colours
• edit the chart title
• adjust labels and layout
5. Resize and Position the Chart
Click the chart and drag the corners to resize it.
Use Wrap Text → Square to move it neatly on the page.



Tips for a Professional Chart
• Use clear and simple colours
• Keep labels short and easy to read
• Make sure the chart title matches the data
• Avoid adding too many effects or decorations
• Choose the chart type that best fits your information
• Ensure all text is readable from a distance
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