HOW TO CREATE A CHART IN A WORD DOCUMENT

Charts are an excellent means of presenting data in reports, since they facilitate the identification of trends and

enable comparisons. Charts may be created from inside your Microsoft Word page without the need of Excel.

1. Open your Word document.

Open the file in which you want to insert

your chart.

2. Position Your Cursor

Click where you want the chart to show

up.

3. Add a Chart

Click Chart under the Insert tab.
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4. Complete the information

An Excel spreadsheet will be shown.

Complete the table with your details.

5. Customize Your Chart

Utilize the Chart Tools (Design & Format)

tabs to do the following:

*Modify the colors or design of the chart.
« Assign labels to the data.
» Modify the chart's title

Creating charts in Word is an essential
skill for corporate reports and academic
assignments, as it enables the clear and

professional presentation of data.

« Guidelines for creating effective charts:
« Select the appropriate chart for your
data type, such as a Pie chart for
components of a whole or a Line chart for
trends. Assign a designation to all

elements: title, axis, and narrative.
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