HOW TO CREATE A CHARTIN AWORD DOCUMENT

Chart in Microsoft Word has been a popular tool since its introduction. It is a great way to present
information clearly and concisely. Charts can break down complex data into easy-to-understand
visuals. Microsoft Word simplifies data visualization and improves presentations.Using charts in
Word has many advantages like they can condense a lot of data into one visual. They are also
helpful for saving time. Instead of reading tables or spreadsheets of humbers, you can use these
charts to show the same info quickly and easily.

Open Microsoft Word and create a new document Labels and titles are a must when crating a chart in Microsoft
. Start the Microsoft Office suite. World.They give context and understanding to the data. Here’s how:
. Find the new application and click to open - Select the chart
.You'll see a blank document-this is where your chart will go .

:Go to the Chart Tools Design Tab. Click the Add Chart Element button,
then choose datalabels or Axis.
: to add data labels, pick their position (e.g. above ,below, inside). You may
also format them-such as font size, color, and style.
If you want to add a chart to your Microsoft Word doc,its really simple.Just.... . For axis titles, select Horizontal (‘Category‘) Axis
. Open the doc and go to the place for the chart.
. Click the “Insert” tab at the top.
. click “Chart” in the “charts” group.
Select the type of chart Jlike a bar chat or pie chart.
You can customize the chart by changing the data and settings. Plus, titles and labels can be
addes to make it more informative.

To finalize and save your chart in Microsoft Wortd
sthere are 4 steps to follow;
Check for errors: Scan your charts for any mistakes
or data inaccurancies.

Customize the appreance: Give your chart a
personal touch by changing colors, adding borders,or
adjusting fonts.

Choose a file format: Word documents (.docs) let
you edit later, whereas PDF (pdf) preserve the exact
look.

Save your chart : Click the “ Save” button, then pick a
location with a descripive name.
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