HOW TO CREATE A CHART IN MICROSOFT WORD.

Why Using Charts?

» The data it is clearer.
» Can do comparisons and identify products.
> Helps to make reports more reliable.

STEPS TO CREATE A CHART.

Take a tour

G

DESIGM PAGE LAYOUT REFEREMCES
B2 EI IIQL [ | 1l a

Table  Pictures Online Shapes SmartArf Chart pcree
- Pictures = b

Tables Illustrations

Insert Chart

Al Charts

;i:::.:m din (BH [ER Mo

2% Line Clustered Column
& Pie

=5 | | Il
o IDIDllI]I

oo [t —

Customize Your Chart (Optional)
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Chart Design tab: Change style or colors.
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Tab format: Adjust text, layout and other things.
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Right-click on elements to edit titles or adjust

information.




