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I.open Microsoft Word and
create a new docuMe nt r----;::::::::::::::::�

Ill. Click on the "Chart" option. 
this will open a window where you 

can choose the type of chart ___ •AA•- � __ 
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V.Enter your data into the Excel spreadsheet.
You can also copy and paste data froM 

an existin9 Excel file. 
As you enter the data, the chart 

will update autoMatically to reflect the chan9es. 

VII.Save your Word docur1enf fo keep

f he chart included in f he file. 

II.Go to the ,,Insert'' tab
in the top Menu bar�-;-

IV. Select the type of chart you want
(e.9., bar chart, pie chart, line chart, etc.l 

and click "oK." ,<)< UM ... 
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VI. Custorlise your chart by chan9in9 the chart style,
colors, labels, titles, and other forr1attin9 options usin9 

the Chart tools in Word. 
After you can close the Excel spreadsheet. 

Custor1ise the chart by ri9ht-clickin9 on different 
eler1ents of the chart Ce.9., bars, le9end, hist 
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