2334519

oW TOCREATEACIMT N A 2=

WORD DOCUMENT

l.Open Microsoft Word and
create 3 new document

1.Go to the ,Insert” tab

in the top menu bar ﬂTﬂm

lll. Click on the "Chart” option.
This will opén 3 window where you
can choose the type of chart
you want to create.

W

IV. Select the type of chart you want
(e.g., bar chart, pie chart, line chart, etc.)
and click "oK." e

V.Enter your data into the Excel spreadsheet.
You €an also copy and paste data from
an existing Excel file.

As you enter the data, the chart

will update automatically to reflect the changes. VI. Customise your chart by changing the chart style,
colors, labels, titles, and other formatting options using

the Chart tools in Word.
After you can close the Excel spreadsheet.
Customise the chart by right-clicking on dif ferent
elements of the chart (e.g., bars, legend, axis).

Vil.Save your Word document to keep (P k—
the chart included in the file.




