HOW TO Create A Chart In

Word Document

YEAR:
( Written thoughts about a day or event )
STEP 1 - Open STEP 2 - STEP 3 - Select
MS Word Navigate To “CHART TYPE"

Document. “INSERT" Tab
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After navigating the three steps Select Chart and Chart Type. Once a chart
has been selected an MS Excel Spreadsheet will open alongside the Word
Document. The desired data can be edited and accustomed for the desired
data imput.

Close Spreadsheet - Once all data has been input, close Excel window.

Charts’ appearance can be customized to a desired design layout.
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To Save Document,
Navigate to “FILE” at the

top Right of Screen, Scroll
Example of ,Cha,rt To “SAVE AS” and Save
Type Customization Document to Desired
Locaction
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