
Step 1

Step 2 Step 3

Step 4 Step 5 Step 6

HOW TO CREATE A
CHART IN WORD
DOCUMENT 

Open microsoft word 

Start by opening Microsoft word where you want
the chart 

Insert tab and click on chart

After opening word you can insert tab by
clicking on insert tab/ look for chart option
and click on it 

Choose chart type

After choosing chart type a
window will pop up showing
different types of chart. Pick the
one you want between all options
 

Enter data
After that a
spreadsheet will open
up to your screen which
is where you enter your
data. Once you see that
you can replace the
sample data with you
personal data.

Close
spreadsheet 
close your
spreadsheet,after you
have entered your
data.the chart will
automatically update as
you type.

customize
and save
your chart 

Click on your chart to
reach the chart design
and format tabs,finally
you can change and
add colours,titles and
maybe change layout of
chart if you would like.
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