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[bookmark: _Toc202628416]Introduction
A very important part of reporting numerical data in a manner that can be understood visually is the use of charts. Insertion of charts directly in a file in a Microsoft Word file is advantageous in terms of clarity and easy decision-making in terms of data usage in professional and academic documents. Microsoft Word has built-in features that enable one to establish, design, and present all forms of graphs efficiently.
[bookmark: _msjkwwn3myrk][bookmark: _Toc202628417]Step 1: Launch Microsoft Word and Prepare the Document
To start with, open the Microsoft Word program. Open an available document or create a new one in which the chart should be added. Insert the cursor on the exact point in the document where the chart needs to appear.
[bookmark: _ws7rvpv37znm][bookmark: _Toc202628418]Step 2: Navigate to the Insert Tab
Locate and select the “Insert” tab on the Ribbon located at the top of the interface. In this section, there is a range of tools that are intended to make the document visually and interaction-wise interesting (Pinheiro and Poco, 2022).
[bookmark: _4dyltrip1zns][bookmark: _Toc202628419]Step 3: Access the Chart Tool
In the group of illustrations, it needs to choose the icon of the chart. This will bring out the insert chart dialog box with various options for the format of the chart, like Column, Line, Pie, Bar, and so on.
[bookmark: _yyb78gtyflpk][bookmark: _Toc202628420]Step 4: Select an Appropriate Chart Type
Each option of the chart will be more convenient or less convenient depending on the nature of the data you have and read it.
· Column Charts are the best tool when it comes to carrying out a comparison of values in categories.
· Line Charts are useful to depict the patterns of data in a trend.
· Pie Charts can be mostly utilized to represent proportions in a data set.
· Bar Charts are useful for comparison horizontally.
The desired chart type is then chosen by clicking on it and then clicking on OK.


[bookmark: _9cqpff9r6oxj][bookmark: _Toc202628421]Step 5: Input Data into the Spreadsheet
There will be a tiny Microsoft Excel window with some sample data in it. Substitute this with the real/actual figures and labels of the analysis. The chart in the Word document will be referred to and will automatically update in real-time depending on the modifications made to the data in the spreadsheet.
[bookmark: _2mo63za2bvrk][bookmark: _Toc202628422]Step 6: Close the Spreadsheet
Once all the required data is introduced, it is necessary to close the Excel mini-window. The chart shall be built into the Word document, and whenever editing is required, one needs to make use of the right mouse and click Edit Data (Farahani et al. 2023).
[bookmark: _bdefzssj7hgv][bookmark: _Toc202628423]Chart Customisation Options
Having the chart picked, some other design tools will emerge under the tabs of Chart Design and Format. These features enable the users to:
· Change the type or layout of your chart
· Add features of the charts like the data labels on the axis, data labels, and label charts
· Switch colour patterns and fashions
· Scale or move the chart up to have a better fit in the document
[bookmark: _ulc4vy4jzu68][bookmark: _Toc202628424]Best Practices for Chart Presentation
· Make sure that every part of the chart, such as titles, legends, and axes, is labelled clearly.
· The logical selection of the chart type should be made so that it does not conflict with the data structure and message (Rodriguez and Spirling, 2022).
· Keep to a minimally decorative effect by not going overboard with the visuals.
· Have a professional look by using uniform fonts and colours.
[bookmark: _5jli23d708rh][bookmark: _Toc202628425]Summary
When creating charts in Microsoft Word, it helps in the effective and powerful communication of data. Charts are effective visual aids when well crafted; they can facilitate the understanding, increase participation, and assist analytical reporting in many professional situations.
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