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STEP 1

»GO TO MICROSOFT WORD, CLICK ON
FILE AND CHOOSE NEW BLANK
DOCUMENT

»GO TO THE “INSERT” TAB.

»CLICK ON THE “INSERT” TAB IN THE TOP
MENU
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STEP 2

»CLICK ON “CHART”
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STEP 3

»CHOOSE A CHART TYPE

»SELECT THE CHART TYPE THAT
SUITS YOUR DATA, SUCH AS A BAR

CHART, LINE CHART, OR PIE
CHART.




Document1 - Word
Design Layout B |nsert Chart

Bl Cover Page v ro‘_' PI:I All Charts

D Blank Page . sh SmartA
ictures Shapes SmartArt K  Recent
— Page Break v v —
Templates EI

Column

Pages Illustratior|

Clustered Bar

Line

Pie Chart Trtle

Bar

Area
XY (Scatter)
Stock

Surface

Radar

Treemap

[l
[
®
=
M
2
i
BT

Sunburst

Histogram

F

=
ok
=5

Box & Whisker
Waterfall

FE

Combo




Document1 - Word

Design  layout  R{EINSSTEQTe

/_\:' Parts v B‘Signature line ~ ! Equation ~
R =i

It ~ @ Date & Time Q) Symbol ¥
Pictures Shapes SmartArt
v v :Dj Object >

Chart Title

lllustration Text Symbols

Category 1 Category 2 Category 3 Category 4

B Series] mSeries?2  m Series3

H]]] Histogram

bid  Box & Whisker
M Waterfal

M Combo




STEP 4

»ENTER YOUR DATA

»A SPREADSHEET WILL OPEN
WHERE YOU CAN ENTER
YOUR DATA
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STEP 5

»CUSTOMIZE THE CHART

»EDIT THE CHART TITLE, LABELS,
AND OTHER ELEMENTS AS
NEEDED
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STEP 6

» FORMAT THE CHART

»ADJUST THE CHART’S
APPEARANCE, SUCH AS COLORS,
FONTS, AND LAYOUT.
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THANK YOU
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