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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







STEP 2

CLICK ON “CHART”





STEP 3

CHOOSE A CHART TYPE

SELECT THE CHART TYPE THAT 

SUITS YOUR DATA, SUCH AS A BAR 

CHART, LINE CHART, OR PIE 

CHART.







STEP 4

ENTER YOUR DATA

A SPREADSHEET WILL OPEN 

WHERE YOU CAN ENTER 

YOUR DATA





STEP 5

CUSTOMIZE THE CHART

EDIT THE CHART TITLE, LABELS, 

AND OTHER ELEMENTS AS 

NEEDED





STEP 6

 FORMAT THE CHART

ADJUST THE CHART’S 

APPEARANCE, SUCH AS COLORS, 

FONTS, AND LAYOUT.





THANK YOU


	Slide 1: HOW TO CREATE A CHART IN MICROSOFT DOCUMENT
	Slide 2: STEP 1
	Slide 3
	Slide 4
	Slide 5
	Slide 6: STEP 3
	Slide 7
	Slide 8
	Slide 9: STEP 4
	Slide 10
	Slide 11: STEP 5
	Slide 12
	Slide 13: STEP 6
	Slide 14
	Slide 15

