
Click where you want to
insert the chart in the

world
At the top of “Word,,
click the Insert tab in

the ribbon

In Word, a chart is serves as a
graphical depiction of data,
utilizing elements such as
bars, lines, or pie slices to
convey information and

enhance comprehension. 
Charts are valuable for

showcasing data relationships
trends, and comparations,
particularly when handling

extensive datasets. 

 

A Guide 

create CHART IN A
WORD DOCUMENT

STEP 2 Step 3

In the Illustrations
group, click Chart

A window will
appear with chart

options

STEP 1
Open a Word documents​
Launch Microsoft Word ​

Open an existing document or create
a new one where you want the chart

   

step 4

Pick from option like
Column, Pie, Bar, Line,

etc.
Click OK to insert the

chart 
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