
 

How to create a chart 

 

 

Creating a chart can be done easily through apps such as excel, powerpoint, word etc. I 
will be using WORD which is a O365 function. 

 

Open the word documents and select a blank page. 

To insert a chart, locate the insert button on the top left corner of the word app, once 
found a variety of options will show up choose the chart that best suits your work. 

 


