
A chart enables informative data presentation in an easy and visual style. Users who work with Microsoft Word can generate various chart types starting from bar charts through pie charts to line graphs. These steps provide a simple method for users to add a chart into their Word documents. 

How to Make a Chart in a Word Document

Step 1: Opening Microsoft Word


To start the process the user must launch Microsoft Word through the computer system. Either a new document creation or selection of an existing document allows users to position their chart insertion.





Step 2: Inserting a Chart
1. The user needs to access the "Insert" tab which appears at the screen top. 
2. Next users should click on the "Chart" button inside the "Illustrations" group. (📌 Place here the image of the "Insert" tab alongside the "Chart" button.) 
3. The "Insert Chart" window will display on screen. 







Step 3: Choosing a Chart Type
Users find various chart choices inside the Insert Chart dialog box: 
· Column Chart (for comparing numbers)
· Pie Chart (for showing percentages) 
· Line Chart (for trends over time) 
· Bar Chart (for comparisons) 
· Other chart types 
User have to open the graphic below to view various chart types which are available to users. The user should make their chart type selection then click "OK." Move onto the next step which involves data entry within the Excel document after finishing previous procedures. 







The chosen chart will lead to the automatic creation of an Excel spread sheet. The user should input current numerical data which will replace existing sample numbers on display. After entering the data the user needs to close down the Excel sheet program. The chart will automatically update. (The user have to insert an image of the Excel sheet with sample data here.)


Step 4: Entering data in the excel sheet






Step;:4 The chosen chart leads to the automatic creation of an Excel spreadsheet. The user should input current numerical data which will replace existing sample numbers on display. After entering the data the user needs to close Reference list
www.tpointtech.com. (2025). How to create a Pie chart in Word - Tpoint Tech. [online] Available at: https://www.tpointtech.com/how-to-create-a-pie-chart-in-word [Accessed 14 Mar. 2025].

Step 6: Saving the Document
· Once the chart is ready, the user must click "File" > "Save" to store the document.
By following these steps, one can successfully insert and customize a chart in a Word document. 
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Step 5: Customizing the Chart
· By clicking on the chart, the user can access the "Chart Tools."
· The colour, labels, and design can be modified using these tools.
· By clicking on "Chart Elements" (the plus icon), one can add titles, labels, or a legend.
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