
H O W  T O  C R E A T E  A  C H A R T  I N  W O R D

S O M E  F A C T S

Charts serve as visual

representations of data,

making it easier for readers

to grasp complex information

at a glance

   E D I T I N T  T H E              

.       C H A R T
Click the chart to enable

ChartTools
Design : Change the chart type
,layout, style and colours 
Format: Adjust shapes,
borders and text styles.
You can right-click elements
of the chart (like axis lable 
s or legends) to format them
individualy.

S T E P  B Y  S T E P
1. Open your word document

2. Go to the “insert tab” on the

ribbon.

3. Click “chart” in the illustrations

group.

4. In the insert chart window,

choose the type of chart you

want.

5. Click ok. Word will open an

Excel-like spreadsheet where you

can ender and modify the data.

6. Enter data on the spreadsheet.

7. Close the spreadsheet window--

your chart will update

automaticaly in Word.


