HOW TO CREATE A CHART IN WORD

W

STEP BY STEP

1. Open your word document
2. Go to the “insert tab” on the

SOME FACTS

ribbon. Charts serve as visual

3. Click “chart” in the illustrations representations of data,
group. making it easier for readers
4. In the insert chart window, to grasp complex information
choose the type of chart you at a glance

want.

5. Click ok. Word will open an

Excel-like spreadsheet where you A-+ = hu .i ||||l 1...||
can ender and modify the data. S — ERwRSES Frerever rewEa — e —
6. Enter data on the spreadsheet. :
7. Close the spreadsheet window--

your chart will update : ; I
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automaticaly in Word.
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e You can right-click elements
of the chart (like axis lable
e s or legends) to format them
individualy.
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