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How to create a chart in a word document 5 steps
	Step 1
	Open Microsoft word

Launch Microsoft word and open your document or create a new one.

	Step 2
	Place the cursor

Click where you want the chart to appear in your document.

	Step 3
	Insert a chart

Go to the “insert” tab in the toolbar.

Click “chart” in the Illustrations group.

	Step 4
	Choose chart type

A window will pop up.

Select the chart type (e.g., Column, line ,pie) and click “OK.”

	Step 5
	Enter data 

An excel-like spreadsheet opens.
Enter or paste your data.

Close the spreadsheet when you’re done-your chart will appear in the document.



