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You can move the cursor to the start or the end of a word. You
don’t need to select the word. Templates
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Step 1: Open Word and Position Your Cursor B o P
Begin by opening your Microsoft Word document and E Bar
navigating to the section where you want to insert the MA  Area
chart. Click to place your cursor in the exact spot where the [ XY (Scatter)
chart should appear. It’s a good idea to leave some space ' lis  Stock
above or below for a title or explanation. Ensuring the chart ? surface
@ Radar

has enough room on the page will help it display clearly '
and professionally. !
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" HrherStep 3: Enter Your Data
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—| ™o typingdirectly into the cells. You can add or remove
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— information you need to display. As you enter your
data, the chart in your Word document will update
automatically to reflect the changes g|V| ng you a live
preview of how it will look.* ,,.m T L
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next vacation truly an exceptional experience!
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Step 2: Insert the Chart ?f-.;'-" _,n,;';-‘ J:m 24
Next, go to the “Insert” tab located in the top ribbon of Word. ©
In the “Illustrations” group, click on the “Chart” button. A
dialog box will appear showing different chart types such as
Column, Line, Pie, and more. Select the chart type that best
suits your data and click “OK.” Word willinsert a sample
chartinto your document and open a small Excel-like
spreadsheet for edltlng the chart data. @,

e
L

B Insert Draw Desigr Layout Refere Mailine Review View Help Design Format 2 Tell me = =
. Z 3
4 ////% Switch Row/ Select Edit Change . ‘ -
Column Data Data~ Chart Type 10\)
Chart Styles Data Type -~
Step 4: Customize the Chart ==

Onceyour dataisin place, click on the chart to activate
the “Chart Design” and “Format” tabs in the ribbon.

From here, you can change the chart’s style, color u s
scheme, and layout to better match your document’s =~
design. You can also add chart elements like titles, axis
labels, and legends by clicking the plus sign next to the
chart. Finally, you can resize or move the chart by
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dragging its edges or repositioning it on the page.
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