HOW TO CREATE A CHART

INAWORD DOCUMENT

STEP 1: OPEN MICROSOFT WORD

« Launch your word document where you
want to add the chart

STEP 2: INSERT THE CHART
File Home Draw Design Layout References Mailings ° GO to the Insert tab
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STEP 3: CHOOSE CHART .~ .

TYPE > [llint 07 3 3
A - Select achart type (e.g. E =
Column, Line, Pie, Bar, etc, ) v i 1 | I
then click OK. i o =2

STEP 4:ENTER YOUR DATA AND CUSTOMISE YOUR
CHART

+ A small Excel ke spreadshet il

open, enter your data in the table. x
A P 1 C D | The chart will update automatically
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