
HOW TO CREATE A CHART IN 
MICROSOFT WORD 

A step by step guide on how to 
create a chart in Microsoft Word. 

 
 

 

Step 1.                                                                         
Opening your word document 
     
 
                                                                                           
 

         
                                    

                               Step 2. Inserting the chart:  
 

 
 

 
 
Step 3. Choose a chart type: 
 
 
 
 

 

                             Step 4. Editing the data:   
 

 

 


