
You'll find over 20 types of charts to choose
from.

HOW TO CREATE A CHART IN A WORD DOCUMENT.

Head over to
the “Insert” tab
and click on
“chart”

You can find this option at the top
left corner of Word.

Here are some effective tips to help you create a chart. 

You'll now have to choose the
chart type, and then double-
click the chart you would like to
use.

Depending on
the chart
you've
selected, a
spreadsheet
will pop up for
you to enter
your data.

And the chart will move  
accordingly with the
information you’ve
added to the
spreadsheet.

Once you’ve
added all the
information to
the spreadsheet,
you can simply
close it.

Your chart is now complete. 
Once you’ve
inserted a chart
you’ll see small
buttons on the
upper-right corner.  

chart elements (for
data labels or other
elements), chart
styles (for quick
colour changes or
styles) and chart
filters (for showing
or hiding data in the
chosen chart).


