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Open the
Word
Document

How to Create a Chart in a Word

Document

Navigate to

the "Insert"

tab in the top
ribbon.

Insert a
Chart:

Click On
"Chart" in the

Illustrations
group.

Move or

Resize the
Chart

Click and drag
the chart to
reposition.

Customise
the Chart

Adjust the layout
and style by
clicking on the
Design or Format

Use the
Chart Tools
menu.

Resize it by
dragging the
corners.

tabs.

Select

Add labels,

legends, and

titles.

Displaying

various chart
options, such

as Column,
Line, Pie, Bar

Choose the

type of chart
that best
represents
your data.

Chart
Type:

Click "OK"

to insert the
selected
chart.

Enter Data
in Excel
Window

Replace the
default data
with your
values.

Once the chart is

inserted, an Excel

spreadsheet will
open

automatically. (Microsoft,2024)
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