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How to Create a Chart in Word Document?
Introduction 
The incorporation of charts within the word documents enables the visual representation of data helping in easier understanding of the information that is being presented. Charts enhance the readability and understanding of complex information in both academic and professional settings. It is necessary for an individual to equip the knowledge of creating charts effective for communication and delivery of information in a workplace. The following poster evaluates the steps of creating charts in word document. 
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· The first step involves opening the word document in which an individual wants to insert a chart. 
· As per the comments of Martinsuo and Huemann (2021), structuring a report is important to understand the context of the study. Positioning the cursor at the right place is an important factor because it creates the structure of the report by inserting the chart where it is required.
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· This step involves accessing the Insert Tab on the top-most interface of the Word Document providing various tools of visual representation.
· Click on Insert Tab within the Illustration group, one will find the icon of Shapes, Charts, Diagrams and other relevant visual elements 
· Click on the Chart Icon to begin the process of creating a chart within the document.
[bookmark: _8bmv4unr49l][bookmark: _Toc195117555]Step 3: Selection of Chart Type 
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· Once the individual clicks on the option of charts within the Illustration group, various charts will be available such as Column, Pie Chart, Bar Diagrams and Area. 
· Select the Chart desired and click on OK, the selected chart will be inserted in the Word document automatically. 
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· Once the chart is inserted in the word document, an excel sheet appears alongside the chart in which the data can be input. For instance, the above visual shows the representation of a bar diagram. 
· One can replace the default headings and values as per their information and the chart will get updated automatically. 
· It is stated by Bhat and Alayaha (2023) that editing of visual representation diagrams helps in enhancing the overall outlook of a report. 
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· The inserted chart can be enhanced as per the requirement of an individual such as change in colours, layout and overall font style of the chart. 
· Click on the Chart Tool Design Tab and enhance the readability, design and colours of the chart as per your choice. For instance, in the above image the colour of the chart has been changed as per the options available within the Chart layout group.
[bookmark: _z1kiffgeq9hq][bookmark: _Toc195117558]Step 6: Formatting and Resizing 
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· The Formatting tab helps in further personalisation of the charts with options such as increase in the borders and handling improving the chart layout. 
· For instance, the colours have been further enhanced in the chart to improve the understanding of values.
[bookmark: _krx6i3rvb2m2][bookmark: _Toc195117559]Conclusion 
Making a chart in Word is a quick and effective method of facilitating communication. The evaluation of the six easy steps helps in equipping the skill of creating charts in a word document along with modification and customisation. Thus, the process is enhanced by learning to master it, which enhances presentation quality, enhances reports, and makes sharing of information clear and professional.
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