
CREATING A CHART IN WORD 

Step 1: Load

MS word and 

click a blank 

document 

Step 2: You 

will have to 

click insert 

then you will 

find chart 

which then 

you will 

click chart 

Step 3: 
select the 

chart type 

and the 

style from 

the list and 

then click 

ok

Step 4: please 

provide 

required 

details for 

series and 

categories  fill 

the table

Step 5: please 

type a chart 

tile and make 

your chart 

attractive  
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