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HOW TO CREAT A CHART
DOCUMENT =

. Open Microsoft Word.

o Navigate to the “Insert” tab.

o Click on “Chart” and select your desired
chart type.

o Press “OK” to add it to the document.

e Double click labels or placeholder values to

In Microsoft Word can transform documents! They
are a great way to present information clearly and
concisely. Charts ean break down complex data
into easy-to-understand visuals.

Using charts in Word has many advantages. For enter your data.
example, they can condense a lot of data into one e Update the chart as you add more data points.
visual. Different chart types, such as pie charts and e Head to the “Chart Design” tab to style your

bar graphs, can also compare and show trends. You

can customize the look to match your document’s )
style and branding. Take Emily, for example - she had no chart-

making experience. But, with a few clicks in
Microsoft Word, she created beautiful, impressive

Charts are also helpful for saving time. Instead of

chart.

’ o
reading tables or spreadsheets of numbers, you can charts f()l’ her team's presentatmn.
use charts that show the same info quickly and ra
easily. )t
To start creating charts in Microsoft Word, go to the a1

“Insert” tab on the ribbon menu and select “Chart.”

Pick the chart type and input your data. With these
§ few steps, you can make eye-catching charts that
. add understanding to your documents.

Take advantage of charts in Microsoft Word! They
can engage vour audience, convey data, and give
vour work a professional touch. Start using charts
now and reap the benefits.

. Start the Microsoft Office suite.
¢  Find the Word application and click to open.
e  You'll see a blank document - this is where

vour chart will go!
Onee you have Word open, you can start making ‘64 +
your chart. Microsoft Word offers lots of ﬂ

customizing features, such as picking the type of

chart, adding labels/titles, adjusting colors, ete.

This makes your chart look more attractive and
effective.
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