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STEP 01

GO TO INSERT TAB
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= OPEN WORD AND
NAVIGATE TO THE INSERT
TAB OPEN WORD
DOCUMENT AND CLICK
INSERT TAB IN THE RIBBON.
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STEP 03
SELECT CHART

IN THE ILLUSTRATIO NS GROUP CLICK ON CHART.



STEP 04

N e i CHOOSE CHARTTYPE
e A WINDOW WILL
APPEAR,ALLOWING TO SELECT
6w | I [ I__I | | II THE TYPE OF CHART

E,.G..COLOUMN,OIE,BAR,ETC.

CHOQOSE THE DESIRED CHART
TYPE AND THEN CLICK OK.




STEP 05
ENTER DATA IN THE o
SPREADSHEET art Title

= A SPREADSHEET WILL OPEN,
ALLOWING TO ENTER DATA.
= REPLACE THE DEFAULT DATA
WITH OWN INFORMATION. ;

B Series 1 M Series 2 MWSeries 3




STEP 06

CLOSE THE SPREDSHEET

STEP 07
CUSTOMISE CHART.

» CLICK ON THE CHART IN WORD
DOCUMENT.

» USE CHART TOOLS RIBBON TO
CUSTOMISE THE CHARTS
APPEARENCCE,LAYOUT AND
ELEMENTSS

» ADD OR REMOVE CHART
ELEMENTS,CHANGEV COLOR.

STEP 08

INSERT THE CHART IN TO
THE DOCUMENTS.

» THE CHART WILL BE INSERTED IN TO
WORD DOCUMENT.

» THEN RESIZE, MOVE ,AND FORMAT
THE CHART AS NEEDED.
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