HOW TO CREATE A CHART IN MICROSOFT WORD
DEMENSTARTED BY SALAHA BEGUM (2433612)
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Open Microsoft Word Document 


Start by opening the word document and navigate to Insert chart


Locate and click on chart icon and insert tab in the word ribbon 


Selecting chart type


In the illusrtation group on the insert tab, click on the 'chart' button 


Dialog box will appear allowing you to select from various chart types, double click on the one you wise to use 


Information 


Excel speadsheet will open alongside your chart, replace the default data with your own infomation 


You can further customize the chart's appearance using the chart tools, this includes changing colours, titles, axes, etc.





Close the Speadsheet 


Press on the file tab and save your work on your device or on documents files 


Once you have finished entering and customizing your data, Use the layout Option button to adjust the chart's placement and text wrapping within your document 
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