
 

 

INTRODUCTION 

Microsoft Word is a word processing application use 

for creating, editing and formatting documents. Its 

part of the Microsoft Office suite and widely used for 

various tasks. Therefore, the task is to create a chart 

Microsoft Word  

 

STEP 1 

Click on INSERT button

  

 

STEP 2 

Click on CHART icon to 

add chart 

 

 

STEP 3 

Click on CHART icon to 

choose TYPE OF CHART 

from all charts 

 

STEP 4  

Click on charts to select 

BAR CHART and press OK 

button

 

A BAR CHART would 

appear  

 

 

A   
Conclusion  

Charts help you visualize your data and is great way to reflect you 

information if it changes on a regular basis 

https://support.microsft.com 

https://support.microsft.com/

