How to create a chart in a word document

A more detailed breakdown of: WW 'Qﬁ;] amz 2434851

Step 1: Open Microsoft Word

My Word Chart

Start Microsoft Word and open Modifications to

either a new blank document or .

an existing document where you the data in the

want to insert the chart. Excel sheet will

Step 2: Place the Cursor II I I II I qutomqticql[y

Click on the spot in your s update the chart in
document where you want to Word

insert the chart. your vvor

Step 3: Insert a Chart document.

1.Go to the “Insert” tab on the
Ribbon at the top.
2.In the “Illustrations” group,
click “Chart.”
o Adialog box titled Insert
Chart will appear.

Step 4: Choose Chart Type

In the Insert Chart dialog:
© You’ll see various chart
types on the left-hand
side, such as:
column, line, pie, bar, area, XY,
stock

Step 5: Enter or Edit Data in
Excel Window

e After inserting the chart, an

Excel-like spreadsheet Example Chart in Word Document
window will open with default The following chart shows the quarterly sales data for three
data products:

* Replace the sample data with Quarterly Sales

200 wem Product A

your own values.
© The horizontal axis
(categories) are in the first
row.
o The vertical axis (data
series) are in the first
column.

Step 6: Close the Spreadsheet

e When you’re done editing
data, close the spreadsheet
window (click the “X” at the
top-right of the Excel-like
pane).

* Your chart remains
embedded in the Word
document.




