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Introduction: In this document, I will be providing a guide 

on the steps on how to create a chart in word. 

 

Steps to create a 
chart in word. 

1. Open word 
2. Tap on home on the top 

left. 
3. Click on insert  
4. You will then go to the 

third collumn 
{illustrations} 

5. Click on chart 
6. Once in chart, replace 

default spreadsheet with 
your own 

 

Conclusion: A chart in word is used as a tool to help 

communicate data and information. By implementing a bar 
chart in your work, it helps the reader undertstand what data 
is being presented 

 


