
 

 

 

 

Introduction. 

 

 

 

 

 

 

 

  

 

 

 

First, to create chart in 
word document open 
your word document 
page. 

 

2. Place the 
cursor where 
you want to 
insert or type 
the image in the 
chart.  

 

 

3. Go to insert 
tab on ribbon.  

 

4. Click on chart in the illustrations group 
and choose which one you want to.  

 

5. In the dialog box that appears. 

▪ Choose a chart type 
(e.g. Column, line, pie, 
bar, chart etc...... 

▪ Click OK.  

 

6. A chart will be inserted and an excel-like 
spreadsheet will open. 

▪ Enter data into the spreadsheet and 
you can change it to any size ad 
colours. 

▪ The chart will update automatically 
and easily into your spreadsheets .  

 7.Close the mini 
spreadsheet window when 
done.  

 

 



Conclusion.  

To insert a chart in world document it be complex in sense that if do not know where to go, what to type or where to go is incredibly challenging but if you know is extremely 
easy and clear. To understand everything for your work or report make it looks good clean.  

 

 

 

 


