How to create a
chartin a word

document

OPEN MICROSOFT
WORD:

You can either
launch the word
application on your
computer or go on
office.com and use
the application
there.

CREATE A NEW DOCUMENT:

Ne
You will then click ‘Blank
Document’ either open a
existing document where
you would like to insert the
chart.

s Y — INSERT A CHART: CHOOSE A CHART TYPE: NV
v 3 il B 2 You then go ‘Insert’ tab — A4
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Then Click on the ‘Chart’ = |41l ah| 4] b to create such as line,
- column or even pie and

button. This will open a S 7 4 | o it o |

. . e | then just click ‘OK’.
dialog box with all [l Lo 20 apl .
different types of chart.
ENTER YOUR DATA: R CUSTOMISE THE CHART:
Miles Driven E; 1 HEE j ﬁ,f e S .
; porwes | from Spreadshee’F will open =S Sl et asbadas . Click on the chart to get
z - m | near by with your access to the chart tools
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= e L C automatically when you . - . and layouts to suit your
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i CLOSE THE SPREADSHEET: FINALLY SAVE YOUR DOCUMENT: V
S =S o e e Once you have finished Cave Ac Make sure you
- | entering all your data - B Cam don’t forget to
and customising your &1 o = i save your Word
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ahead and close the keep your

That’s all, you now have a chart in your Microsoft word

spreadsheet window.

changes.




