
HOW TO CREATE A CHART IN A WORD DOCUMENT
S T E P  B Y  S T E P  G U I D E

CLICK THE INSERT
ON TOOL BAR

CLICK ON THE CHART
OPTION

THIS WILL CAUSE A
LARGE DIALOGUE BOX 

SELECT THE TYPE OF
YOUR PREFERENCE

BETWEEN BARS,
COLUMNS, LINES, ETC.

ENTER THE TITLE,
DETAILS OF YOUR

CHART AND NUMBERS
AND PRESS ENTER TO

FINISH
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