
CREATING A CHART IN A WORD 
DOCUMENT

STEP 1:  LOAD MS

WORD AND CLICK A 

BLANK DOCUMENT

STEP 2: CLICK INSERT 

AND CLICK CHART

STEP 3: SELECT THE 

CHART TYPE AND 

STYLE FROM THE LIST 

AND CLICK

STEP 4: PLEASE 

PROVIDE REQUIRED 

DETAILS FOR SERIES 

AND CATEGORIES

STEP 5: PLEASE TYPE A 

CHART TITLE AND 

MAKE YOUR CHART 

ATRACTIVE
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