
How to Create a Chart in a Word Document

Charts aid in data visualisation and report understanding. 
Word enables individuals to rapidly construct expert charts.

Reference: 
Microsoft. (2023). Insert a chart in Word.
https://support.microsoft.com/en-us/office/insert-a-chart-in-word-0baf399f-e05b-40c1-
83a1-d9f6b738b4c0
Saxena, A. (2022). Mastering Microsoft Office: Word, Excel, PowerPoint, and Outlook. Wiley.

Step by step guide to creating a chart: 

1. Navigate into the 'Insert' tab in Microsoft Word.

2. Select the type of chart you want by selecting 
'Chart'.

3. Enter the data you want in the window that 
corresponds to Excel (Microsoft, 2023) .

4. Exit the tab; Word will modify the chart.  

5. Customise the chart with the Chart Design 
features (Saxena, 2022) .

6. Adjust the chart's dimension and placement to 
match the design of the document you're using. 

8

14

19

22

27

29

0

5

10

15

20

25

30

35

P A S T A R IC E  L E N T IL S C HI C K E N B E E F L A M B

MOST CONSUMED MEALS SURVEY

Abdiaziz Gacal
Student ID 2437094 


	Slide 1

