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How to create a chart in a 
Word document

01. First step:

To create a chart in a word document , firstly you will need to
open a template in word and at the top you will have several
categories, such as: File, home, draw, etc . Then, you will
need to click on “ insert ”,as you can see in the picture below.

02. Second step:

Secondly, when you are already on “insert”
section, You will be able to see different tabs,
such as; 3D models, screenshot, smart art
etc. However, you need to search  “chart” tab  
and click it on it.

03. Third step:

When you have al ready entered in “ chart” , a new
tab will be opened, And you will have multiple
choices of charts, choose a table that fits in what
you are looking for .

04. Fourth step:

Finally, when you have choose your chart ,you
wiill have a table located below,  that can serve
for several purposes, such as:  presenting
detailed data , giving clarity and transparency
of information , also facilitating  comparisons
and providing  additional explanations, so you
have a better understanding   of the chart  
context .


