
HOW TO CREATE A CHART IN WORD DOCUMENT
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· Once you’ve entered and formatted your data, close the excel spreadsheet.
· The chart in your word document will remain and can be edited further if needed
ENTER THE DATA
· An excel spreadsheet will open alongside the chart in word
· Replace the default data in the spreadsheet with your own information
· The chart in your word document will update as you enter data
CHOOSE A CHART TYPE
· A dialog box will appear with various chart types (column, pie, line, bar)
· Select the chart type that best suits your data and click OK
OPEN WORD AND INSERT A CHART
· Open your word document and go to the “Insert” tab on the ribbon
· Click on the “Chart” button
CUSTOMIZE THE CHART
· You can customize the chart’s appearance (colours, fonts, etc) and add chart elements (title, labels, etc) by using the “Chart Design” and “Format” tabs that appear when chart ius selected
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