How to Create a Chart in Word I!I

STEP 1: OPEN STEP 2: INSERT STEP 3: PICK A
WORD CHART CHART TYPE
« Start Microsoft o Click "Insert" tab « Choose a chart style (e.g.,
in the top menu. Column, Pie, Line).

Word and open

your document.  Click "Chart” « Click OK.

Insert Draw Design Layout References Mailings | STEP 4: ADD YOUR DATA

e T
@ O K = |D] e Enter your data in the Excel

ge Table Pictures Shapes Icons D SmartArt Chart 5S¢
eak =~ v v Models v sheet that pops up.

Tables lustrations e Close Excel when done.

STEP 5: CUSTOMIZE STEP 6: SAVE YOUR

WORK
e Use the Chart
Tools to adjust e Press Ctrl + S
colors, titles, or to keep o
labels. changes. * Reference:

1. https://www.computerhope.com/issues/ch001895.htm



