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How to create a chart in a Word Document 

 

 

 
 

 

 

 

Step 1: Open Microsoft Word 
and create a new document

1.Start the Microsoft Office.

2.Find the Word application and 
click to open.

3.I see a blank document – this is 
where my chart will go!

Pro Tip: Get all my data together before
creating my chart. Then I can easily input the
info into my chart once it’s made.

Step 2: Insert a chart

1.Open the doc and go to the place 
for the chart.

2.Click the “Insert” tab at the top.

3.Click “Chart” in the “Charts” 
group.

4.Select the type of chart, like a bar 
chart or pie chart.

Step 3: Customizing the chart

1.Adjust the Layout: Use the chart 
tools in Word to switch the type, 
size, and position. Or, add titles, 
axes labels, and legends.

2.Format Elements: Play around 
with colors, fonts, and styles to 
create the look I want.

3.Add Labels: To make it easier to 
understand, add data labels and 
labels for axes.

Step 4: Adding labels and 
titles

1.Select the chart.

2.Go to the Chart Tools Design tab. 
Click the Add Chart Element 
button, then choose Data Labels 
or Axis.

3.To add data labels, pick their 
position (e.g. above, below, 
inside). I may also format them –
such as font size, color, and style.

4.For axis titles, select Horizontal 
(Category) Axis.

Step 5: Finalizing and saving the chart 

 

To finalize and save my chart in Microsoft Word, there are 4 steps to follow: 

1. Check for errors: Scan my chart for any mistakes or data inaccuracies. 

2. Customize the appearance: Give my chart a personal touch by changing 

colors, adding borders, or adjusting fonts. 

3. Choose a file format: Word documents (.docx) let I edit later, whereas 

PDFs (.pdf) preserve the exact look. 

4. Save your chart: Click the “Save” button, then pick a location with a 

descriptive name. 
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Conclusion: Creating a chart in Microsoft Word is an easy and productive way to show data. Just a few steps and I can customize it to my needs. Whether it’s a report for work or visuals for a 

presentation, Microsoft Word has all the tools needed for professional charts. 

Here is the video with detailed info: Bing Videos, Bing Videos 

https://www.bing.com/videos/riverview/relatedvideo?&q=how+to+create+chart+in+word+with+a+poster&qpvt=how+to+create+chart+in+word+with+a+poster&mid=8B235E1DF00D7C8EA2708B235E1DF00D7C8EA270&&FORM=VRDGAR
https://www.bing.com/videos/riverview/relatedvideo?&q=how+to+create+chart+in+word+with+a+poster&qpvt=how+to+create+chart+in+word+with+a+poster&mid=52167334D9C5D56C1DC052167334D9C5D56C1DC0&&FORM=VRDGAR

