How to Create a Chart in a Word Document

Open Your Word Document Launch Microsoft Word and open the document where you want to insert the chart.

Go to the Insert tab on the Ribbon.

Insert a Chart , , ,
Click on Chartin the Illustrations group.

A dialog box will appear with various chart types (e.g., Column, Line, Pie).

Choose Chart Type

Select the chart type you want to use and click OK.

Edit Chart Data A Microsoft Excel window will open with a default data table. Enter your data in the Excel sheet. The chart in Word will update
automatically. Close the Excel once you have finished.

Customize the Chart Use the Chart Tool on the ribbon to change colour, style, and add elements like title and labels.

. Click and drag the corners of the chart to resize it.
Resize and Move the Chart , & , , o
Click and drag the chart to move it to the desired location within your document.

Save Your Document Don’t forget to save your work! Go to File > Save or press Ctrl + S.




After opening the document, click on Insert

Then select Chart and choose the type of chart you would like to insert.
An Excel file with data will open separately

agasave (D (R DY O > B --- Document1 Q search (Cmd + Ctrl + U)
ome Draw Design Layout References Mailings Review View (_J Comments y Editing v = s
2 | H e - - = [-Q-B- 4 1T O
>ages Table Pictures Shapes Icons 3D = inke Coammant Haadar Fontar Pana Tavt Equation Advanced
Models mE —widmn | g i) (e Symbol
X Line > ‘
D pie >
Dg Hisrarchy o [Il—(iustered Colu‘mﬁﬂ EU
d]]:, Statistical >
L XY (Scatter) >
uﬂﬂuWaterfall 2 20 Column
ﬁ:h'? Combo >
@ Maps »

dy o9 09
i)

2-D Bar

Manage Templates...

e
—

i

[
-



After inserting the chart, you can start editing

/

®@ ©O@® Auocsae (D R v = B - Document1 Q search (Cmd + Ctrl + U) {0
Home Insert Draw Design Layout References Mailings Review View Chart Design C] Comments p’ Editing v (& Share v
1o ® TR T AT I i
Add Chart  Quick Change ||| || ||| | HRHH] %%ﬁ E; I BN ERE I A NN Switch  Select Edit Data Refresh Change
Element Layout Colours Row/Column Data inExcel Data Chart Type
Click and drag to change size
0} ) il
Chart Title
6
5
4
3
|
2
| I I I
0
Category 1 Category 2 Category 3 Category 4
mSeries1 mSeries2 mSeries3




Do not forget save your document! Go to File > Save or Save as
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