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

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

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

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.

Choose Chart Type A dialog box will appear with various chart types (e.g., Column, Line, Pie).
Select the chart type you want to use and click OK.

Insert a Chart Go to the Insert tab on the Ribbon.
Click on Chart in the Illustrations group.

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

How to Create a Chart in a Word Document



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



After inserting the chart, you can start editing

Click and drag to change size



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


