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 How to create a chart in a Word document

1) Open the Microsoft Word. As shown in
the image below, click on "Home" and
then "blank document"

2) Click on the "Insert" tab. Then, in the
"Illustrations" group, click on the "Chart"
icon

3) After clicking on "Chart", a new
window called "Insert Chart" will open. In
it, you will see various chart templates
divided into categories. Choose the chart
type, e.g.,  Column, Line, Pie, Bar...

4) A window will open in Excel. Edit the
data as needed. As soon as you change
the numbers or text, the chart will be
automatically updated in Word

5) The chart will appear in your Word document. As you edit the data in the spreadsheet,
the chart in Word is automatically updated. This allows you to see in real time how the
chart will look

 Once you've finished entering the data,
close the spreadsheet (by clicking the
"X" in the corner of the window). The
chart will be ready in your document.


