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A chart in a Word document Is a graphical represenation of data.lt
helps to visualize information,making it easier to understand
patterns,trends,and comparations.Chart can have multiple
forms,including bar charts,pie charts,line charts and more.
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to go to the “Insert” tab

on the ribbon.
e Click insert>chart
e Choose the type of chart you

want from the list and then
double-click on the wanted

chart.
How you can see there are

different types of chart
avallable,choose which is the

best for your data.
e |n the spreadsheet that

appears,replace the
default data and put your

wanted informations.
 When you’ve done,close
the spreadsheet.

e |f you want, use the Layout
Options button to make any
changes to the chart and text
In your document



