
 

 

Step 1. Click on the insert option at the top of the page 

 

 

Step 2. Click on the Chart  

 

 

Step 3. Now select 

from the options, 

what sort of chart 

you would like to 

apply to your 

document  

 

 

Step 4. Once selecting the chart, you can select a design / 

layout from the options at the top 

 

How to create a chart in Word Document  


