
STEP 07.
RESIZE OR MOVR THE CHART

Chane the size of chart by
dragging its corners

Move the chart by clicking
and movinng it to a different

position

STEP 08.

STEP 04.
CHOOSE A CHART TYPE

A  box with chart type will
appear

Select the chart type that
you like 

Click ok to insert chart
into your document

STEP 03.

SAVE YOUR DOCUMENT 

Save the document to be sure
the chart and all your file are

saved

STEP 05.

STEP 02.STEP 01.

STEP 06.

PLACE THE CURSOR

-Click where you want
the chart to be

present.

OPEN WORD DOCUMENT

Open the document where you
want to insert the chart

INSERT THE CHART

Go to the insert 
In the  group click on chart.

FORMULA THE CHART

Click on the chart in word to
access thr chart tools tab

Use the design,layout and
format tabs to:

Change the chart ,style or
layout

Change colours,fonts,and
labels

HOW TO CREATE A CHART

EDIT THR CHART DATA

An excel sheet with sample
data will automatically open 
Repalce the data with your

own.
As you add the data in excel
the chart in word will update

in real time

in a word document


