Start

Finish

firstly, open the word application.
 This can be easily accessed searching *WORD* via the bottom tool bar on your home screen. [image: A screenshot of a computer  AI-generated content may be incorrect.]
 Don’t forget to save your chart once completed!!
Click file and save as. Choose the requied location and file name,


Here is an example of a completed column chart 



Then you will click on new. Now select a blank document on word. [image: A screenshot of a computer  AI-generated content may be incorrect.][image: ]

How to create a chart in a word document




You are now ready to begin creating your chart!
Now click “INSERT” located on the tool bar at the top of the document.
[image: A screenshot of a computer  AI-generated content may be incorrect.]
You can now personalise your chart by formatting the cells. [image: A screenshot of a computer  AI-generated content may be incorrect.]Insert the categories and the information you would like on your chart.
[image: A screenshot of a computer  AI-generated content may be incorrect.]
Select “Column” (1) then choose the style of column chart type (2)


 

Monday 	harper	chris	leanne	muna	4.3	2.5	3.5	4.5	Tuesday	harper	chris	leanne	muna	2.4	4.4000000000000004	1.8	2.8	Wednesday	harper	chris	leanne	muna	2	2	3	5	
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