
HOW TO CREATE A CHART
IN A WORD DOCUMENT

Creating a chart in Microsoft Word is a great way to present data clearly
and visually. Whether you're preparing a business report, academic paper,
or any other document, charts help make complex information easier to

understand. Follow this step-by-step guide to create a chart in Word:

STEP 1: OPEN A WORD DOCUMENT

Before you can create a chart, you need to have a
Word document open.

Open Word: Launch Microsoft Word on your
computer.
New Document: Either open an existing
document or create a new one by selecting
"Blank Document" from the File menu.

Inserting a chart into Word is a straightforward process.
Go to the Insert Tab:1.

On the top toolbar, click on the Insert tab.
Select the Chart Icon:2.

In the Illustrations group, click on the Chart button. This will open a
dialog box with various chart options.

Choose a Chart Type:3.
Microsoft Word offers different types of charts, including:

Column: Ideal for showing data changes over time.
Bar: Great for comparing data across categories.
Line: Useful for showing trends or changes over a period.
Pie: Perfect for displaying parts of a whole.
Area: Similar to line charts but filled with color to emphasize
trends.
Other: Additional options like scatter plots, radar charts, etc.

Select the chart type that best fits your data.

After choosing your chart type, it’s time to input your data.
Excel Spreadsheet: Word will open a small Excel window
where you can enter your data. The data entered here
will automatically populate the chart.
Edit Data: If you need to change the data after creating
the chart, click on the chart, then select Edit Data under
the Chart Tools tab. Now that your chart is created, you can customize it to suit your

needs.
Change Chart Type: If you realize another chart type might
work better, go to the Chart Tools tab and select Change
Chart Type.
Edit Data Labels: Customize how the data labels appear, add
titles, and adjust the legend through the Chart Tools options.
Chart Styles: Select from a variety of pre-set styles under the
Chart Styles tab. This includes color schemes and 3D effects
that can enhance the visual appeal of your chart.

To make your chart stand out, you can format its
appearance.

Resize the Chart: Click on the chart, and drag the
corners to resize it. Hold Shift while dragging to maintain
the proportions.
Position the Chart: Move the chart by clicking and
dragging it to a preferred location within your
document.
Add Titles: Ensure your chart has a descriptive title. You
can add titles to both the chart and axes through the
Chart Elements options in the Chart Tools tab.

Once you’ve customized your chart, make sure it fits
seamlessly into your document.

Review: Double-check that the data is accurate, the
chart is clear, and all labels are easy to read.
Save Your Work: Don’t forget to save your document
by going to File > Save As.

Keep it Simple: Avoid cluttering the chart with too much data.
Stick to the key points.
Use Consistent Colors: Choose color schemes that are easy
on the eyes and maintain consistency with the overall
document.
Be Clear: Ensure your chart is labeled correctly, with clear
titles for both axes (if applicable) and a legend, so readers can
understand it easily.

STEP 2: INSERT A CHART

STEP 3: ENTER YOUR DATA

STEP 4: CUSTOMIZE YOUR CHART

STEP 5: ADJUST THE CHART'S APPEARANCE

STEP 6: FINALIZING THE CHART

TIPS FOR AN EFFECTIVE CHART:
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