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How to create a chart in a word document.

Step 1: Open a Microsoft Word document and select “New" to create 

a new document.

Step 2: Next, select "INSERT" slide the cursor to "CHART 

OPTIONS," and choose the desired chart. Click “ok”.

Step 3: We can automatically generate a spreadsheet that allows us 

to add a title and enter the data. Additionally, on the right side, we will 

find options for customising chart elements, styles, colours, values, 

and names.

Step 4: Finally, after entering the data and customising the chart, we 

close the spreadsheet to view the chart in the document.
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