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First, we need to know a little more about this topic to understand what it is 

about. 

• Creating charts in Microsoft Word is a useful way to visually represent data in 
reports, presentations, and academic documents. Charts make Hello, good day. 
Today I will talk to you about how to create a chart in a Word document. 
 

•  
complex information easier to understand and help highlight trends, 
comparisons, or patterns. Microsoft Word allows users to insert and customize 
different types of charts, such as bar graphs, line charts, and pie charts, using 
built-in tools. This section explains how to create and edit a chart in Word in a 
few simple steps. 

 



 How to Create a Chart in a Word document. 

1. Open your Word document. 
2. Place your cursor where you want the chart to appear. 
3. Go to the "Insert" tab on the top menu. 
4. Click on "Chart." 
5. A new window will pop up. Choose the type of chart you want (like Column, Line, 

Pie, etc.). 
6. Click "OK." 
7. An Excel-like window will open. Here, you can edit the data for your chart. 
8. After entering your data, just close the Excel window. The chart will 

automatically update in Word. 
9. You can click on the chart to customize it (change colours, labels, styles, etc.). 

I would like to talk to you a little more about the topic to generate greater 

interest.  

 

 How to Create a Chart in Microsoft Word (Simple Steps) 

1. Open your Word document. 

2. Place your cursor where you want the chart to appear. 



3. Go to the "Insert" tab on the top menu. 

4. Click on "Chart." 

5. A new window will pop up. Choose the type of chart you want (like 

Column, Line, Pie, etc.). 

6. Click "OK." 

7. An Excel-like window will open. Here, you can edit the data for your 

chart. 

8. After entering your data, just close the Excel window. The chart will 

automatically update in Word. 

9. You can click on the chart to customize it (change colours, labels, 

styles, etc.). 

 

 Introduction 

Creating charts in Microsoft Word is a useful way to visually represent data 

in reports, presentations, and academic documents. Charts make complex 

information easier to understand and help highlight trends, comparisons, or 

patterns. Microsoft Word allows users to insert and customize different 

types of charts, such as bar graphs, line charts, and pie charts, using built-

in tools. This section explains how to create and edit a chart in Word in a 

few simple steps. 

 
 

 Introduction: The Importance of Charts in Word Documents 

Inserting charts into Word documents is a powerful way to enhance the 

presentation of data. Whether you're preparing a school report, a business 

proposal, or a research paper, charts help communicate numerical 

information in a more organized and visually appealing format. They allow 

readers to quickly understand patterns, compare values, and identify trends 

without having to analyse raw data. 

Microsoft Word, one of the most widely used word processing tools, 

includes a built-in feature that lets users create and customize a variety of 

charts directly within the document. This eliminates the need to switch 



between programs or copy graphics from external sources. Users can 

choose from different chart types—such as column, line, pie, and bar 

charts—depending on the kind of data they are presenting. 

Creating a chart in Word is not only simple but also highly flexible. Once 

inserted, the chart can be edited in terms of style, co

lour, labels, and even the data itself, which is entered through an Excel-like 

editor. This integration makes it easy to update or adjust the chart as the 

content of the document evolves. 

In the following section, we will go through the steps needed to create a 

basic chart in a Word document, using the built-in tools provided by the 

program. 
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