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Step 3
You have to choose from
17 different chart types
which one Is applicable
to your document.
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Insert Chart

[nsert a chart to illustrate and
compare data,

Ear, Fie, Line, Area, and Surface are
same of the available types.

HOW TO CREATE A
CHARTIN A WORD
> DOCUMENT

After you have created
your document in Word,
create space in your

to insert your chatrt.

Step 4

After you have selected
the type of chart suits
your document, accross

Agim Jata

the top you would see
that there Is variety of
looks of the same Chart
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Next you click on the
Insert button and click

Chart on the illustration
document where you want|group.

Step 5

When your happy with
the selection of your
chart you click the OK
button and the chart will
show on your document
and an excel sheet will
show fo you to input the
data that will
automatically be
displayed in your chart.
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m1st Qtr = 2nd Qtr 3rd Qtr 4th Qtr

Finally you
have
completed and
inserted a
chartin your
document.
Go ahead and

save your work.
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