How to create a chart in a word document 
Step1: open your word document 
  Open Microsoft word and either a new create a new document or open an existing one where you want to insert the chart. 
[image: Create a document in Word - Microsoft Support]

Step 2: place your cursor
Click where you want the chart to appear in your document 

Step 3: insert a chart 
Go to the top menu and click on:
-Insert tab 
-Click chart
-A pop up window titled insert chart will appear 
[image: A screenshot of a computer

Description automatically generated]
Step 4: choose the chart type 
-in the insert chart window :
-select a chart type e.g. column, line ,pie bar etc,)
-click ok 
-a chart will be inserted into your word document and an excel like sheet will open for editing data 
Step 5 : enter your data
in the spreadsheet window: 
-enter your data values 
-the chart updates automatically as you type
-close the spreadsheet when done

Step 6 : customize the chart 
Click on the chart to reveal chart design and format tabs 
Use these to change chart styles , colours , layout etc 

Step 7 :Save your document 
Once your done head to file and click save or save as.
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