
How to Insert a Chart into Microsoft Word: 

 

1. Open Microsoft Word on a computer, laptop or tablet. 

 

 
 

2. Click the “INSERT” function at the top of the page window 

 

3. Select “CHART” 

 

 
 

4. Choose the type of chart needed for the project; for this example, a cluster chart was 

selected 

 

 
 



5. Edit the chart as needed. The chart title, category values and measurements can all be 

changed to suit the project’s purpose 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

6. Once the chart data has been edited, save the word document and close the application. 

 

 


