
CREATING A CHART IN A WORD 
DOCUMENT

STEP TWO :

CLICK INSERT ON THE LEFT TOP HAND 
SIDE AND THEN CLICK CHART WHICH 
IS ON THE LEFT MIDDLE HAND SIDE.

Step one :
Enter word App and then 
click bland document.   

Step Three :
Select the type of 
chart you want & 
the style from the 
list .

Step Four :
Once you have chosen 
your chart press ok 
which is at the bottom 
right.

Step five:
The first thing you want to 
do is fill in the chart fields 
based on your information 
. Which will pop up at the 
top of your page fill in the 
categories & the series.

Step six:
Once you have filled 
in the fields including 
the numbers . Stroll 
down and you will 
see that it has 
created your chart.

Step seven:
You can now close the 
chart fields . To add a little 
bit more information if you 
wanted to you can click the 
side mini images that are 
right next to your chart & 
you can add more 
information such as Axis 
tittle.
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