
■ How to Create a Chart in Microsoft Word

Step 1: Open Microsoft Word
Launch Word and open a new or existing document. Place your cursor where you want the
chart.

Step 2: Insert a Chart
Go to the Ribbon → Insert → Chart. The 'Insert Chart' window will appear.

Step 3: Choose a Chart Type
Select a chart type (Column, Line, Pie, etc.) that best fits your data, then click OK.

Step 4: Enter Data in the Excel Sheet
An Excel-like window opens. Enter your data in the cells. Expand the blue box to add more
data.

Step 5: Customize the Chart
Use Chart Tools → Design & Format to change style, colors, labels, and more.

Step 6: Update or Edit Data
Right-click chart → Edit Data to reopen the Excel sheet and make changes.

Step 7: Final Touches
Resize by dragging corners, move by dragging, and align with text for neat formatting.

■ Tips for Success
• Use simple, clear data to avoid clutter.
• Pick chart types that match your data story (Pie for percentages, Line for trends).
• Always add axis titles and labels so readers understand the chart.


