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How to Create a Chart in 

MS Word. 

 

1) Open Microsoft Word, 

go to the “Insert” tab in the 

ribbon, and click on 'Chart' in 

the Illustrations group.  

   

2) After clicking on “Chart” 

a window will pop up 

displaying various chart 

options such as 

Column, Bar, Line, and 

more. Each chart type 

also includes 

subcategories, such as 

different styles of 

Column charts. 

 

3) Once you select a chart 

type, an Excel table will 

appear with placeholder data. 

You can replace this data with 

your own. For example, I 

selected the 'Column Chart' 

type, chose the 'Clustered' 

subcategory, and added the 

gender ratio of my class. 

 

4) In my case, I removed all the series (y-

axis) except for two renaming them to 

'Male' and 'Female.' For the categories 

(x-axis), I kept only one and renamed it 

to “Students”. This represents 15 

students, 10 of whom are male and 5 

are female. 
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