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I How to Create a Chart
in a Word Document

Follow these simple steps to insert and customize a chart in:

Step 1: Open Your Word Document
 Launch Microsoft Word.
« Open an existing document or create a new one.

Step 2: Place Your Cursor

« Click on the Insert tab on top ribbion.
« Adialog box will appear

Step 4: Choose Chart Type

e Column « Line I
* Pie » Bar II.
- Bara « Clik OK

Step 5: Enter Your Data

« An Excel-like spreadsheet opens.
» Replace sample data with your oovn.
« Close the spreadsheet window whe done.

Step 6: Customize Your Chart
o Click the chart to activate Chart Tools: "
— Design Tab — Change chart type, stalyles.
— Format Tab - Customize [ext, layout, shapes.

Step 7: Save Your Work
e Press Ctrl + S or click File > Save.
Tips:

=« Right-click elements to format specific parts (eg, axes, titles).
+ Use Chart Elements (+) button to add/remove labels-legens.

You've successfully created a professional chart in Word!




