Making a Graph Directly in WORD

The graph below was made directly in WORD.

Figure 3
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The data shown in the Figure 3 were entered into a WORD Datasheet, the graph re-sized, titles and a vertical axis label added, title and axis label re-sized, and a colored line border added.

Advantages: 

You can do everything in WORD. You need not switch or move between different software.  It doesn’t take up any more room than a copied picture of an Excel chart.

Disadvantages:  

If you many graphs to do, it’s more time-consuming and more cumbersome to make graphs in Word rather than in Excel.  

Secondly, it is more difficult to move such a graph around within the WORD document than a copied picture of an Excel chart.
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Steps in making a graph in WORD:

Click on ‘Insert’ on the top toolbar.   

Choose ‘Picture’;  then choose ‘Chart’

A ‘Datasheet’ dialog box pops up, which is where you enter your data.  A default graph pops up too, showing what the data in the Datasheet (which has some dummy data ---- data for illustration purposes) would look like graphed.  See Figure 4. 

Figure 4
Where you put the labels for the data (like Male, Female;  Taos, NM, US) controls how the columns will look like.  If you put Male and Female as headings at the top of columns, then Male and Female will show up as the groups or categories on the horizontal axis. See Figure 3.  

If you put Taos, NM, US as headings of the rows, then the columns will represent the data specific to these geographic regions. See Figure 3: the 1st column as Taos, the 2nd column as NM, & the 3rd column as US ---for Male group and the Female group.  Note that the color legend shows “Taos, NM and US” as the 3 columns per group.

After the graph is made, FORMAT and BORDER:


Formatting the wrapping style for a chart is very important! Don’t skip.

Click on the graph. Then click on ‘Format’ at the top toolbar. Choose the ‘Layout’ tab; then choose the ‘Wrapping Style’ you want --- depending on how you want the text to flow around the graph.  The options are ‘in line’, ‘square’, etc. If you don’t do this, it is very difficult to keep the graphs from jumping around all over the document.

To draw a border, click / choose the graph; choose ‘Format’ at the top toolbar. Choose ‘Borders and Shading.’ At the ‘Colors & Lines’ tab, under ‘Line’ choose a color.  Borders are optional, but it does give a more finished look to the chart and helps separate it from the text.
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