
Go to INSERT -> Chart
(Make sure your Word window is wide 
enough for the button to show up)

Column should be the default, but if 
it’s not, find it on the left side.  Hit OK



The different categories are going 
to be your different conditions/ 
groups (unbias and bias)

Each series is a different colored 
bar that appears in every category.  
In this case you want them to be 
hits and FAs

Enter your data as you would in an 
Excel sheet (find appropriate 
intersection of Hit / FA and Bias / 
Unbias

You’ll need to shrink the selected 
data to only 2 x 2.  Drag in the 
sides using the corners of the 
colored boxes



By this point this is what your 
chart should look like (with 
different numbers based on your 
data).  There is a small Excel-like 
data entry area and a chart above 
in the Word document.



Add a Y-axis label as 
shown to the right by 
going to + -> Axis Titles 
-> Primary Vertical Axis

Delete the chart title – you don’t need it, as 
you’ll fill in a figure label and caption below 
each figure.



Change the bars to be 
grayscale by clicking 
on the paintbrush icon 
-> Color -> 
Monochromatic (gray)



Make sure to add a proper figure caption below, and you’re all done!

You can play around with the figure if you want to (e.g. ) move the bars together, change the location of the 
legend, change the y-axis scale, or anything else using the buttons to the right and by right-clicking on each 
element of the chart.  Good luck!


