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Start by 
choosing a new 
blank 
document.
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Then on top of 
the page a tab 
will appear 
which you 
choose 
“insert”
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Another tab will 
appear underneath 
giving you the option 
“chart” which you 
click.
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As soon as you 
press charts, a page 
with different charts 
will pop-up giving 
you the option to 
pick any then you 
press ok.
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An excel table 
will appear on 
screen which 
you can edit 
your chart as in 
add more rows 
and or delete.
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When you’ve done 
finalizing your 
chart you can 
them press the 
“X” symbol to 
view your finished 
chart 
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