
• FIRST STEP 

• Chose you're data .

.enter you're data in a row 

/ Collums.

.example , making a Colum 

with labels and another with 

values.

• SECOND STEP 

• Insert a chart .

.Go to the insert charts choose a type ;

Colum /bar chart -> for comparisons

Pie chart -> for probations

Line chart -> for trends overtime

SmartArt->(insert ->illustration ) for 

diagrams or posters –like layouts

3.formate the chart,

.right-click chart elements ->format.

.add date labels (charts elements ->data labels 

).

.use shape fill/shape outline to colour code

4.add poster elements

. Use insert -> shapes ->oval to 

make “chromosome pair ovals if you 

want a diagram rather than a bar 

chart

5. go to page layout –orientation-

landscape

Adjust margins o everything fits

HOW TO USE AUTOSUM IN EXCEL

STEP BY STEP 
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