
How to 
create 
a chart

Now u can edit your chart;power point will open an excel style spreadsheet where you can: replace & edit the default one to your own, add or remove 
from your chart – the chart will automatically change its data

Use the chart tool tab design and format to change colours or add styles, add titles and labels etc as well as changing texts, shapes and effects.

And your all done!

Step 1:
go to the insert tab 
step 2: in the illustrations group, click the 
chart icon
step 3:choose a chart type, for example : 
column or line
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