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Click and drag to highlight the 
cells you want to include in the 

chart
1

Go to the Insert tab and press click2

Choose a Chart type     
(Column,Line,Pie,etc.)

3

Once the chart is inserted, use the 
‘Chart Tools’ to customize it by 

adding titles, labels, and 
changing colors.
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Save your Excel file to 
ensure you don’t lose your 

newly created chart.
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HOW TO CREATE A CHART         
IN EXCEL

STEP BY STEP
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