
HOW TO CREATE A CHART IN EXCEL – STEP BY STEP

1. Open new blank workbook in 

Microsoft Excel 

2. Write in table information regarding of 

time spent for extra task (in hours)

4. Click on the ribbon “Chart Tab” (substep 1) and then 

click on “3-D Clustered Column” chart (substep 2)

5. Give the title to you chart according to your 

preference

3. Highlight all relevant data you 

want to be displayed in the chart
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