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B STEP 1: Enter Your Data Sl SRnE e Lt
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v" Open Microsoft Excel.
V' type your data into rows and columns.

v' Include clear column headings. oAt
January 300 1
February 200 I STEP 2: Select the Data :
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1. Click and drag to highlight all your | &
data 6
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2. Make sure headings are added. B by
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v Selected data should be shaded/highlighted
0 [ STEP 3: Click the Insert Tab
", . . . . . » Goto the top menu. ~®®ocoecle

> Click Insert
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B STEP 4: Choose a Chart Type

1.In the Charts group, choose a chart type:

e [l Column Chart "= —

. Line Chart — o [ STEP 5: Customize Your Chart
. Pie Chart oy I L. 1. Click on the chart.
2. Click the style you prefer 2. Use: Chart Design to change style

Excel will automatically create your chart. & Add Chart Element to add title or labels

Format to change colours.

. STEP 6: Save Your Work [_lillllll
JOB!
\ 1. click file. i
2. Click Save As

Uploaded File Image Placeholder | 3 Choose location and file name.
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