
3

CREATING CHARTS IN

CREATING CHARTS IN    

CREATING CHARTS IN  

M
O

N
IC

A
 D

E
 C

A
R

V
A

LH
O

 S
TU

D
E

N
T N

U
M

B
E

R
 251530

5 

  EXCEL !
EXCEL !
 EXCEL !

SHOWCASE DATA WITH EASY TO USE CHARTS 

 A STEP BY STEP ON HOW TO INSERT GRAPHS INTO YOUR REPORTS.  VISUALISE YOUR INFO IN A PROFESSIONAL STYLE THAT ARTICULATES

YOUR! DATA CAPTURING. 

1 CREATE NEW OR OPEN FOLDER.
INSERT DATA. 2 HIGHLIGHT ALL THE DATA YOU

WANT TO USE IN THE CHART.

CLICK ON THE INSERT TAB,
THEN SELECT CHARTS.

4 SELECT A GRAPH/CHART THAT
IS  COMPLEMENTARY TO THE

DATA.

TO FIND OUT MORE ON HOW TO CREATE CHARTS, SCAN THE QR CODE OR SPEAK TO YOUR SUPERVISOR.   


