How 1o create a chart in
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Step 1: you must insert the data correctly info the spreadsheet into the
example shown below employee names are entered into one column , and
across its entered salaries with heading employees and salary these are
important as Excel uses these labels when creating a chart

A B

1 empolyee salary

2 Alex

3 Maria

4 |Jay

5 lJess

6

7 total sallary
Step 2: next stepis to calculate the salary using the auto-sum function.
To this | am highlighting all the salary column. In the example shown , the

salary are 2500,2300,2700 and 2600 these numbers are located in cell
under the salary heading . To proper for auto-sum.

A
1 empolyee
2 | Alex
3 |Maria
4 |Jay
o |Jess
6
7 total sallary

Step 3: you would click on the auto-sum icon that look like this it is
located in toolbar under the home tab. Excel will automatically calculate the
total salary . In this case salary equals to 10100. Using auto-sum saves time,
reduces mistakes and ensures that calculation is accrued. It is a very useful
feature in excel spicily when working with large sets of numbers

A B
1 empolyee salary
2 Alex 2500
3 Maria 2300
4 Jay 2700
o Jess 2600
6
7 |total sallary
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