
How to create a chart in Excel
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• Select the data for the chart.1

• Highlight the cells containing 
the data you want to show2

• Select INSERT AND CHOOSE 
THE SUITABLE CHART FROM 
THE RECOMMENDED 
CHARTS 
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• Click the chart to display 
CHART DESIGNE and FIRMAT 
tabs to adjust.

• STYLE, COLOUR AND 
LAYOUT.
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