Microsoft Excel
Quick and Simple Charts
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Enter your data 2. Select the data you want to chart
Introduction Make sure your data is organized Highlight the cells you want to include including headers
in rows or columns with clear (e.q., A1:B4).
labels.
Creating charts in Microsoft Excel is an effective way to 4. CUSTOMIZE YOUR CHART
visually represent data, making it easier to analyze trends, ONCE THE CHART APPEARS, “’H%TCALN MMO%FV IT USING CHART TOOLS:
i i i 3. INSERT A CHART C ELEMEN
compare values, and communicate information clearly. Excel SUTER T EEEE o BUTTEN NS S0 S GHAGT 76 ARG G

GO TO THE INSERT TAB IN THE RIBBON.

provides a wide variety of chart types—such as column, line, TITLE
pie, and bar charts—that can be customized to svit different LOOK FOR THE CHARTS GROUP. AXIS TITLES
types of data and presentation needs. By transforming row CHOOSE THE CHART TYPE YOU WANT: LEGEND
numbers into visual formats, charts help users gain insights COLUMN/BAR DATA LABELS
quickly and improve decision-making. This introduction will LINE lefé?;;‘f&g
quude you throm.igh the basic step.s involved in creating a chart SCATTER CLICK THE PAINTBRUSH TCON TO CHANGE:
in Excel, ensuring that even beginners can produce clear and COLORS
professional-looking visuals. AREA STYLES
ETC. CHART FILTERS
EXAMPLE: CLICK INSERT — LINE CHART.
lecture’s name : KAZEEM OSENI
STUDENT NAME : ATOUMANE SALL 6 Move or resize the chart
5. Edit titles and labels Drag the chart to reposition it.
. Click the Chart Title text box to rename Draq edges/corners to resize.
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| S S To change axis labels, click the axis —
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,? ip =k right-click = Format Axis. 7. Save your workbook
N 4 N (EE (HHE Don’t forget to save!
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—— Conclusion:
Your Creating a chart in Excel is a straightforward process that allows you to transform raw data into meaningful visuval

insights. By selecting your data, choosing an appropriate chart type, and customizing its appearance, yov can present

information in a way that is both clear and engaging. Excel’s flexible charting tools make it easy for users of all skill

levels to highlight trends, compare values, and communicate findings effectively. With practice, chart creation becomes a
simple yet powerful skill for enhancing reports, presentations, and data analysis. text




