HOW TO CREATE A CHART IN EXCEL

Here is a step-by-step guide on how to open Excel and

insert Chart. It also explains what to open first and how to
navigate from page/sheet to the application.

01 OPEN EXCEL

Start by opening Microsoft OFFICE 365 on your laptop or

secccsssccceee computer. This will take you to the first step. This
application will give you access to various other programs,
but specifically, we are talking about Excel.

02 ENTER DATA

A B
; EZE' :Z Once EXCEL is open and now we can start creating a
. 450 57 sesetccccce Chart. Fillin the blank fields with important data, such
4 560 89 as datain cells Al to A5 and B1 to B5.
5 780 24
A B 03 SELECT THE DATA RANGE
1 250 45 , . .
5 360 56 Click on cell Al in the top-left corner and drasg by holding
5 450 s the mouse button down to cell B5 then release the
4 560 89 button. This selects the data that will apparel in your
5 780 24 Chart.
- - 04 GO TO THE INSERT
Home Insert Share Clicking the INSERT option will display many options,
such as Text Box, Pictures, Shapes, Stok Image, SmartArt,
Column 05 CHOOSE THE FORMAT OF CHART
ﬂﬂ] BDH Choose your favourite template/chart type. Click the

template that matches your data then resize/enlarge it
change the colours, and create your most creative chart.
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N 06 Formatthe Chart
(( ) sesswssnnnnnnns Anditis done. Congratulations!
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