How to insert a chart in Excel- By Michelle 2512950
You should have a laptop with internet connection. Go to UWTSD HUB then sign in your student login.
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Open your Microsoft 365 then click on Excel. Click on create blank workbook. Then enter whatever data you want to enter. 
Highlight the data that you want to put in a chart.  It must be highlighted to insert a chart.
Ones it is highlighted, click INSERT then choose a chart, you can click on recommended chart for more options to choose from. I chose bar chart then click on OK. Chart will be inserted on your worksheet. 
If you want to move the chart, just click on the sides of the chart then it will move. Or if you want to make it smaller or bigger, just click on the corners of the chart. 
You can also change the Chart Title by highlighting it first, then click to enter the title that you prefer. There are also ways to change the colours and style of your chart by clicking the on the right side of your chart.
If you want more details, video is attached here. Just click the link below for more information.
how to insert a chart in excel
https://youtu.be/jLNNKkOpk1Y
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1] Accounts Payable Fees Rate Date Total in £
2 | £100,000.00 | £1,443.63 £ 2.99 # 69.27 08/08/2021
3 | £100,000.00 | £1,482.06 £ 2.99 # 67.61 23/08/2021
4 | #50,000.00 £ 732.17 £ 299 # 68.29 08/09/2021
5 £ 5000000 | £ 732.81 £ 299 # 6837 24/09/2021
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