HOW TO CREATE A CHART IN EXCEL

- ORGANISE YOUR DATA IN
ROWS OR COLUMNS.

- INCLUDE HEADERS FOR
EACH CATEGORY (E.G,,
MONTHS, SALES).
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« Use the Chart Design and
Format tabs

. Add chart title and axis
labels.

« Change colors, styles and
layout.

- Add data labels or legends.

« CLICK AND DRAG TO
HIGHLIGHT THE DATA YOU

WANT TO CHART.

- INCLUDE HEADERS FOR
BETTER LABELING.

Name: Asghar Rafiq
Student ID: 2514772

« GO TO THE INSERT TAB ON THE RIBBON.

-« CHOOSE A CHART TYPE: COLUMN, LINE, PIE, BAR, AREA,
ETC.

« CLICK THE CHART STYLE YOU WANT.
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Creating a chart in Microsoft Excel
is a good way to show your data or
statistics. | will describe the step by
step process of creating a chart.
You will need to start with putting
your data into a table with labels for
each row or column. You then need
to highlight the cells you want to
include and make sure to select the
headers. The next step is to go to
the Insert tab at the top of Excel
and choose a chart type like
Column, Line, Pie and Bar. It
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