
HOW TO CREATE A CHART IN EXCEL
1st step: You will have to introduce all the information that you have 

into the columns and rows. After you inserted all the information make 
sure that each column has a header so you know what each row 
means. This way you won't get lost into what you're trying to present 
and make everything easier for you. 

2nd and 3rd step: After you finished with entering all the 

information you then will have to select all the data included 

and then head over to the INSERT tab. Once you're there you 

will see a lot of options showing you what kind of charts you 

want or need. Then press on the one you find the most 

appropriate to your liking and work. Then once you done that 

a chart will pop out with all the information you selected

4th step: After you finished with entering all the information you then will have 

to select all the data included and then head over to the INSERT tab. Once you're 
there you will see a lot of options showing you what kind of charts you want or need. 
Then press on the one you find the most appropriate to your liking and work. Then 
once you done that a chart will pop out with all the information you selected

5th step: Make sure to save your work after you’re done so you won't 

lose anything or if you want to finish later you'll have it saved and 
won't need to start over again. You can do this by going to the File 
tab and then Save to a safe place so you remember where to find it if 
you need it later.
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