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Creating charts

1. Select data to be included

2. On the Insert tab, in the Charts group, 

click a chart style

3. Select a sub-type 

4. Use the options on the Chart Tools 

tabs to format and customize the chart
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Changing the chart type

1. Select the chart

2. In the Design tab’s Type group, click 

Change Chart Type

3. Select a chart type and a sub-type 

4. Click OK



[image: image4.emf]Course ILT

Adding axis labels

1. Select the chart

2. Activate the Layout tab

3. In the Labels group, click Axis Titles

4. Choose a title style
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Chart elements






Adding axis labels

Select the chart

Activate the Layout tab

In the Labels group, click Axis Titles

Choose a title style
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|Adding axis labels

Selectthe chart
2. Activate the Layouttab

Inthe Labels group, click Axs Titles
4 Chooseatitie style
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| The Chart tab






Changing the chart type

Select the chart

In the Design tab’s Type group, click Change Chart Type

Select a chart type and a sub-type 

Click OK
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Adding axis labels

Select the chart

Activate the Layout tab

In the Labels group, click Axis Titles

Choose a title style
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Changing the chart type

Selectthe chart
2. Inthe Designtab's Type group, click
Change Chart Type
Select a charttype anda sub-type
4. ClickoK





Creating charts

Select data to be included

On the Insert tab, in the Charts group, click a chart style

Select a sub-type 

Use the options on the Chart Tools tabs to format and customize the chart





Course ILT

image1.jpeg







image2.png

THOMSON

COURSE TECHNOLOGY








Creating charts

Select data to be included
Onthe Inserttab, i the Charts group,
clicka chartstyle
Selecta sub-type

Use the options on the Chart Tools
tabs to format and customize the chart





