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To Create a chart using the Chart wizard 

 

1. Select the data on your worksheet, that you want to create the chart from. 

2. Click on the Chart Wizard button on the toolbar. 
 

Chart Wizard button  

 

 

When you release the mouse button Step1 of the Chart Wizard will be displayed. 

 

 

3. Under the Chart type: option, click on the different chart types to view the types of  chart 

that you want to create. 

4. Under the Chart sub type option, click on the sub-type you would like for your chart. 



5. To see how your data would look using a certain chart type, press and hold to view 

sample button. 

6. When you have found the type of chart you would like to create, click on the next button. 

7. Next to the data range option, check that the range you selected on your worksheet is 

correct, if the range is incorrect click on the selector button, reselect the range on your 

worksheet, and then click the selector button again. 
 

 

 

8. Click the next button. 

 
 

 

 Selector button 



9. Under the Chart title box, type in the title you would like for your chart, and any axis 

titles. 

10. Click on the Legend tab, and choose whether you would like a legend displayed, and its 

position. 

11. Click on the Data Labels tab, and choose whether you would like your data labelled. 

12. When you have finished choosing titles, legends, labels and any other details, click on the 

Next button. 

 

 

13. The final part is to decide whether you would like your chart displayed as a new sheet or 

included on the same sheet as your data. 

14. Click on the Finish button. 


