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Introduction 

This booklet is the companion document to the Excel 2016: Introduction to Charts workshop. 

Workbooks that contain a large amount of data can sometimes be hard to analyze. Charts make it 

easier understand your data. This booklet explains how to use the most commonly used charts in Excel. 

You will learn the parts of a chart and how to add chart elements, such as chart titles, legends, and 

data labels, to make your chart easier to read. 

 

Learning Objectives 

After reading this booklet, you will be able to: 

 Understand the most commonly used charts types 

 Understand the parts of a chart 

 Insert charts 

 Edit charts 

 Format charts 

 Understand chart elements 

 Understand how to switch rows and columns 

 Move charts 

 Save a chart template 
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