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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:
e Understand the most commonly used charts types
e Understand the parts of a chart
e Insert charts
e Edit charts
e Format charts
e Understand chart elements
e Understand how to switch rows and columns
e Move charts
e Save achart template

Revised: 6/28/2016 Page 5 of 33



Using Recommended Charts

The Recommended Charts button is a helpful tool that takes the guess work out of selecting a chart. It
displays a list of charts best suited to represent your data.

1. Onthe Insert tab, go to the Charts group.
2. Click Recommended Charts.

| |
0
PrvotChart

-

Figure 1 - Recommended Charts

3. The Recommended Charts window will appear.

Recommended Charts | all Charts

% -~
areTise “  Clustered Column
Chart Title
Il || -
L s 750
= 200
ChartTitle
150
100
50 I
4 ]
lanuary February March April
e ® Quarter Flower Sales Daisies:  ® Quarter Flower Sales Geraniums
- ® Quarter Flower Sales Petunias.  ® Quarter Flower Sales Roses
I"I Ill |III |II A clustered column chart is used to compare values across a few categories, Use it when the order of
: l categories is not important.

Chart Tite

-
-
s
o
-
i -

oK ] l Cancel

Figure 2 - Recommended Charts
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4. The charts that Excel recommends you use will be listed along the left side of the window.
5. Click the chart to see a preview of your data. Then, select the chart of your choice and click OK.
6. The chart will appear on the worksheet.

Note: If you do not want to use a recommended chart from the Recommended Charts window, select
the All Charts tab. From there, select the chart that you would like to use.

Inserting a Chart

The following instructions explain how to insert a chart into your worksheet.

1. Select the cells that you want to use in your chart, including column titles and row labels.

A B C D E F
1
2 Quarter Flower Sales
3
4 Panuary 120 210 240 220
5 fFebruary 110 120 130 110
6 arch 120 130 150 140
7 WApril 200 150 120 100
8
i
10

Figure 3 - Select Cells

2. Onthe Insert tab, go to the Charts group.

H S

File

Home Page Layout  Formulas  Data Review  View O Tell me what you want to do..

i? D ||a] pip W-ES e |phg|Ee = @D 4]
— = Wl - [k =% . Column 3 Timeline e
PivotTable Recommended Table [llustrations Add- | Recommended Lo - e PivotChart] 3D . Hyperink = Text Symbols
PivotTables ins- Charts Dbk - Map= Win/Loss - -
Tables Charts .y Tours Sparklines Filters Links b
—

Figure 4 - Charts Group

3. Click the down arrow next to the type of chart you want to use.

= I-" |lI - | |
7 Lo i - i - I
Recommended ' " PivotChart
Charts ', SR >L":' -
Charts Ta

Figure 5 - Select Chart
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4. When the menu appears, select the chart type of your choice.

2-D Column

nj=d AL

3-D Column

2-D Bar

= = =

3-D Bar

=25

Ikl More Column Charts...

b ‘83 108 49

Figure 6 - Chart Types

5. The chart will appear on your worksheet.
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Figure 7 - New Chart
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Most Commonly Used Charts

Excel has several different charts for you to choose from. You can choose the chart that best
represents your data, making it easier to understand. Below are some of the most commonly used

Excel charts.
Column Chart

Column charts use vertical bars to represent data. They can be used for many different types of data,
but are mostly used to compare information.

Quarter Flower Sales
250
200
150
100
50
4]
Daisies
Geraniums
Petunias
Roses
W lanuary M February mMarch B April

Figure 8 - Column Chart

Bar Chart

Bar charts are similar to column charts, but use horizontal bars instead of vertical bars to represent the
data.

Quarter Flower Sales

Roses

Geraniums

Daisies

Petunias L
] 50 100 150 200

250 300

W April m March BFebruary M January

Figure 9 - Bar Chart
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Line Chart

Line charts are best used to show trends. Each data point is connected with lines, which makes it easier

to see whether values are increasing or decreasing over time.

300

250

200

150

100

50

Quarter Flower Sales

Daisies Geraniums Petunia

— ANUATY — e——February —esplarch s April

5

Roses

Pie Chart

Figure 10 - Line Chart

Pie charts are used to compare proportions. Use it to show numbers that relate to a larger sum and

always equal 100%.

Quarter Flower Sales

m Daisies = Geraniums = Petunias

= Roses

Figure 11 - Pie Chart
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Charts New to Excel 2016

Treemap Chart

Treemap Charts create a hierarchical view of your data and makes it easy to spot patterns.

Sunburst Chart

Daily Food Sales

B Breakfast ™ Lunch

Breakfast
sandwich
waffles

u:Ed tea

Figure 12 - Treemap Chart

Sunburst Charts are ideal for displaying hierarchical data, with the innermost circle as the top of the

hierarchy.

Figure 13 - Sunburst Chart

Page 11 of 33



Waterfall Chart

Waterfall Charts show a running total as values are added or subtracted, showing how an initial value
is affected.

4th Quarter

B Increase [ Decrease M Total

15,000 — 13777
(8,273} {1,151)
10,000
5,000
0

Cost of goods Administrati...
Revenue Gross margin Met income

25,000
20,000

Figure 14 - Waterfall Chart

Histogram Chart
Histogram Charts display the frequencies within a distribution.

Histogram lllustrating Distribution of Book Prices

0

&

=

0

2

[S20.95, $19.95] (51995, S2885] (62895, $37.95] ($37.95, $46.95] (546,95, 555.95] ($55.95, 564951 (S64.95,:573.95] (S/395, 582951 ($82.95,:891.85)

Figure 15 - Histogram Chart
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Pareto (Combo) Chart
Pareto Charts highlight the biggest factors in a data set, with both columns sorted in descending order

and a line representing the cumulative total percentage.

30000

25000

20000

15000

10000

5000

Category D

Pareto Chart

Category A Category B

Category E

Category C

100%
20%
80%
70%
B0%
50%
40%
30%
20%
10%
0%

Box & Whisker Chart

Figure 16 - Pareto (Combo) Chart

Box & Whisker Charts show a distribution of data into quartiles, highlighting the mean and outliers.

100
50
8D
70
60
50
40
30
20
10

b4

English

Physics

Math

Figure 17 - Box & Whisker Chart
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Chart Elements

In order to take full advantage of the intended use of charts, it is important that you understand the
different parts of a chart. These elements (and more) can be added/removed from your chart. The
following explains the different parts of a column chart.
1. Chart Title — The chart title should describe what your chart is illustrating (see Figure 18).
2. Data Series — A row or column of numbers in Excel that are plotted in a chart (see Figure 18).
3. Vertical Axis Title — also known as the y-axis. The vertical axis is the vertical part of the chart
that normally shows the values of the columns (see Figure 18).
4. Horizontal Axis Title — also known as the x-axis. The horizontal axis is the horizontal part of the
chart that normally shows the categories (see Figure 18).
5. Legend —The legend shows the color that each data series represent on the chart (see Figure
18).

@ Quarter Flower Sales

]
£
o T
v E T | |
o ‘
o = == R | |

Daisies Geraniums Petunias Roses

Flower

@ = January = February = March = April

Figure 18 — Chart Elements

Adding a Chart Title
1. Select the chart.
2. Click the Design tab.

E ‘1 2 $ l—'i} b2 Crar Tools

File Home  Inset  Page layoit  Formulas  Data Rewiew  View Format @ Tell me what you want to do..

TR R
Add Chart: Guick:  Change

Element - Layout® Colors =~
Chart Layouts

Il"!llllllhl = Switch Row/ Select Change Move
Column Data Chart Type Chart
Data Type Location ~

Figure 19 - Design Tab
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3. Click Add Chart Element.

Home Insert

-
*_9

]

Change
Colors

Chart Layouts
Figure 20 - Add Chart Element

4. Click Chart Title.

iMh  Axes »
Idh  Axis Titles 3
th C

™
=
1

=
_|
=
m

w

idi Data Labels ¥
Idh, [Ciata Table J
i
il

Error Bars r
Gridlines r
|:[|:| Legend *
|2 Trendline k

Figure 21 - Chart Title Element

5. From the drop-down menu, select the location for the title.

- .
0 : e
1 EIS =T
AddChart| Quick | Change | M WINRIEY T li i
Element = Layout = | Colors~
ih Asxes v
Axis Titles » 5
Idh  Axis Titles }(l'
dh  Chart Title »
i hﬂ‘f Mone
idli Data Labels 3 —]
3
it Data Table g | Above Chart
tli  Error Bars >
i Gridlines ' mm Centered Overlay
Iﬂ:l Legend 2 B
More Title Options... ]
U LL LG
. Trendline 3
L 47 50 18
=

Figure 22 - Chart Element Location

Note: To see a preview, hover over an option with your mouse before making a selection.
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6. The Chart title will be placed in the location that you selected.

IQuarter Flower SalesI

300
250
200

150

100
5

Sales

[=]

Daisies Geraniums Petunias Roses

=]

Flower

= January = February = March = April

Figure 23 - Chart Title

Note: You can also add chart elements from the chart itself by using the chart elements buttons.

7. Select your Chart.

8. Three buttons will appear on the right-side of the chart:
a. Chart Elements — Add/edit elements to the chart (see Figure 24).
b. Chart Styles — Apply chart styles and/or change the color of the chart (see Figure 24).
c. Chart Filters — Apply a filter to view specific data from the chart (see Figure 24).

[ o 0
Sales (@)
=

. (b)
18,000.00

i)
$16,000.00
$14,000.00
$12,000.00
$10,000.00
$8,000.00
$6,000.00
$4,000.00
$2,000.00

4
loe Richard  Denise Leslie Julie Rico Lashawn
[} O

Figure 24 - Formatting Buttons

Page 16 of 33



Adding Elements

Each chart type has selected elements added to the chart by default. The following explains how to

insert additional elements to your chart and modify the display of those elements.

1. Select the Chart.

2. Click the Chart Elements (plus) button.

3. Check the boxes for elements you want to add to your chart.

Note: To see options available, click the arrow to the right of the element.

I e I( CHART ELEMENTS

Axes

nsisTides 7]
Chart Title

Data Labels

Data Table

Error Bars
Gridlines

Legend

4
O AOOORIE R

Trendline

[l

Figure 25 - Chart Elements

4. A placeholder for the selected titles will appear on your chart. Double-click the placeholder to
edit the text and format the element.

Axis Title

300

250

200

150

100

30

Daisies

Quarter Flower Sales

Geraniums Petunias

) i
Horizontal Axis
O i

w January = February = March = April

Roses

Figure 26 - Horizontal Axis Title
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5. The Format Window will open to provide options to modify the display of your title and text.

Format Axis Title X
Title Options + Text Options

e —
O O o=
> Fill
[> Border

Figure 27 - Format Axis Title Window

Note: To remove the element, simply highlight the element and press Delete or click the Chart
Elements button and uncheck the corresponding box.

Applying a Pre-Defined Chart Layout

Excel has some pre-defined chart layouts that are available if you do not want to add chart elements
individually.

1. Select the Chart.

O
Quarter Flower Sales

| I | |

= lanuary = February March = Apri

Figure 28 - Select Chart
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2. On the Design tab, click the Quick Layout button in the Chart Layouts group.

MEC

H - v a -

& Tell me what you wanl to do..

=g . - = o &
| | h“ |_IJ| '“ ] | |l:| ||Ii || [ = : ! “'I I“Ihlhl _ Switch Row/ Select  Change  Move
Column Data Chart Type Chart

Data Type Location

File Home  Insert Page Layout Formutas Data Review  View i Format

Chart Styles

Figure 29 - Quick Layout Button

3. From the menu, select the layout of your choice.

| _!l. e
Add Chart | Quick Change ”l | ||
Element = Layout= Colars -

Chart

Chart 2

Figure 30 - Layout Options

4. The selected layout will be applied to your chart.
Note: To see a preview of a layout, hover your mouse over the layout.

Chart Styles

Excel has several chart styles that allow you to change the formatting of your chart.

1. Select your Chart.
2. Select the Design tab on the ribbon.

Chart Tools

ABC
H ©- Q -
File Home  Insert  Pagelayout  Formulas  Data Review  View Format  QQ Tell mie what you want to do..

®
o e . - = == —— e ’[)—‘ F Ill] ‘
B o ik | slkiksks .llnlnlu w
Add Chart Quick  Changs -l _IJI 1l |i| |l:| ||!i |||. = i _!_ el U il I _ Switch Row/ Select  Change  Move
Element - Layout -~ Colors = Column Data Chart Type Chart
Chart Layauts Chart Styles Data Type Locaticn ~

Figure 31 - Design Tab
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3. Inthe Chart Styles group, select the style of your choice.

- v &

File Home Insert Page Layout Formulas Data Review View Format L%, what you wanl to do..

i _F|_ é_‘]_j[ti.!.:..l """ ’E‘ E,lll[_m [ | ||]_.-J

Add Chart Quick i "llllﬂhhl i~ |switch Row/ Select  Change  Move
Element - Layout -] Colars~ L — — - Column Data Chart Type Chart

Chart Layouts M [rata Type Location -~
Figure 32 - Chart Styles

4. Click the More button to view more styles.

- v &

File Home Insert Page Layoul

l_F|_ i 0...' """ ’E‘ E,lll[_m [ 1] IR

Add Chart Quicl.c Change n_ll |]_“ |_“| Il_“ |i:| ||I| ||[| ||:| 3 A n_ﬂ!!_‘_hhl - Switch Row/ Select  Change  Move
Element - Layout~ Colors~L - — — Column Data Chart Type Chart

Chart Layouts Chart Styles [rata Type Location -~

Figure 33 — More Chart Styles

5. The style will be applied to your chart.

Quarter Flower Sales

DAISIES GERANIUMS PETUNIAS ROSES

m January mFebruary = March mApril

Figure 34 - New Chart Style
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Chart Formatting Shortcuts

There are optional buttons that you can use to format your chart.
1. Select your Chart.
2. Three buttons will appear on the right-side of the chart:
a. Chart Elements — Add/edit elements to the chart (see Figure 35).
b. Chart Styles — Apply chart styles and/or change the color of the chart (see Figure 35).
c. Chart Filters — Apply a filter to view specific data from the chart (see Figure 35).

o O Q
©
Sales
~Kb)
$18,000.00 m
-PlotArea
$16,000.00 -
514,000.00
512,000.00
o SIU,(]GO.GU o
58,000.00
$6,000.00
$4,000.00
$2,000.00
5_
loe Richard Denise Leslie Julie Rico Lashawn
0 o o

Figure 35 - Formatting Buttons
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Using the Chart Elements Button

Follow the steps below to use the Chart Elements button.

1. Click the Chart Elements button.

Figure 36 - Chart Elements Button

2. Click the checkbox next to the element you would like to apply to your chart.

Figure 37 - Chart Elements Selection

3. Using your mouse, hover over an element to view the display options arrow.

Figure 38 - Display Options Arrow

CHART ELEMENTS

Axes

Axis Titles
Chart Title
Data Labels
Data Table
Error Bars

Gridlines
Legend

O R ®OOEE O &

Trendline

CHART ELEMENTS
Axes

Axis Titles
Chart Title

Data Table
Error Bars
Gridlines
Legend

OrRMUOORERBOR

Trendline

Data Labels »
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4. Click the arrow to display options for the selected element.

Using the Chart Styles Button

Center
Inside End
Inside Base
QOutside End
Data Callout

More Options...

Figure 39 - Element Options

Follow the steps below to use the Chart Styles button.

1. Click the Chart Styles button.

2. Using your mouse, hover over a style to see a live preview of the style.

Figure 40 - Chart Styles Button

Style Color

OUIARTER FLOWER SALES

sy #Fdry Wk A

QUARTER FLOWER SALES

Cusarter Flower Sales

Gan FTT v oun

Figure 41 - Chart Style Options
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3. Select the style of your choice to apply it to your chart.

Style Color

QUARTER FLOWER SALES

Sy @ Fabrury SNk 8

. 2 '.l
Il ‘ | I | I ‘ |
shinin 8 b st eAidn T

QUARTER FLOWER SALES

plsay ety sl i

y
-
:

B
TR

¥ qmmina

4

FITUMS e
sy ufetaury oMk vt

Figure 42 - Chart Styles

4. Click the Color tab to change the color scheme of your chart.

Style I Color I

Colorful -

Monochromatic

How do I change these colors?

Figure 43 - Chart Color Tab
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Using Chart Filters
Follow the steps below to use the Chart Filters button.

1. Select the Chart Filters button.

Figure 44 - Chart Filters Button

2. The Filter Values window opens with all value options selected by default.

Values Names

4 Series
v (Select All)
v| £ January
v| £ February
v March
v| E April

4 (Categoaries

v (Select All)
v| Daisies
V| Geraniums
v| Petunias

v| Roses

Apply Select Data...

Figure 45 — Filter Value Options
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3. Click the Select All checkbox to deselect all of the series or categories names.

Values  MNames

4 Series

V| (Select All)

v

January

v

February
v March

v

April

4 Categories

V| (Select All)

v| Daisies
v Geraniums
v| Petunias

v| Roses

Apply Select Data...

Figure 46 - Uncheck Select All

4. Click the checkbox next to the data you would like to view.

Values MNames
4 Series
|| (Select All)

v

January

v

February

v March

April

4 Categories
| (Select All)

v| Daisies
v| Geraniums
Petunias

Roses

IAppIyI Select Data...

Figure 47 - Select Filter Data
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5. Click the Names tab to disable display of Series or Category names.

6. Click the Apply button.

Values | Names

4 Serie

® Column A
lanuary, February, March...

(None)

4 (Categories

e Row 3
Daisies, Geraniums, Petu...
(None)
Apply Select Data...

Figure 48 - Names Tab

Values  Mames

4 Series

B| (Select All)

v

January

v

February
v March
£ April
4 Categories
| (Select All)
v| Daisies
v| Geraniums
Petunias

Roses

IAppIyI Select Data...

Figure 49 - Click Apply

Page 27 of 33



7. Only the data you selected to view will appear on the chart.

Quarter Flower Sales
250
200
150
100
20
0

Daisies Geraniums
W lanuary MFebruary W March

Figure 50 - Filtered Data Chart

Switching Row and Column Data

You may feel the need to change the way your chart has grouped your data. For example, in the figure
below, the flower sales are grouped by month. However, you can switch the rows and columns so that
the chart will group data by the type of flower. In either case, the chart will have the same data.

1. Select the chart that you want to modify.

Quarter Flower Sales
300
Char‘tArea

250
200
150
100

20 I

0

Daisies Geraniums Petunias Roses
M January MFebruary mMarch B April

Figure 51 - Select Chart
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2. From the Design tab, select Switch Row/Column.

B S v @&

File Home Insert Page Layout Formulas Data Review View

i _F|_ ml @ ... |

_____ ’E‘ F’!l[_u 1] I

Add Chart - Quick  Change | : "_ll _|]_II |_“| Il_“ |i:| ||I| ||[| ||Z| : =] A n_ll_llgblh_-l — I Switch Row/fSelect  Change = Move
Eilement - Layoui~ Colors~ — — - Column  QData Chart Type Chart
Chart Layouts Chart Styles }ata Type Location -~

Figure 52 - Switch Row/Column

3. The rows and columns will switch locations. The data is now grouped by the type of flower,
with columns for each month.

Quarter Flower Sales

300
250

200

150
100

) I I
0

January February March April

B Quarter Fower Sales Daisies W CQuarter Flower Sales Geraniums

® Quarter Fower Sales Petunias  ® Quarter Flower Sales Roses

Figure 53 - Column/Row Location Switch

Changing the Chart Type

If you don’t think that your data is represented well on your chart, you can easily change the chart

type.
1. From the Design tab, click Change Chart Type.

B S ¥ R

File Hame ncert Fage Layout Formulas Data Review View Format Q Telk mewhat youwant to do..

| T il
Add Chart  Quick || Switch Row/ Select
Element~ Layout~  Coloe~ == Column Data

Chart Layouts Chart Styles Daia

Figure 54 - Change Chart Type

Page 29 of 33



2. The Change Chart Type window will appear. Select a new chart, then click OK.

Recommended Charts | &Il Charts

e Recent = '—;&_n =
Templates % El E == %
I Column :
|¢ Line Clustered Bar
® PFie | Guarter Fower sales Quarer Flowsr Sales
E Bar — — - —
R Area e e
|5 XY (Scatter) e o —
i stock e .
@ Surface ' wm L .r..:_::.-..-a: N
‘,‘J{ Radar
ﬁ Treemap
@ sunburst
lile Histogram
kit Box & Whisker
I]E'Tl] Waterfall
lfm Combo

1 ]| concel
Figure 55 - Change Chart Type
3. Your chart will change to the chart types you selected.
Quarter Flower Sales
0 50 100 150 200 250 300
mApril mMarch mFebruary MJanuary

Figure 56 - Updated Chart Type
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Moving a Chart

Whenever you insert a chart, it appears on the same worksheet as the selected data. Follow the steps
below if you would like for your chart to appear on a separate worksheet.

1. Select the chart you would like to move.
2. From the Design tab, select Move Chart.

HS- -
File Homz  Inseft  Page layout  Formulas Data  Rewiew View Format @ Tell me what you want ta da..
- = il

i = el e ke : = it
Ji_—!k.‘ “Jl_h[hhh _ | Switch Row/ Select  Change ove

Column Data  Chart Type | Chart
Data Type Locatio

l']ﬁ‘l;llﬂ il i i L .

p— [

i _E_ e e e

Add Chart Quick  Change
Element  Layout = Colors = !

Chart Layaugs Chart Styles

Figure 57 - Move Chart

3. The Move Chart window will appear. Choose the desired location for the chart, then click OK. In
the example below, the chart will be moved to a new workbook in your worksheet.

Move Chart m

Choose where you want the chart to be placed:

J{H @ New sheet: Flower Sales ‘

I -_h“.ql . '-:-‘ Object in: Line Chart EI

I oK ] [ Cancel l

Figure 58 - Move Chart

Note: If selecting New sheet, this will create a new workbook in your worksheet titled Chart1. You

may rename it before you save.

4. The chart will appear in the location you selected.

Quarter Flowsr Sales

Flower Salvs . ®

Figure 59 - New Chart Location
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Saving a Chart as a Template

If you have added chart elements and styles to your chart that you would like to use when creating

charts in the future, you can save the chart as a template.

1. Select the chart that you would like to save as a template.
2. Right-click the chart.

3. A context sensitive menu will appear. Select Save as Template.

m Save Chart Temptate

I\‘J M_JI * Local Disk (T b Users » kpralerd b AppDala b Roaming » Micosoll b Templates b Chails

TR | ———

Orgsnize = Mew folder

B Micrasart Licel o Name Diate medified Tyoe Size

Favoritas
B Desklop
2k Racent Places

o Libraries

*» Dacuments
o Misic

L Piclures

B videcs

& Computer
& Local Disk (€]

File name;  Chartl

Have as lype: Chart Template Files

Figure 60 - Save as Template

#: Hide Folders Taols = Save | Cancsl |

4. The Save Chart Template window will appear. In the File name field, type a name for the chart

template.

B Save Chart Template -

L_/'Lj | b # Local Disk (T Users + b AppDats b Foaming * Micosoft b Templates » Charts

| ¢
vl'r | Search Chars

Organize » Hew folder

i Hame Diate medified Type Size
Favarites
B Diesktop

<p Hecent Places

. Libraries

e Ducuments
. husic

. Pictures
B Video:

e Computer
& Local Disk ()
= Sharsd {1
o Shared (W) x

File: name: | Flower Sales Template|

Save 35 fype: I(ﬂan Template Files

= Iide Folders Tools = Save | | Cancel |

Figure 61 - Save Chart Template Window

5. Click Save.
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6. The chart template will appear in the charts Templates folder.

e
ﬁ?ecummendet_:l_[han:ﬂ All Charts

e Recent My Templates
Templates Chartl

Column

> B

[€ M

XY {Scatter)
Stock

Surface

% E

Rada

:-I I | Treemap

f'ﬁ' Sunburst

il Histogram

5 Box & Whisker
] waterfal

iy Combe

| Man age Templates..

Flower Sales Template

Bar : - - -
o II I I | | I I I I

OK,

| Cancel

Figure 62 - Chart Templates

7. The template can be found on the All Charts tab in the Insert Chart or Change Chart Type

window. You can apply a chart template the same way you would any other chart.

Additional Help

For additional support, please contact the KSU Service Desk:

KSU Service Desk for Faculty & Staff

e Phone: 470-578-6999
e Email: service@kennesaw.edu
e Website: http://uits.kennesaw.edu

KSU Student Helpdesk

e Phone: 470-578-3555
e Email: studenthelpdesk@kennesaw.edu
e Website: http://uits.kennesaw.edu
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