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Creating charts in
Microsoft Excel

HOW TO CREATE
CHARTS IN EXCEL

Charts are essential in the
workplace as they help N
present data clearly and N N S
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support informed decision w08 izme ims 12260
making. In business e om em
environments, charts are S S
commonly used to display

sales figures,

performance metrics,

financial data and trends

over time.
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STEP 4: CUSTOMISE
THE CHART

View Automate Help

Once inserted, use the HEN Vgl
“chart design” or “format”
tab to customise the chart.
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you can add : ==

e A chart title
e Label axes :

e Adjust colours |
e Data labels

Clear labelling improves

professionalism and

readability
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STEP 5: SAVE AND

SHARE

Save your file and ensure
the chart is easy to
interpret before sharing it
with colleagues or
management.
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