
HOW TO CREATE A CHART IN MICROSOFT EXCEL

Purpose: This guide explains how to create a chart in Excel to present data clearly in a workplace
environment.

Step Action

1 Open Excel and enter your data in rows and columns.

2 Select the data you want to include in the chart.

3 Click on the 'Insert' tab at the top menu.

4 Choose a chart type (Column, Line, Pie).

5 Click your preferred chart style.

6 Customize the chart (title, colors, labels).

Tips for Best Results:

• Keep charts simple and easy to read

• Always add titles and labels

• Use appropriate chart types for your data

• Avoid overcrowding with too much information

Conclusion: Creating charts in Excel helps communicate data effectively in professional
environments.


