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Why use Step 1- Ente!’ your data
Type your data into rows and

charts? columns.

Charts can help
people understand Step 2- Select the data

data faster Highlight the cells you want to use.

Did you know?
Charts In Microsoft
Excel turn numbers
Into clear visuals.

They help people
understand data Step 4- Edit the chart

Add a title and labels to make it clear.

Step 3- Insert a chart
Go to Insert and choose
a chart type.

faster,spot

trends,and make

reports or Step 5- Save or share
presentations easier Save or share your chart.
to follow.

Why are charts useful?
Charts make data easier to understand and
help people see results and trends quickly in
reports and meetings.



