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Step 1

PREPARE AND SELECT YOUR DATA

range, includingthe column headers.
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Begin by organising your key metrics into adjacent columns or rows. Ensure the first row
contains clear, concise headers that accurately describe your data sets (e.g., ‘Name,' ‘Skill,
‘Creativity). To prepare for charting, click and drag your cursor to highlight the entire data

FINAL CHART CHECKLIST

Ensure your chart is complete and ready for presentation. Always include a clear Chart Title
that summarises the data. Check your Axis Titles to confirm correct unit labelling. Use simple
colours and fonts. By following these rules, your chart will be an effective visual

communicationtool.
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CUSTOMIZEAND REFINEAPPEARANCE
Once the chart is generated, immediately utilise the three
small icons that appear alongside it. The PLUS (+) icon allows
you to add elements like Axis Titles or Data Labels. The Brush
icon quickly changes the overall style, colours, and layout. The
Filter icon helps you show or hide specific data series.
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NA/IGATE TO THE INSERT TAB
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Want us to recommend a good
chart to showcase your data?

With your data selection still active, navigate to the INSERT tab located at the top of the Excel
Ribbon. This tab houses all the visualisation tools. Locate the ‘Charts' group in the centre of
he Ribbon. This area provides recommended charts and iconsfor every available chart type.

wean O ?

Petmeenind Ot 38 caty

RERNRIRY,

~anl

Stacked Column

Chart it

Step 3

CHOOSETHE APPROPRIATE CHART TYPE

Click on the specific icon that represents the
chart type best suited for your data story. For
instance, use a Column Chart for comparisons
or aLine Chart to show trends over time. Select
the specific style (e.g., "2-D Clustered Column")
from the drop -down menu that appears .
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