
📉 How to Create a Chart in Excel 📊 

 

Why Use Charts? 

Charts turn numbers into visuals - making patterns and comparisons easy to understand. Follow these 5 quick steps to create your own in Excel! 
 

1️⃣ Enter Your Data 

Type your information in a table format with clear headings.​
Example:​
Month | Sales​
Jan | 500​
Feb | 750​
Mar | 620 

2️⃣ Select Your Data 

Highlight the cells containing both the labels and the numbers.​
💡 Tip: Include headers so Excel uses them in your chart 
automatically. 

3️⃣ Insert a Chart 
Go to the Insert tab → Click Chart (or Recommended Charts) → 
Choose your chart type:​
• Column - compare values​
• Line - show trends​
• Pie - show proportions 

 

4️⃣ Customise 

Use the Chart Design and Format tabs to:​
• Add a title and axis labels​
• Change colours or styles​
• Keep it simple and clear 

5️⃣ Save & Share 

Save your file, then copy and paste the chart into a report, 
presentation, or email. 

 

 

Quick Tips 

• Pick the right chart type for your data​
• Use clear labels and minimal colours​
• Always check your data range​
• Keep fonts large and readable 
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