
HOW TO CREATE A CHART IN MICROSOFT EXCEL
A simple step by step guide

• A chart shows information in a visual 

way.

• It helps people understand numbers 

more easily.

• Charts are often used in business 

reports and presentations.
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Why Charts Are
Important

• Easy to understand data
• Compare results

• Use in reports

What is a Chart?

Steps to Create a Chart
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Open Excel
Create your data.

Select Data 
Select both the
labels and the
numbers.

Click Insert
Go to the top menu
in Excel.
Click the Insert tab

Choose a Chart
Choose the chart you 
want
Column charts are very 
common in business

Edit Chart
Excel will create the 
chart automatically
(title, colours, Add 
labels)
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