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Assignment Titel – HOW TO CREATE A CHART IN EXCEL                                                                               

Step -1 PREPARE YOUR DATA  
 

 
*Label your columns  
*Clean data 

Step 2-Select Data Range  
 

 
*Click and drag to highlight your data 
including header S 

Step-3 GO TO ‘INSERT’ TAB  
 

 
 

*Find the ‘charts’ group on the insert 
ribbon  

STEP 4-CHOOSE A CHART TYPE  
 

 
*Click on the type that best represents 
your data 

Step 5- Customize your chart 
*Click on the chart to see Chart Tools 
change the design, style, colours and 
layout  

 

Step -6 ADD AND CHART ELEMENT  
 

 
*Put chart title, Data Labels, Axis Titles        
*Final polish charts  


