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STEP 1: SELECT YOUR DATA
To create an effective chart, highlight the cells containing your 

desired data. Ensure to include both column and row headers for 

clarity and confirm that your data is contiguous without blanks.
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INSERT YOUR CHART
To visualize your data effectively, navigate to the Insert tab in 
Excel. Choose the chart type that aligns with your dataset, ensuring 
clarity and impact in your presentation.



CHOOSE A CHART TO FIT 
YOUR DATA IN 

MICROSOFT EXCEL

To visualize your data, navigate to the Insert tab. There you'll 
find various chart types that effectively present your 

information. Select the chart that best represents your data 
story.



CUSTOMIZE YOUR CHART 
EFFECTIVELY

1. Use Chart Tools to 
refine titles, labels, 
colors, and overall 
layout. Enhancing 
clarity ensures that 
your audience 
understands the data 
being presented. 
Follow the steps to 
create an impactful 
visual representation.
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TIPS FOR EFFECTIVE CHARTS
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Simplicity
Keep charts simple and clear to ensure 
your audience can easily understand 
the data without unnecessary 
distractions.

Consistency
Use consistent colours and fonts throughout 
your charts to create a professional look and 
enhance readability across your presentations.

Relevance
Choose the right chart type to effectively 
convey your data story, ensuring it matches 
the information you want to highlight for 
your audience.

Double-check data accuracy before sharing.


	Slide 1: How to Create a Chart IN Excel
	Slide 2: Step 1: Select Your Data
	Slide 3: Insert Your Chart
	Slide 4: Choose a Chart to Fit Your Data in Microsoft Excel
	Slide 5: Customize Your Chart Effectively
	Slide 6: Tips for Effective Charts

