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Introduction

Charts help turn raw numbers into
visual stories.

They make it easier to compare data,
see trends, and make quick business
decisions(Balk and Mehran, 2007).

‘Where We Use Excel
Charts

Excel charts are used in many fields.
They help people quickly understand
patterns and insights without reading
long tables.
These are the different fields where
charts can use

« Business: Sales reports, financial
performance, and market trends
Education: Student results and
research data visualization
Science & Research: Experiment
results and statistical analysis
Project Management: Tracking
progress, timelines, and resource
use
Personal Use: Budget planning and
expense tracking(Carr, 2000).

Why It Matters

Visualizing data helps
you communicate
insights quickly.

Excel charts are
essential digital-
workplace skills that
improve presentations
and
reports(Gameés,2016).

Quick Tips
e Use consistent colors for
better readability.
Clearly label axes and add
a descriptive title.
e  Avoid 3D effects that
distort data.
e Choose the simplest chart
that tells your story
best(Doush, Pontelli and
Simon, 2009).

Types of Charts

e Column/Bar:
Compare
categories

e Line: Show trends
over time

® Pie: Show
proportions or
percentages

e Scatter: Show
relationships
between
variables(Schoriso
,2017).

1. Open Your Data

Open your Excel workbook and go to
the worksheet with your data. Make
sure every column has a clear and
meaningful header.

2. Select Your Range

Click and drag to highlight the cells
that contain your data, including
headers, so labels appear correctly in
your chart.

3. Insert a Chart

Go to the Insert tab, then click
Recommended Charts or select a
chart type such as Column, Pie, Line,
or Bar.

4. Choose Chart Type

Review the preview options and pick
the chart that best represents your
data visually and clearly.

5. Customize Your Chart

Use the Chart Elements (+) button or
the Chart Design tab to add titles,
axis labels,and legends, and adjust
colors or styles.

6. Save and Share

When done, go to File » Save As,
choose your folder (OneDrive or PC),
and share your finished
chart(Mustafy,2004).

Common
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lors or effects
or titles
1 in one

e Using too many c

¢ Forgetting axis lat

e Sho 00 much
chart

s Ignoring readability and
spacing(Baker, 2004).





