
•  Click on the chart.
•  Use the Chart Design and Format tabs.
•  You can:

o  Add a title (Chart Title)
o  Change colors
o  Add data labels
o  Add a legend

How to Create a Chart 
in Excel in 5 Steps

by Kateryna Mulyk

• Open Excel.
• Type your data into the
 worksheet in rows or columns.

St           Enter your data1

• Click and drag to highlight the 
cells with your data (including headings).

Step     Select the data2

In the Charts group, choose a chart type:
•  Column Chart
•  Line Chart
•  Pie Chart
•  Bar Chart
•  Click on the chart style you want.

             Customize the chart4

            
          Insert a chart3

• Click on Chart Title.
• Type your own title (e.g., Monthly Sales
•  Report)Sales Report).

             Add or change the chart title5
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