
How to create a chart in Excel by:
Anna Ryba (2514194)

• Type your data into the 
spreadsheet ensuring 
your data remains 
organised using 
headings.

Step 
1 

• Select all the data you 
would like to included in 
the chart by highlighting the 
cells ensure you include all 
your data (including 
headings)

Step 
2

•On the left  hand side at the top
you will see ‘INSERT’ tab which 
then shows the different types 
of charts you can choose from 
such as Line , bar and pie 
charts as per examples below.

Step 
4

•Finally, select the type of chart 
required which best suited the 
data. 

•Line charts show trends 
overtime

•pie charts show proportions
•Bar charts compares different 

categories.

Step 
3 
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