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TASK 2 – Informative Poster
[bookmark: _Toc227747985]Digital Skills: How to Create a Chart in Microsoft Excel
[bookmark: _Toc227747986]Introduction
Creating charts in Microsoft Excel is an essential digital skill used in contemporary workplaces to demonstrate data in a visual form (Martínez et al., 2025). Charts also assist in converting numeric data that is in its raw form into easily understandable and meaningful data trends, patterns and comparisons. The skill goes to enhance communication, facilitate decision making and present information in a professional way. With the help of charts, people will be able to simplify the data that is hard to comprehend and introduce it to more people.
[bookmark: _Toc227747987]Step 1: Enter and Organise Data
The initial process of creating a chart to put your data in and to arrange it. Open a Microsoft Excel and input your data in table form, in rows and columns. The headings of each column or row must be clear because these are the labels that assist Excel in knowing what kind of data has to be utilised. The organised data will guarantee that the chart formed will be precise and simple to decipher.
[bookmark: _Toc227747988]Step 2: Select the Data
The second one is to choose the data you wish to be included in your chart. Drag and drop the cursor across the pertinent cells and make sure to include headings. The data range chosen should be correct, as it directly influences the way the chart will look. Any inaccuracies during this level may cause wrong or false charts.
[bookmark: _Toc227747989]Step 3: Insert a Chart
Once you have the data of your choice, visit the Insert tab in the Excel toolbar. This is where you can have different types of charts, such as column charts, line charts, pie charts and bar charts. Select the type of chart which gives the best reflection of your data. As a demonstration, column charts may be employed to compare, and line charts may be employed to represent a trend over time. There will be an automatic creation of a graph of your preferred items in Excel (Alexander and Kusleika, 2025).
[bookmark: _Toc227747990]Step 4: Customise the Chart
Once the chart is created, it can also be tailored to make the chart look better and more understandable. Click the chart to open the "Chart Design and format options. The colours, fashions and designs are interchangeable in such a way that you can manage to make the chart more appealing. This would be important in giving a clear title and axis labels to the chart in order to help the viewers understand the information being presented.
[bookmark: _Toc227747991]Step 5: Improve Layout and Save.
An individual can further optimise the chart by incorporating things like data labels, legends and gridlines. These characteristics enhance the legibility and simplify the chart. One can also resize and even move the chart on the worksheet. Once finished with the chart, save your Excel file and reuse it in reports or presentations where necessary (Kronthaler, 2023).
[bookmark: _Toc227747992]Conclusion
To sum up, a useful digital skill is the creation of charts in Microsoft Excel, which helps users to present information efficiently and professionally. It adds knowledge, builds better communication and aids in better decision making in any situation at the workplace.
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