	
	
	



How to create a chart in Excel - A step-by-step guide
Introduction
Charts are visuals tools used to represent data in a clear and easy-to-understand way. Instead of looking at rows of numbers, charts allow people to see patterns, trends, and comparisons quickly.
         1. Prepare Your Data
· Enter your data in columns or rows.
· Add clear headings in the first row (e.g., Month, Sales).
· Avoid blank rows or columns.
· Optional: Select your data and press Ctrl + T to make it a Table — charts update automatically when you add data.                                                                                                                
💡 Example:
	 Month
	Sales

	Jan
	5000

	Feb
	7000

	Mar
	6500

	Apr
	8000


 Step 2: Select the Data
Click and drag to highlight all your data (including headers)
Step 3: insert a chart
Go to the Insert tab on the Ribbon
In the Charts group, choose a chart type:
 🟦 Column / Bar 📈 Line 🥧 Pie ⚪ Scatter
· Click on your chosen chart — Excel will create it automatically!                                                                                               

