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OBJECTIVES:

• Understand the basic step to create a chart in Excel.

• Learn how to select the right chart.

• Ensure accuracy through clean data and formatting.

• Produce a professional, clear visual representation.



STEP 1 : PREPARE YOUR DATA

COLUMN ROW

Note: Avoid empty rows or mixed 
data types

Use clear headers (e.g., Month, Sales)



STEP 2 : COMPLETE YOUR DATE

Fill the information.

Make sure is clear.

Note: Need to select your data, once is completed
So then you can proceed to insert a chart. 



STEP 3 : INSERT A CHART

3. Choose the chart type that 
best fits your data

1. Go to the Insert tab

2. Click Recommended Charts



RESULT: OPTION TO CUSTOMIZE

Chart title 

Axis Labels 

Colours styles 

Data labels

Legend position

First Result

You can still adjust 

the chart clicking 

the green cross, 

you can then  

add



RESULT: OPTION TO CUSTOMIZE

Or clicking the 

pencil to change 

colour and 

background style.



FINAL RESULT:



Thank You


