HOW TO CREATE CHART IN EXCEL

AN INFORMATIVE POSTER SHOWING STEP -BY-STEP INSTRUCTIONS FOR
CREATING A CHART IN MICROSOFT EXCEL.

1. PREPARE YOUR DATA

ENTER YOUR DATA-Add the data you
want to visualise

A. Use column headers (e.g. ,Employee
Name Salary,Working Days, Month,
Sales).

B. Avoid empty rows or columns.

C. Each row should represent one data
point.

2. SELEC ADATA
A:Click and drag to highlight the cell
that include the data you want to
chart, including headers.

Go to the Insert tab on the Ribbon.
Under the Charts group ,choose the
type of chart that suits your data.
A .Colum or Bar Chart-Compare
values.
B. Line Chart -Show trends over time.
C. Pie Chart-Show proportions.
D. Scatter Chart -Show relationships.




