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Introduction 
A chart is a diagrammatic structure of data that converts numbers into a easily comprehendible chart like a bar chart, line chart or pie chart (Mustafy and Rahman, 2024). Additionally, charts are relevant in the workplace as they help in simplifying complex information and aid in quick decision making and also enhance communication. They improve the knowledge of data, distinguish trends and patterns, and present information in a clearer and professional manner, which makes reports more attractive and interesting.
[bookmark: _x2wqzeft1n3s]Tools Required 
To create a chart using excel the following tools will be required: 
· A computer or a laptop
· Excel Software
· Prepared dataset with headings
[bookmark: _6jn0hhauu7rc]Step-wise Process
Step 1: Prepare Your Data
· Enter data in rows and columns
· Include clear headings
· Avoid empty cells (Microsoft, 2026)
Step 2: Select the Data
· Highlight the entire dataset
· Ensure labels are included
Step 3: Insert a Chart
· Go to the Insert tab
· Choose a chart type (Column, Line, Pie) (Microsoft, 2026)
Step 4: Choose the Right Chart Type
· Column: comparisons
· Line: trends over time
· Pie: proportions
Step 5: Customise the Chart
· Add chart title
· Label axes
· Adjust colours and styles (Mahajan and Gokhale, 2019)
Step 6: Finalise and Save
· Review for accuracy
· Save the file (Microsoft, 2026)
[bookmark: _nsin6gn1mfh0]Tips and Best Practices 
Good charts are not supposed to be complicated, incomprehensible, or require a decoder to make sense. It is necessary to select the right type of chart as various formats include bar, line, pie charts, and so on, are available and they are used to improve data display. One should not overuse too many colours in the process because it may sell viewers the wrong perception and make it difficult to read, rather a simple palette should be used (Camões, 2016). Data accuracy is one of the most important factors since wrong or inaccurate information may affect the decision-making process and credibility. Charts are able to convey the insights in a more efficient and effective with thorough emphasis on ensuring clarity, relevance, and preciseness, and assist in supporting professional and data-driven presentations in the workplace.
[bookmark: _2pnybyehzu0r]Common mistakes to avoid 
The errors common to chart creation may compromise the effectiveness and clarity of the charts. The choice of wrong data range can cause wrong or unsteady visuals. An inappropriate choice of the chart type may result in hard-to-interpret data and inability to point out important insights. Plugging a chart with excessive information may end up overwhelming the viewers and decrease legibility (Schikora, 2017). Additionally, lack of labels or titles makes it more difficult to comprehend the situation and the purpose of the chart by viewers. To prevent such mistakes, correct charts needs to be clear, accurate, and professional and assist in easier communication and more efficient decision-making at the workplace.
[bookmark: _uglbwv7kqf88]Conclusion
Developing the charts in Excel is a valuable skill given in the workplace that adds to the communicative process and contributes to efficient decision-making. With ease of use, one can turn raw data into easy to understand visual information. Not only does this enhance the understanding but it also makes information to be presented in a professional banner and hence makes the reports more effective, accurate and also allows the viewers to make a quicker interpretation.
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