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Introduction
Excel chart offers the visualisation of the data and can thus help in analysing trends, patterns, and comparisons. Charts make reports and presentations more effective as the raw data are converted into valuable information. Excel provides a number of types of charts, each of which is adapted to a particular data visualisation objective.
Step 1: Prepare the Data
Make sure that there are clear headings in the dataset with columns and rows. The data must be complete, accurate, and presented in the form of a table (Microsoft, 2024). Uniform number formatting, e.g. numeric numbers lined up and textual labels where they are supposed to also enhance accuracy of the chart. Blank cells are to be dealt with or deleted to avoid mistakes in charting.
Step 2: Select the Data
Identify the cells that should be visualised. Along with labels, add values so that the chart can show meaningful information (Mustafy and Tauhid, 2024). In case of non-contiguous data, select several ranges with the help of the CTRL key.
Step 3: Choose the Chart Type
Go to the ribbon in the excel insert tab. Excel has a variety of charts such as:
· Column Chart: Suited in comparing the values of a category. 
· Line Chart: This is used to display trends. 
· Pie Chart: It is a representation of the proportions of a whole (Kronthaler, 2022). 
· Bar Chart: It is applicable in horizontal comparisons. 
· Area Chart: Focuses on the size of change over the, period of time. 
The type of chart to be used is dependent on the data and the message to be communicated.
Step 4: Insert the Chart
After choosing the type of chart I want, I will then click the chart icon. Excel will automatically create a graph out of the chosen data (Das et al., 2022). The chart will be located on the same work sheet and it can be repositioned or resized once more to be in a clear place.
Step 5: Customise the Chart
Increase the readability through alteration of chart features:
· Chart Title: Add a title that will give an overview of what the chart is all about. 
· Axis Title: Label the X-axis and Y-axis for context. 
· Legend: Adjust the place or the design to be more understandable (Microsoft, 2024). 
· Data Labels: The values are presented on the chart in order to comprehend. 
· Colours and Styles: With the formatting properties, it is easy to make categories more prominent or make things look good.
Step 6: Review and Finalise
Cross check the chart to check the correct representation of data. Cheque labels, values and format. It is possible to relocate charts to another sheet in order to make presentations or copy them to the report and slides in order to document them professionally.
Conclusion 
Excel charts are useful tools of effective data communication. When properly prepared, selected and customised, insights become provided in a clear manner and, as a result, data analysis will be more available and appealing to the eye.
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Step 6: Review and Finalise

Cross check the chart to check the correct representation of
data. Cheque labels, values and format. It is possible to
relocate charts to another sheet in order to make presentations
or copy them to the report and slides in order to document
them professionally.
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