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Using charts is beneficial because it can turn long and complicated data into a visual representation that 

is easier to understand. Using Excel in business allows companies to manage , analyse,  and visualize 

data to make decisions.

Select the relevant cells:

Highlight the rows and columns 

you want to include in your chart 

by clicking and dragging your 

mouse over them or holding the 

“ctrl” key and clicking on each 

column header. 

Highlighted cells will become a 

darker shade.

Creating the chart:

You can generate a recommended 

chart by pressing ALT+F1 or you 

can go to “Insert” tab and choose 

“Chart” to navigate through the 

different chart types (line, bar, 

column, pie).

Edit and customise:

Once created, you can use 

the mouse to drag and 

drop, resize it by clicking on 

one of the corners and 

holding it, or change the 

colours or even chart type.

Organise your data in 

a Spreadsheet:

Before creating a chart, you 

need to create a spreadsheet 

with data organised by 

columns and rows based on 

clear and logical categories.
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