
How to create a Chart in Excel
Part 1

The first thing you need to do is sign 
in to Office 365, where you can 

access Microsoft Excel to create 
charts and graphs.

Part 2

Select Excel

Open Excel 
and create a 

new blank 
workbook.

Part 3

Ensure that all relevant 
data is included.

Enter your data into the 
worksheet. Type names in 
one column and numbers 

in the next column.

Part 4

Click the Insert tab, then 
select Charts

Highlight the data you 
entered. Click the insert 
tab, then choose a chart 

type (for example, 
column or Bar Chart)

Part 5
You can edit 
the chart if 

needed
You can change 
the title, colors, 
chart style and 

add labels.

Go to Office 365 Find Excel Create the 
data

Go into insert 
and select 

graphs

Create the 
graph you 

want 

Can edit after 
you 

completed
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