HOW TO CREATE A CHART IN EXCEL

Purpose: Charts help you visualise data, making trends and comparisons easier to understand in
the workplace.

Step-by-Step Guide:

. Enter Your Data: Open Excel and input your data with clear headings.

. Select the Data: Highlight all data including headings.

. Insert a Chart: Go to Insert tab and choose a chart type (Column, Line, Pie).
. Choose Chart Style: Use Chart Design to customise colours and layout.

. Add Chart Elements: Add title, axis labels, and data labels.

. Edit Chart Title: Give your chart a meaningful name.
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. Save Your Work: Press Ctrl + S and save your file.

Common Mistakes to Avoid:

* Not selecting headings
* Using the wrong chart type

« Overloading the chart with too much data

Pro Tips:

* Use consistent colours
» Keep labels clear and readable

» Match chart type to purpose

Result: A professional chart ready for presentations and reports.



