
HOW TO CREATE A CHART IN EXCEL
Turn raw numbers into clear visuals for better decisions

1 Select Data
Highlight the data range you want to include

2 Open Insert Tab
Go to the Insert Tab on the ribbon

3 Choose Chart Type
Select a chart such as bar,  line, or pie chart

4 Insert Chart
Generate and resize chart

5 Customize Design
Add labels, titles and colours

Tips for effective charts

• Choose the right chart type
• Add data labels 
• Avoid clutter

• Use theme colours
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Example: Monthly Sales Chart
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