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HOW TO CREATE A CHART IN EXCEL

Improving workplace efficiency through data visualisation

1. ENTER DATA a1l TYPES OF CHARTS

Add your data into rows and a1l Column Compare values
columns with clear headings.

|// Line Show trends

2. SELECT DATA "‘ Pie Show proportions
, Highlight all data including headings. A
3. INSERT CHART @ Simplifies complex data

lIII Go to “Insert” - Choose chart type. Q Improves communication
g

@ Faster decision-making
4. CUSTOMISE CHART Q Professional presentation

@ ? Add title, labels, and colours for clarity. x COMMON MISTAKES

e Wrong chart type
e Missing labels

g Save and use in reports or presentations. e Too:miich data

e Confusing colours

Monthly Sales
60 @ QuICK TIPS
50
40 Q Keep it simple
30 €2 Use clear titles
22 . 2 Highlight key data
Jan Feb Mar Apr 2 Avoid clutter

—— Example: Monthly sales chart showing performance trends —



