How to create a chart in Excel - step by step

Step 1: Enter your data
-Open Excel.
-Enter the data as illustrated in Figure 1.

Step 2: Highlight data as illustrated in Figure 1

Step 3: Insert the chart.
-Go to the Insert tab on the Ribbon.

In the Charts group pick a chart type:

-Line Chart-show trends over time.
-Column/Bar Chart-compare categories
-Pie Chart-show proportions of a whole.
Click the chart type you choose.

Step 4: Format the chart.

Use the Chart Tools which are Design and Format tabs
to:

-Label the axes.
-To add a chart title
:To change the styles and colors.

It must be easy to read and to be kept professional.
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1 |Month  |Bears Dolphins Whales

2 |Jan a8 150 80
3 |Feb 54 77 54
4 |Mar 93 32 100
5 |Apr 116 11 76
6 |May 137 93
7 |Jun 1584 ?2.
8

FIGURE 1
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Charts in Excel help to turn data into a visual story. Charts in

Excel make it much easier to compare numbers, understand

patterns and share information easier in the workplace.

Tips for a good chart:
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FIGURE 2

keep colors professional and
simple.

choose the correct chart type for the
data you need.

always label the chart.

try to avoid clutter.
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