
How to make a graph in Excel® 



Enter data 

HINT:  If you add labels to the rows and columns of your data table, 
Excel will display them on your graph 



Highlight data table 



Select insert, then click on column graph 

 



Select the type of graph 



Click on the format you want in the 
tool bar 

 



Add title by clicking on the title and 
enter a new title. 

 



Add axis labels (x and y) 



Right click on one of the bars and select 
“format data point” from the menu 

 



Click fill and select solid fill, then chose 
the color you want. 

 



Click close, and you have a graph  

 



Copy and paste into your 

Word document. 



Yeah!!!!!, you finished 


