
First, open up Excel and 

enter the raw data that you 

have collected. Be sure to 

make the first row your 

labels for the data.

FYI:  The first column will 

be the x -axis if you are 

making a bar graph.



Highlight the data and labels now.



Click on the Insert button 

and then select the type of 

chart (here I chose Column 

as my option.



From the list of 

Column type 

charts, I selected  

the first one by 

clicking on it.

Note:  Avoid 3 -D style charts; your 

instructor does not like them.



Okay, so we have a graph 

here, but it is not labeled 

yet.  Go to the next slide 

to learn how to label it 

correctly.



1) To begin 

adding labels, 

click on the 

Layout menu.

2) Then, select 

Chart Title.

3) I prefer the 

Above Chart 

choice.



Highlight the Chart 

Title text and then 

type over it with the 

title you want to be 

displayed.



See the title I typed?

Next, note that I clicked on the Axis Titles 

option and this short list appeared. You MUST 

add both a Primary Horizontal Axis title and a 

Primary Vertical Axis title. 



I added the Primary Vertical Axis Title.

Now I am doing the same for the Horizontal Axis Title.  

Note you can type it here OR click on the box and type 

(as I showed for the Chart Title previously).



To copy to Word, first be click on the edge of this 

graph you just completed.

Then, right click and select copy.  Then, paste into 

document.


