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Learning Objectives

B After studying this chapter, you will be able to:

A Insert charts

A Use chart tools to modify charts
A Move and size charts

A Edit chart data

A Add images to a worksheet

A Apply conditional formatting
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Create Charts to Compare Data

m Charts add a visual

component to your data. | Chart Title

B Charts are linked to the
data on which they are | | I I I II|
based. 2 I I I il I Il

m Like formulas, charts

automatically update
when the data on which

It Is based changes.
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Choosing a Chart Type

B Excel has many chart types with multiple variations.

B The purpose of a chart is to simplify data.

B The most common chart types are column/bar, line,

and pie
Insert Chart X
ecommended Charts All Charts
i Recent = & e
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i stk I I | ll = you to choose from all charts
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Column Charts and Bar Charts

A column chart displays
data in columns across
the horizontal axis.

A bar chart displays data
In bars across the vertical
axis.
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Line Charts

Line charts compare trends over a period of time.
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Pie Charts

B Pie charts graphically display how parts contribute to
a whole.

A Each pie wedge represents one of the categories that
collectively make up the total.
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Selecting Chart Data

Very important! Select the correct data, including row
and column headings, as the source for the chatrt.

Available Fruit Available Fruit

January  February March 100
Apples 74 56 63 90
Oranges 45 37 53 20
Bananas 32 58 44 70
Pears 29 76 53 :g
Peaches 20 54 67 A0
Total 260 281 280 %
. 20
Do not select the totals if W
. 0
yo u are CO m parl n g Apples Oranges Bananas Pears Peaches
individual amounts. ———January em—February =——March
Available Fruit Chart Title
January  February March 300
Apples 74 56 63 -
Oranges 45 37 53
Bananas 32 58 44 200
Pears 89 76 53 150
Peaches 20 54 67
Total 260 281 280 1

50

Note how skewed your data \)
iS When you Select your Apples Oranges Bananas Pears Peaches Total LA BYRINTH

s ariuary == February —eMarch
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Chart Elements

9

changes.
Chart area Chart title
Plot area Data series
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B You must first select an element before making

L Chart element
buttons

Vertical axis

Legend

Horizontal axis
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Working with Chart Tools

m Chart Tools appear on contextual tabs of the Ribbon,
which only appear when a chart is selected.

File Home | Insert Draw | Page Layout Formulas Data|Review View|Developer|Help|Acrobat QuickBoo ¢s|iBEESfe]y Q Tell me

T 5
C o - _ -
Add Chart Quick Change ] - - — - — - | e = : Change Move

Element - Layout ~ Colors ~ Data  Chart Type Chart

Chart Layouts Chart Styles Data Type Location

The two contextual tabs that display chart tools.

File Home Insert| Draw Page Layout|Formulas|Data Review View Developer Help|Acrobat QuickBoo¢s Design

Vertical (Value) Axis Majc~

NN A T[] el
@.‘Format Selection A A z -
1 O O WordArt Arrange e

E\;E-I Reset to Match Style - Styles ~ -

Current Selection Insert Shapes Shape Styles T Size M~
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Formatting Pane

What is displayed changes based on element selected.
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Chart Design Tools

formatting

BEE:] Review

Developer

Help Acrobat

B Chart Styles allow you to quickly change the chart’'s

QuickBooks

m Quick Layout allows you to

12

Page Layout Formulas

m SW|tch Row/ S
Column

Data

apply a new chart layout
quickly.
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The Chart Formatting Buttons

These allow you to add elements to your chart, change
the style, or filter the chart’s visible data.
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Chart Format Tools

B You can modify specific chart elements with fill or
outline colors, shapes, or WordArt.

B Axis Options
A You can adjust minimum and maximum values.

A You can change number formatting.
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Move and Size Charts

Embedded charts can be moved around the worksheet

and resized.

A mouse pointer in a chart area becomes a
four-way arrow; drag it to move the chart.

e

— /7

Chart Title .

o
Chart Area
I | . I

Sizing handles are used to
increase or decrease the
chart size.
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Edit Chart Data

B Charts update when the source data is changed.

B You can add or remove data series, points, or labels.

B You can swap Horizontal Axis and Legend categories.

® The Chart Filter feature controls what is displayed.
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| (Select All)
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4 Categories

| (Select All)
| Product 1
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16

Check or uncheck
series or categories to
choose whether to
show or hide them.
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Add Images to a Worksheet

B You can draw a shape or add a picture from your
computer or search online.

Add a picture saved on the computer

/ ‘ @\"Sh Add a shape, icon, or 3-D
’ Shapes
C] s o object
= Ly ’f}_j |c0ns m_l_v
Pictures Online
Pictures @ v

/ [llustrations

Browse for pictures online

B When a picture or shape is selected, the Picture Tools
or Drawing Tools contextual tab appears.

Help A ‘ \
/ Bol ign - U
L L Align
il e L Picture Effects - 2
= = A Bing send Selecion LABYRINTH
4 Picture Layout - Text Forward - Backward ~ Pane “k Rotate -
17 Picture Styles +  Accessibility Amange L E A R N I N G "




Adding Online Pictures

Online Pictures © O
& | O fruit X _‘
Powered by |» Bing
Y [M Creative Commons only
When you When you
use online 4 find an
images, you image to
must make 7 insert, click
sure you are ’;’ it and then
not violating 5 click Insert.
another’s s :},
copyright. v
:(nooLlrea::el;ZSponsible for respecting others' rights, including copyright. Learn Cancel
O
v
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Conditional Formatting

Conditional formatting applies formatting based on set
criteria so you can better visualize your data.

CIJ Ll e
Available Fruit = ) 4 € =X m
January  February March 4 Q’J —H HH —
Apples 74 53 63 FConditignaI F(_Jrrr;lat as SCleII Insert Delete Format
Oranges 45 37 53 ormatting = Table = Styles ) ’
Bananas 32 58 44 —‘ —‘
ighli >
Pears 89 76 53 ) Highlight Cells Rules E=py Greater Than...
Peaches 20 54 67 T‘
»
Total 260 281 280 j i) ToP/Bottom Rules By
1. Select the data you wish to analyze. 2. Choose the rule to apply.
Available Fruit
Less Than ? X January  February March
Apples 74 56 63

Format cells that are LESS THAN: Oranges 45 37 53
50 A with | Green Fill with Dark Green Text Bananas 32 58 44

Light Red Fill with Dark Red Text Pears 89 76 53

Yellow Fill with Dark Yellow Text Peaches 20 54 67

Green Fill with Dark Green Text L

Light Red Fll Total 260 281 280
3. Set the rule specifics. 4. View the result. J\
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