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Excel Chapter 3: Data
Visualization and Images
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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

B Charts are linked to the
data they are based on Chart Title

B Two locations for charts: | *

A Embedded in a : | III II I II|
worksheet with the data Il i Il

Product 1 Product 2 Product 3 Product 4 Product 5

A On a separate sheet Ssnuary @February @ Mare
called a Chart Sheet

=T % B < = 1 |
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Choosing a Chart Type

m Excel has over 12 chart types

A Each has many subtypes

Insert Chart

Recommended Charts  All Charts

Y Recent

||_|]1[|]_ Column |

b Line Clustered Column

CCCCCCC

il B8 (AR dn 93 09 44

CCCCCCC

-------
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Column Chart and Bar Chart

B Compare data across several categories

Chart Title
16
14
12
10
B
6
4
I I
) N
Product 1 Product 2 Product 3 Product 4 Product 5
B lanuary MW February B March
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Line Charts

B Compare trends over a period of time

Chart Title
25
20
15
10
5
0
ﬂaq»‘?d ﬁfﬁ&ﬂ #ﬁx ‘\"%H - ‘s‘:’& ¥ ?-5’ .ﬁ:spé &Ef‘ é‘ﬁé &$
b & HE*;}"’ G Q;SP Q@""'m
s Froduct 1 s Product 2
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Pie Charts

m Graphically displays how parts contribute to a whole

A Each pie wedge represents one of the categories that
collectively make up the total

Chart Title

\

mProductl = Product 2 = Product 3 Product 4 wProduct5 «
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Selecting Chart Data

and co

B Very important! Select the correct data, including row

umn headings, as the source for the chart

Ql1l Revenue

January
Product 1 1200
Product 2 1201
Product 3 1080
Product 4 1250

February March

1123
1235
1100
1300

1150
1260
1120
1275

mProduct 1 = Product2 = Product 3 Product 4

Only January data
series is selected to
create the pie chart.
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Chart Elements

B Must first select an element before making changes

Chart area Chart title
Plot area | Data series
D O 0
Chart Title +
L Chart element
16 F
&
14 buttons
12 Y =
10
ol o)
23
4
im | i
, []
Product 1 Froduct 2 Product 3 Product 4 Product &
N lanuary M February W March
O O Q
Vertical axis Legend Horizontal axis \,‘
LABYRINTH

LEARNING™



Working with Chart Tools

m Chart Tools appear on contextual tabs of the Ribbon

A Contextual tabs only appear when a chart is selected

Format ¢ Tell me what you want to do

= By (i

— Switch Row/ Select Change Maove
Column Data  Chart Type Chart

Data Type Location
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Using the Chart Design Tools @.

B Chart styles gallery modify colors

llllll

TIONIMETT T PRI ey

Wi 5T i - yhel Wi

® Quick Layouts offers more layout options

_[I]ﬂlm ..'l. E |
Quick  Change E" lI_Hl

Layout> Colors~

e

39 L 2
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Using the Chart Design Tools

B Chart elements

»® . -

B S TN

| -'|- i ** il
Add Chart Quick  Change| - |
Element = Layout~ Colors~ -

i Axes

Idb  Axis Titles 4
_ hﬂj]] Prirnary Horizontal
dh Chart Title 3 =

il Data Labels 3

Ol Primary Vertical
|dk Data Table 3

Wy Error Bars » More Axis Title Options...
i Gndlines 4

Iﬂ:l Legend

| Trendline

m Switch rows and columns to change look of chart
1l

— | | Switch Row/ Select Change Maove
Column Data Chart Type Chart

Data Type Location
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Chart Format Tools

m Modify specific chart elements with Fill or Outline
colors, shapes or WordArt

B AXis options
A Display minimum and maximum values

A Change number formats
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Move and Size Charts

B Embedded charts can be moved around the
worksheet and resized

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

yd

Y J/

Chart Title d

PN

Double-arrow sizing

Chart Area | handles resize the chart.
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Edit Chart Data

B Charts update when source data Is changed

B Add or remove data series, points, or labels
B Swap Horizontal Axis and Legend categories

m Chart Filter controls what is displayec

Values Mames

4 Series

V| (Select All) Check or uncheck
+ v| I January Series or Categories.

+| | February

v| | March

Y 4 (Categories

| (Select All) «
A%

o
v| Product 1 LABYRINTH
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Add Images to a Worksheet

m Draw a shape or add a picture from your computer or
search online

Pictures saved on computer

_—
-~
L | [ -
il =
Pictures Online
Pictupes &+ ™
|||ustrati§\
N
Browse for pictures online.

B When a picture or shape is selected, the Picture Tools

or Drawing Tools contextual tabs appear O
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Apply Conditional Formatting

B Visualize data using Conditional Formatting according
to rules you set

{17 Highlighting data with Conditional Formatting
g =
A Choose a preset format on the L ekl

Conditional Formatting menu [ momnon cene Rutes »

| Tl Top/Bottom Rules ]

A Clear one specific rule or all on the entire | g1 oo e :

Sheet I:E:I Color Scales 3
. [ . E lcon Sets .
A Customize a Conditional Formatting rule |& s

EZ Clear Rules 3

Top 10 tems ? =

Format cells that rank in the TOP:

5 % with | Light Red Fill with Dark Red Text

Light Red Fill with Dark Red Text V‘

Yellow Fill with Dark Yellow Text
Green Fill with Dark Green Text

Light Red Fill N

Light Re LABYRINTH
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