Microsoft Excel -

Lesson 6:

Excel Charts

Lesson Notes
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What is a Chart or Graph and Why Do We Use Them?
a. Question for thought. Show them a sheet full of numbers and ask
them to decipher it visually.

Types of Charts Available in Excel:
a. Review the types of charts in the book.
b. Talk about the purposes of each.

Elements of Common Charts:
X & Y axis

X & Y axis titles

X & Y categories

Chart title

Data markers

Legend

Chart area
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Planning a Chart:
a. Much like planning a worksheet, charts must also be planned on a

piece of paper.
b. Study your data to determine what type of chart will offer the best
visual explanation of the information you have.
c. Create your ideas on a piece of scratch paper.
d.
Creating a Chart:
a. Creating charts in Excel is an easy process when one knows the
proper procedure.
b. First, Select your data appropriately.
1. Any data labels that are selected will show in the chart.
ii. Data labels that are separated from the desired data may be

selected by choosing the labels and then choosing the desired

data with the control key depressed.
c. Select the Chart Wizard Icon on the Standard Toolbar.
i. Step 1 — Select the desired chart type.
il. Step 2 — Chart Data Source
iii.  Step 3 — Chart Options
iv. Step 4 — Chart Location

Chart Toolbar:
a. The chart toolbar allows you to modify a chart once it is created.

b. The same may be accomplished by clicking on the chart you would

like to modify and then selecting the Chart Wizard Icon.
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IX.

Moving & Resizing a Chart:

a.

b.

Charts are moved and resized in the same manner one would move or
resize clipart, object, text box, or picture file.

One should be mindful of the information in the chart. Excel will
automatically adjust the chart with size. This may remove valuable
information or make certain chart aspects difficult to read.

Updating a Chart:

a.

b.

If data in the worksheet changes, charts are automatically updated in
order that they reflect the change in data.

Have students change data in the worksheet and then view the
changes in the chart.

Modifying a Chart:

a.

Many times a user will complete a chart and find that additional
changes need to be made. The following are several ways that charts
can be modified. As stated before, the chart toolbar may be used in
this process or the chart may be selected and the Chart Wizard Icon is
selected.

Deleting a Data Series:

1. Allows the user to remove a segment of data from the chart.
Select the bar, piece of pie, etc. and select delete.

Editing Chart Text:

i. Change titles, fonts, etc. by selecting the chart and then

selecting the chart wizard.
Adding Labels:

i. If titles and labels were not entered during the creation of the
chart you may do so by selecting the chart and returning to the
chart wizard.

Adding Colors/Patterns:

1. You may add color and patterns to your Excel charts just as
you do in a worksheet. Simply select the element of the chart
you would like to modify and then choose a fill color or
pattern.
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