Microsoft Excel: Charts and Graphs

In Excel 2007 you can quickly create a chart using your Excel data. A chart is a visual representation of the source data in a worksheet. Charts make it easy to see trends in data and information.
Sample Data:


To insert a chart into your workbook
1. Select the cell range and data labels you want to chart
2. Click on the Insert tab on the Ribbon
3. Choose a chart type from the selections in the Charts group
4. The chart appears in the workbook and the Chart Tools tab appears in the ribbon. The new tabs, Design, Layout and Format allow you to format and modify the chart.
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Parts of a Chart


Basic tasks in using Chart Tools Tab (Activates when you click on your chart)
[image: ]
	Design Tab
	Layout Tab
	Format Tab

	Change Chart Type
	Insert
	Shape Styles

	Save as Template
	Labels
	Shape fill, Shape Outline, Shape Effects

	Switch Row/Column
	Axes
	Word Art Styles

	Select Data
	Gridlines
	Arrange

	Chart Layout
	Backgrounds, Analysis, Properties 
	Size



Additional resources: 
· CustomGuide online tutorials at (hclib.org/) for free use inside the library only.
· Gcflearnfree.org  Free online tutorials that can accessed from any computer with   Internet access.
· Sams Teach Yourself Microsoft® Office 2007 All in One by Greg Perry
· Teach Yourself VISUALLY Excel 2007 by Nancy C. Muir
· Excel 2007 Charts Made Easy by Kathy Jacobs, Curtis Frye, and Douglas Frye
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North AmericaAsia Africa

Quarter 1 15,000.00 $       18,000.00 $  16,000.00 $ 

Quarter 2 16,000.00 $       16,500.00 $  14,500.00 $ 

Quarter 3 17,000.00 $       15,500.00 $  16,000.00 $ 

Quarter 4 13,500.00 $       12,000.00 $  11,500.00 $ 


Microsoft_Office_Excel_Worksheet1.xlsx
Sheet1

				North America		Asia		Africa

		Quarter 1		$   15,000.00		$   18,000.00		$   16,000.00

		Quarter 2		$   16,000.00		$   16,500.00		$   14,500.00

		Quarter 3		$   17,000.00		$   15,500.00		$   16,000.00

		Quarter 4		$   13,500.00		$   12,000.00		$   11,500.00
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Chart Types

. Column Column charts are used when you want to compare different values vertically side-by-side. Each value is
represented in the chart by a vertical bar. If there are several series, each series is represented by a
e different color.

Line Line charts are used to illustrate trends over time. Each value is plotted as a point on the chart and is
}00( connected to other values by a line. Multiple items are plotted using different lines.
Line
Pie Pie charts are useful for showing values as a percentage of a whole. The values for each item are
. represented by different colors.
Pie
Bar Bar charts are just like column charts, except they display information in horizontal bars rather than in
vertical columns.
Bar
. Area Area charts are the same as line charts, except the area beneath the lines is filled with color.
Area

XY (Scatter)  Scatter charts are used to plot clusters of values using single points. Multiple items can be plotted by
using different colored points or different point symbols.

Xy
(Scatter) -

.D Other Select from Stock, Surface, Doughnut, Bubble, or Radar-type charts. You can also make a combination
Charts chart by selecting a different type of chart for only one of the data series.

Other
Charts ~
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