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Abstract: Excel: Charting is a course for students who want to learn how
to use Excel to create and edit charts, modify chart options,
format chart objects, as well as use trendlines, forecasts, and
error bars to present data graphically.

Contents
18] (oo 18 o3 1T o RSP RPPP PSP 2
ODbJECLVES ..o 2
Prer@QUISITES ....eeeiiiiii e e 2
Related Training Available from ACS.........o et 2
= 1 (o] o P ERPP S PPPPPS 3
Creating @ Chart.........o e 4
BasiC Bar Chart ... ..o 4
UsiNg the Chart WizZard .............uuueeeii s e e 4
MOAIfYING CRArS ... e ee e 8
Formatting Chart ODJECES .........uuiiiiiieiee e 9
I (= e | T = PP 14
(= O = T o £ PRSPPI 15
Printing Charts ......oooiiie e e e e 16
Getting Additional HEIp .....ccoooeeiiieei e 17

© 2003 University of Kansas. All rights reserved


http://www.ku.edu/acs

ACS Computer Training
Excel Charting

Introduction

A chart is a graphic representation of worksheet data that can offer visual analysis of
information. Excel offers a variety of different charts. Some chart types are set with a
two-dimensional (2-D) perspective, as where other chart types are set with a three-
dimensional (3-D) perspective. There are a number of built-in formats for each chart type
and custom formatting is available to create exactly the chart desired. A chart may be
created on an existing worksheet, a separate worksheet, or in a different document
altogether. A chart created within an existing worksheet that includes the data, is referred
to as an embedded chart; it is saved as part of the worksheet that created it. A chart that is
created on a separate worksheet is known as a chart sheet. Both types of charts are linked
to the source worksheet and are updated when the source data is edited. Charts can also
be embedded into other Microsoft Office applications, like Word or PowerPoint.

Objectives
e Create and edit charts
e Modify chart options
e Format chart objects

e Apply trendlines and error bars

Prerequisites

Excel Introduction or equivalent knowledge.

Related Training Available from ACS

All workshops offered by Academic Computing Services (ACS), a division of
Information Services, are free to KU students, staff, faculty, and approved affiliates. The
general public is also welcome to most workshops, but some ACS workshops require a

registration fee for them.

To learn more about or register for workshops, receive automatic announcements of
upcoming workshops, and track workshops you’ve registered for and have attended, visit
the ACS Web site at www.ku.edu/acs/train. You can also check our online schedule at
www.ku.edu/acs/schedule for a list of class offerings and their availability. For further
workshop related questions, please email training@ku.edu.
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Definitions

Term

Definition

Cell Range

A series of selected or related cells.

Axis

A line that borders one side of the plot area, providing a frame of reference
for measurement or comparison in a chart. For most charts, data values
are plotted along the value axis, which is usually vertical (the y-axis), and
categories are plotted along the category axis, which is usually horizontal
(the x-axis).

Gridlines

Lines that you can add to a chart to make it easier to view and evaluate
data. Gridlines extend from the tick marks on an axis across the plot area.

Data Label

A label that provides additional information about a data marker, which
represents a single data point or value that originates from a worksheet
cell. Data labels can be applied to a single data marker, an entire data
series, or all data markers in a chart. Depending on the chart type, data
labels can show values, names of data series or categories, percentages,
or a combination of these.

Data Series

A group of related data points that are plotted in a chart. Each data series
in a chart has a unique color or pattern and is represented in the chart
legend. You can plot one or more data series in a chart. Pie charts have
only one data series.

Data
Marker

A bar, area, dot, slice, or other symbol in a chart that represents a single
data point or value that originates from a worksheet cell. Related data
markers in a chart constitute a data series.

Plot Area

In a 2-D chart, the area that's bounded by the axes and includes all data
series. In a 3-D chart, the area that's bounded by the axes and includes
the data series, category names, tick-mark labels, and axis titles.

Legend

A box that identifies the patterns or colors that are assigned to the data
series or categories in a chart.

Trendline

A graphical representation of the trend, or direction, of data in a series.
Trendlines are used for the study of problems of prediction, also called
regression analysis. You can add trendlines to data series in unstacked 2-
D area, bar, column, line, stock, xy (scatter), and bubble charts.

Error Bars

Graphic bars that express potential error (or degree of uncertainty) relative
to each data marker in a series. You can add y error bars to data series in
2-D area, bar, column, line, xy (scatter), and bubble charts. Bubble and xy
charts can also display x error bars. You can select error bars and format
them as a group.

Academic Computing Services

© 2003 The University of Kansas

A Division of Information Services




ACS Computer Training
Excel Charting

Term Definition

Data Table | A grid that can be added to some charts and contains the numeric data
used to create the chart. The data table usually is attached to the category
axis of the chart and replaces the tick-mark labels on the category axis.

Tick Marks | Tick marks are small lines of measurement, similar to divisions on a ruler,
that intersect an axis. Tick-mark labels identify the categories, values, or
series in the chart. Tick-mark labels come from the cells on the worksheet
used to create the chart.

Creating a chart
Basic Bar Chart

To create a simple bar chart you must begin by selecting the data that you want included
on the chart. The cell selection can include any data labels that you want to display on the
chart.

Once you have the data range you want selected, press the F11 key to create the chart.

Using the Chart Wizard

Excel’s Chart Wizard leads you through the steps for creating a chart. There are four
main dialog boxes the Chart Wizard presents to you during the process. Once the chart is
created, you can access any one of the dialog boxes to edit the chart.

To create a chart using the Chart Wizard, use the following steps:
1. Click and Drag to across the cells that contain the data you want to chart.

2. Click the Chart Wizard button on the Standard toolbar:

DR ERY iBRT w- o %zwggm ..

Chart Wizard Button
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Excel displays the chart type dialog box:
HE|

Chart Wizard - S5tep 1 of 4 - Chart Type

Standard Types | Custom Types I

Chart tvpe: Chart sub-type:

1 du [

e K (Scatker)

|‘ Area

iZ» Doughnok

@f Radar
| surface b
@ Bubble

[ﬁiﬁ. Stack, LI

i

Clustered Column. Compares values across
categories,

Press and Haold ko Wiew Sample |

Cancel < Back. | Mext = I Einish |

3. In the Chart type list, click the chart type you want.
4. Under the Chart sub-type, click the chart sub-type you want.

5. Click the Press and Hold to View Sample button to see a preview of your chart:
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Chart Wizard - Step 1 of 4 - Chart Type |

Standard Types | Custom Types I

Chart type: Sample:
00
o o Firal
00 B Project
sa0 O Exam3
400 B Homwork3
O Exam2
F00 O Homeworkd
200 B Exam1
100 O Homework
a
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& Bubble \,3‘\#‘;@4%’9‘ ﬂ._f;ﬁp?u"‘
B, 5

[ﬁ;ﬁ_ Stock, ;I

tacked Column, Compares the
ontribution of each walue to a kokal across
ateqgories,

| Press and Hold ko Yiew Sample |

Cancel | < Back, | Mext = | Einish |

Excel displays a miniature version of the chart type you have selected.

6. Release the mouse button after you view sample.

7. Click the Next button.
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Chart wizard - S5tep 2 of 4 - Chart Source Data EE

[Daka Range | Series I

O Final

| Project
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Series in:  Rows

& Columns

Cancel < Back | Mext = I Finish

8. Excel displays the Chart Source Data dialog box.

9. To display the data properly you can change the chart orientation from reading the
data in Rows or in Columns by selecting the appropriate option.

10. Click the Next button.

Chart Wizard - S5tep 3 of 4 - Chart Options 2| |

; | Bxes I Gridlines I Legend I Data Labels I Daka Tablel
Chart title:

I 1

; 09

Category (=) axis: s
I o7
Series () axis: 06
I 05

: 04

Walue (Z) axis: 0
I %]

0.1

i

Zancel < Back | Mext = I Einish
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11. Excel will display the Chart Options dialog box.

12. There are several options to add to your chart. For example you can:

a
b.
C.
d.

e.
f.

. Add titles for the axis or main chart title

Modify the scale of the chart axis

Add or remove gridlines

Control the placement of the chart legend

Add value or percent labels to each data series

Add a data table to your chart

13. Click on the Next button

14. Excel displays the Chart Location dialog box:

Chart Wizard - Step 4 of 4 - Chart Location

Place chart:

o

|_|_I_ " As new sheet! IChartl

Suoas

Cancel |

Rl E ©oischiecting XM -
< Back | Mext = | Finish I

15. Choose to create the chart either as a new sheet or as an object embedded into the
existing sheet.

16. Click Finish to complete the process.

Modifying Charts

Once your chart is created, you can modify the look of your chart as well as the data that
is displayed in it.

Academic Corf
A Division of |

Fall 2001

3 Tamerla

1for

OFinal

W Project

O Exam3

B Hormwaork3

OExam2

O Homewnrk2
W Exam’

O Homework1

I

Selection Points

Chart Area

Chart Background

iversi,
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When you click on a chart to “activate” it, the Chart toolbar becomes available. If the
Chart toolbar does not display, you can click the View menu, highlight the Toolbars
menu option then select Chart from the Toolbars menu.

Chart Area v|‘v@|§|ﬁ|‘¥§

You can access any of the four steps of the Chart Wizard from the Chart menu:

Chart Window  Help

Chatt Type. ..

Source Data, ..

Chart Options. ..

Locakion, ..

Add Data. ..
Gadirendline. .
SR IEA

Using either the Chart toolbar or the Chart menu, you can make changes to the structure
of your chart. For example:

e You can change the chart type by using the Chart Type option from the Chart menu
or using the chart type b - button on the Chart toolbar.

e You can add more data to your chart by using the Source Data option in the Chart
menu.

®  You can add/remove data labels on your chart by using the Chart Options in the
Chart Menu.

e You can move an embedded chart to its own chart sheet by using the Location menu
selection in the Chart Menu.

Formatting Chart Objects

Excel creates charts by bringing several different graphic objects together. Most
individual objects can be selected and modified as needed. The key is to first select the
object you want to modify. The Chart toolbar can be very helpful when selecting the
appropriate object because it contains a list of all of the objects on your chart. Once you
have selected the object you want to format, click the Format menu.

To format the color of the Plot Area
1. Click the drop-down object list on the charting tool bar.
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~chat  ___ H
re——— = S E =

— Cateqary Axis
Category Axis Title
Chart firea o
Chart Title

Leiend

Yalue fxis

Yalue Axis Major Gridlines
Series "Homeworkl"

Seties "Examl”

Series "Homeworkz"

Series "Examz” i

2. Select Plot Area from the list.
3. Click the Format Menu

Format Tools Chart Window Help
Selected Plot Area..,  Ctrl+l

Shesk r

4. Click Selected Plot Area...
5. Click the drop-down color palette from Format Plot Area dialog box.

Fomat PotArea B
Patkerns |
~Border —Area
™ automatic " Automatic
e MNone 8 MNong
' Custom EEEEEEEN
HEEEEEEERN
le: |— vI
e EOCEEENEE
Color: I_j ECOEOENED
weight: |l Automatic | iens =
T JHE N
HEEEEEEREN
EEEEmEmm[NEEN
e : g g E g E : g Fil Effects. .. |
[ mooodomo
—— B[] Light Tl.|ru:||.|u:uisEI
TEEL L L —

6. Click to select a color from the color palette.

7. Click OK to accept the change.

To change the Font of an Axis

1. Double-click the Y-axis line.
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2. Click on the Font Tab of the Format Axis dialog box.

Format Axis EE |
Patkerns I Scale Font | Murnber I alignment I
Faont: Font style: Size:
I'l.-'erdana IBDII:I I 10
Trebuchet 15 Reqular d 3 -
Ikalic

% mz:l?r:'urill?usster LI Bold Italic j ié j
Undetline: Color: Background:
INu:une j I_ vl I.ﬁ.utnmatic j
ffects review
™ strikethrough
™ Superscript | AaBbCcYyfiz  __ |
™ Subscript

W auto scale

This is a TrueType Font. The same Font will be used on both your prinker and
YOUF SCrEern,

(a]4 Zancel

3. Select the Font face, Font Style, Color and Font-Size.
4. Click OK to accept the changes.

To Modify the Scale of an Axis
1. Float your mouse pointer on the Y-axis and right-click your mouse.

2. Select Format Axis from the right-click menu.

g00 =
Farmak &xis, ..

00 - Clear —
|

3. Click on the Scale Tab in the Format Axis dialog box.
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Format Axis EE3 |

Patterns | Forikt I Mumber | Alignrnent |

Yalue (%) axis scale

Auko
v Minirniurn: ID
v Mazirium: 00

[ Maior unit: |5III
¥ Minor unit: IID

¥ Category (%) axis
Crosses at: 0

Display units: INune vI I¥ show display units label on chart

™ Logarithmic scale
[~ Walues in reverse order

[~ Category (%) axis crosses at masximum walue

0k I Cancel

4. Change the Major Unit option to an increment of 50.

5. Click OK to accept the changes.

To change the Color/Pattern of a Data Marker
1. Click on a Data Series.
2. Click on the Format Menu.
3. Click Format Selected Data Series...
4. Click the Fill Effects button.

Format D ata Series HE
Pakterns | Bxis I ' Error Bars | Data Labels I Series Order | Ciptions I
rBorder Area
" Automatic € Automatic
& None  MNong
= Cuskom ENEEEENENR

EEEEEENE
Style: -
zve | | EDDEEEEE

Color: I Aukomatic 'I HEOOERECOE®EO
: Ooooooom|n
Weight:
OECdOEOmO
I~ Shadow EE(CEEEN
R T
—Sample

™ Invert if negative

OK I Cancel

5. Click on the Gradient Tab in the Fill Effects dialog box.
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Fill Effects EHE|

Gradient |Texture I Pattern I Picture I

—Colors Ll

Color 1; Zancel
 on i — | |
™ Two colars

¢ preses LLLLLLLY

—shading stvles
' Harizonkal
" Yertical
™ Diagonal up

™ Diagonal down
e From corner

™ From center

Underneath the Colors option click the One Color selection.

6

7. Click the drop-down menu Color 1:
8. Pick a color from the color palette.
9

Click OK to accept changes.

Plot a Data Series as a different Chart type

For example, you want to work with the chart that contains one student’s scores. For
comparison purposes, you also want include the data that shows the class average along
with the student information. However, you would like to see the students data displayed
as a bar chart, and the average data as a line chart.

1. Click on the chart.
Click the Chart menu and Select Source Data.
While holding the CTRL key, click and drag a new selection of data.

2
3
4. Click on the data series you want to display as a different chart type.
5. Click the Chart menu and Select Chart Type.

6

Click the Line Chart type.
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Chart Type EH
Standard Types I Custom Types |

Chart bype: Chark sub-type:

b
i

B3

fi
F_p ons Line with markers displaved at each data

v Apply bo selection
™ Defaulk formatting

alue,

Press and Hold ta Yiew Sample |

Set as default chart | Ok I Cancel |

7. Click the OK Button to accept the change.

Trendlines

A trendline is a graphical representation of the trend, or direction, of data in a series.
Trendlines are used for the study of problems of prediction, also called regression
analysis. You can add trendlines to data series in unstacked 2-D area, bar, column, line,
stock, xy (scatter), and bubble charts.

Add a Trendline to a chart
1. Click on the Chart.
2. Click the Chart menu and Select Add Trendline.

Add Trendline H
Type | options |
~Trend/Regression bype
e e L Order:
; It =
Linear Logarithmic Palynomial
v f Period:
Power Exponential Moving average
Baszed on series:
-
Average
-
oK I Cancel |

3. From the Add Trendline dialog box select the Trend/Regression type.
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When you want to add a trendline to a chart in Microsoft Excel, you can choose any
of the six different trend/regression types. The type of data you have determines the
type of trendline you should use.

4. Click OK to accept the changes.

Pie Charts

A pie chart shows the proportional size of items that make up a data series to the sum of
the items. It always shows only one data series and is useful when you want to emphasize
a significant element.

Create a pie chart

1. Click and drag to select the range of data you want included in your chart.
2. Click the Chart Wizard Button
3. In the Chart Type dialog box select the Pie Chart type.

Chart Wizard - Step 1 of 4 - Chart Type EHE |

Standard Types | Cuskom Types I

Chart type: Chart sub-type:
M Column -

B Bar
|ﬁ Line
b5 Y Fic

0 K (Scatker)

|“ Area

@ Doughnut

@r Radar
| Surface b
®: Bubble

[ﬁ;ﬁ_ Stack ;l

-

&%
<=

ach value ko a tokal while emphasizing

xploded Pie. Displays the contribution of
ndividual values.

Press and Hold to Yiew Sample |

Cancel | < Back | Mexk = I Finish |

4. Click on the Chart subtype from the options given.
5. Click the Next button.
6. From the Source Data dialog box, click to change the data range if necessary.
7. Click to change the orientation of the data from column or row.
8. Click the Next button.
9. From the Chart Options dialog box type in the chart title.
Academic Computing Services -15- © 2003 The University of Kansas
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To Add Data Labels to a chart

L.

In the Chart Options dialog box, click on the Data Labels tab.

2. Click on the selection from the choice of Data Label types

3.

Chart Wizard - Step 3 of 4 - Chart Options

Titles I Legend — Data Labels |

Data labels

& Nane F

" Show value D sx "
5% 14%

™ Show percent

" Show label x

& Ehow label and percent’

= Show bubble sizes

™ Legend key next to label
¥ show leader lines

Zancel < Back

| Mewxt = I Einish

Click the Next button.

4. From the Chart Location dialog box, click to choose location.

5.

Click Finish to create chart.

Printing Charts

Charts can be printed as part of a spreadsheet or as a separate object.

Print an Embedded Chart on a Separate Page

1. Click to activate the Chart you want to print.
2. Click the File menu and select Print.
3. Select the number of copies you want.
4. Click the OK button.
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Getting Additional Help

ACS provides consulting and Q&A help in a variety of ways:

785/864-0200
question@ku.edu
www.ku.edu/acs/help

To evaluate this course online, please visit www.ku.edu/acs/training/evaluation

Last Update: 11/05/2002
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