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Excel Basics
Calculation and Formula
Charts

Other Spreadsheet Works on

Excel
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3. Charts

1) Inserting a Chart into the Worksheet
2) Customizing a Chart

3) Printing a Chart
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3.1 Inserting a Chart into a Worksheet

Example: Inserting a Column or Bar Chart (2-D Column)

File Home Insert Page Layout Formulas Data Review

= EEED N e W (2) Under Insert —> Charts, click I I ~ to

N 3, I,F? 1 Rl RS R l I"@“

- il - - | select Column or Bar Chart

Tables | llustrations Add- I Recommended PivotChart =] )
= = ins= | Charts D - v 1 Map -
L____Ehais_____lllTaurs
F3 - Je || 500
- > ; : = (3) Select one of the 11~ la- 1 g g

2-D Column

| 1s‘surve.>y. 2""survey chart under 2'D

o (dm>/aA (A8

A
2 [ (1) Select Data
3

A

Range
A , B , C , D E F 3-D Colum
1_ Kt su}vsy s su;vey
2 | Book(s) 200 250
3 Media(s) 200 500
4 | (o} O O
= Chart Title 5D Bar
?_ 200
8 500 =1 - -
9 299 — = .
~ | 300
1[}_ ()200 @
11 3-D Bar
> | 100
o
1%t survey 2" survey % @ ﬁ
m Book(s) ® Media(s) = (2
r'\
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3.1 Inserting a Chart into a Worksheet

** After the chart has been inserted, two tabs, Design and

Format will be add under Chart Tools
Chart Tools

Design
4 Design tab for changing chart’s overall look, data range,

and organization

v Format tab for formatting individual components of the
chart

< To get these two tabs to be available, you need to
select the chart by click on a part of it first.
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3.2 Changing Chart’s Design

Select the chart, then click Design tab under Chart Tools,

H - - Book222 - Excel
File Home Insert Page Layout Farmulas Data Review i 2 Tell me. Sign in Q,_ Sh
=] - r S—— T ¥ : 1
R 0ET e e = e S il
=fia [l==: ] - I = = ii - = :
Add Chart Quick Change | ._I__ _l.. |_| ll == == = 10 Switch Row/ Select Change Mowe

Element= Layout~ Colors~ " Column Data Chart Type  Chart

Chart Layouts Chart Styles Data Type Location

then select what you want to change about the chart:
1)  Add Chart Element: adding a component into the chart.
2) Quick Layout: selecting pre-made components organization for the chart.
3) Change Colors: change color scheme of the components.
4) Chart Styles: select pre-made design for the chart.
5) Switch Row/Column
6) Select Data: change data range for the chart.
7) Change Chart Type

8) Move Chart Location: move the chart to another worksheet.
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3.2.1 Add Chart Element

This allow you to add Chart Element or a component of the chart

a) Axis Titles: labels for of the -

S MINGHY
horizontal (x) or vertical (y) axis Wahdodaya
. mBook(s) mMedia(s)
b) Chart Title: name of the char><
itself.

c) Data Labels: the value of the

data points

d) Data Table: the table containin

the data themselves

e) Legend: label for each
bar/line/pie




3.2.1 Add Chart Element - Example

1) Adding Vertical (Y) Axis Title

(1) SEIQCt the chart Home Insert Page Layout  Formulas Data Review  View
— ] a8 | ; i
Besgl s sy racifiai R
(2) Select what you want to L & e : ' i "WE
Mﬁﬂhﬂrrt Cluick Change 5 !—-__ = 0 -5 - =
add: Element = Layout - Colors - *
il Axes b Chart Styles

Under Design tab, click ¥ B st |

Primary Horizontal

under Add Chart Element & ChartTitle  » = = c =
i Data Labels -
command M Zetatedes Uiy Primary Vertical el 1 |adsil 2
@ [ata TEE'E [ Iﬂl} 25'}
. . Wy Error Bars b Maore Axis Title Options... 2300 LS00
(2.1) Select Axis Titles 4 Gridines o o
) ) ] Chart Title
(2.2) Select Primary Vertical dr Legend '
o Lines 600
| Trendline k 06
® Primary Horizontal Axis Title: B % 400
e Sr= ~ | 300
® for X-axis 11 Z| 200 ?
19| Result: Label for sil
® Primary Vertical Axis Title: = 5
131 will appear = -
® for Y-axis 14 AN 1 adon 2
15 :
— E Book(s) N Media(s)
1.5_ ™ %
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3.2.1 Add Chart Element (cont.)

You can edit the text on the chart, such axis titles or chart title,
as followed.:

1) Changing the location of the textbox such axis titles or
chart title

® Click the text box and drag it to the new location, or

use Add Chart Element to set the new location

2) Remove the element from the chart

Click the text box and press Delete or use Add Chart

Element and set the location to None
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3.2.1 Add Chart Element (cont.)

3) Editing the text in the textboxes

® Click the textbox such as, Chart Title (or Axis Title) then type the new

text
Example of changing chart title and y-axis title
- - (_.'.hart Tlt!_e _ D ¢ - TrmemENNUINEET ~
c00 -==- \__uru'lnc'naqa__,’
500
VPR -3
S 2 300 I/ 21400
| = BoO a }:oo
v = hoo ‘ a
\ '/ \ ‘r 1200
100 -7 100 l
o 0

Aason 1 Ason 2

Aasan 1 AsIn 2
m Book(s) = Media(s)

® Book(s) m Media(s)
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3.2.1 Add Chart Element (cont.)

2) Adding Data Labels Example

(1) Select the chart

(2) Select what you want to

add:

Under Design tab,
click ¥ under Add Chart

Element command

(2.1) Select Data Labels

Add Chart Quick
Element = Layout -

P

Axes

Aoz Titles
Chart Title
.Data Tahle
Error Bars

Gndlines

%EE[@E-&H@EQ

Legend

(2.2) Select Center (putting | .- ;E:d“ne
| Up/Down E

it at the middle of each

bar)
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EDD:I Inside Baze

filfz Qutside End P
f
» \
|‘|-||‘|-| Data Callout ~
Maore Data Label Options... A 1 asan 2
él\ " mBook{s] ®mMediafs)
.

- . "-'""""'.':"‘ """""" MU Lo T
*%* | | FE i S
Change _IEI__! _|_| ] sE &5 i il

Colors ~
3 Chart Styles
b
I
b
' - - 1. E F G
» :| =X — e ,
[ Mone w1l |asau 2 |
' 200 250
b ; = 300 500
; . LCenter = =
, (LS o—— c
NMUE IR Y
- | L w
¥ Iﬂf‘ﬁ Inside End Hwnnamng:
b




3.2.1 Add Chart Element (cont.)

3) Adding (Legend)

1L @ | = i o
AT [ — | i = gt e
(1) Select the chart Add Chart Quick  Change | _!_l__!! il ;_| - el
ww Layout= Colors~
(2) Select what you want to i, Aues b Chart Styles
add: Idh  Axis Titles 3 £
) M Chart Title b |
i ; } [ D E E G
ili Data Labels ' T T T T T
Under Design tab, ; EEIE TabIIE : | o fafel |afedi2 |
i it Tl _ | Book(s) | 200 250 |
click ¥ under Add Chart d EvorBare b | [Media(s)] 300 500
Element command f‘ri_d.li.nes : ] f-‘.‘luvﬂui'\\:'}uli'nl.-'fuu i
- Leges r | ﬁlﬁ"tﬁjm"aqa
(2.1) Select Legend g Linss [px  tone P e & C
538 L - ® Bookis) m Media(s) _
. . ._-"T dli s i N . e e e ==
(2.2) Select Top (putting it 5 e mE  Right
s _ | ===
on top of the chart) 11 | [ Ier
12 | .
13 | _ Eiflp  Left
14 | %I 1 Asan 2
15— : : |.[|][|l Bottom
16 . | === O~ .3
}g_ More Legend Crptions...
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3.2.2 Using Quick Layout

Example: Assigning Layout1 to the bar chart

B sy © | vemsmm | ymenrere L
| _'|_ . L = B i S
Add Chart | Gtk Change 't'.;l I_I il I| f = o T;:_;_i
(1) SG'ECt the Chart Element = Lagm:l‘ J:ql.nr.'r_ s
Chart L&
/
(2) Select the chart chart 31
. F G
design you want Vel |efo2 ',
== : _ e
Under Design tab, 31y e | i | %dm(s} 300/ s00]
. R | pr === | 4 st . L
click ¥ under Quick P oo
O O
Layout, then select
Layout1 [ ——
m Media(s)
RGN 1T @asan 2
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3.2.3 Using Change Colors

Example: picking a new color scheme

- =a e e =
B y=laf e darire e igie-sie
(1) Select the chart IR (0" jege| 1 5 = B
Add Chart Quick Change| I I il 1 sE £ 3
Element - Layout - W‘f

Chart Layouts Colorful E Styles

el | | || |
» EHENEEEN L
. .... nl |esen2 |
> EE EEE s

w L=
Monochr——*- oL
| Colord | uETUIUY G Y

..-- Il — Jandernya
= | ||

Colorful group 9| my | | ||

10

Y _ ..[.

(2) Select the color scheme

Under Design tab,

click ¥ under Change

Colors command, then _—

select Color4 under

mwim.m¥-w fad =
i e e b ) e |

o

D H Book{s) ‘
m Media(s)

12 |

13

14 |

15 adai 2
16 )
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3.2.4 Using Chart Styles

Example, assigning chart style Style10 to the chart.

= Insert Page Layout Farmulas Data Review Yiew
(1) Select the chart 3 T o - —
-: Change : '—!:—I it |__| - r: - 'ﬂ:‘—f' Switch
(2) Select the style v Colors= — Colu
. | ad caa caa [
Under Design tab, | == = o
click Style10 from the N e | oo | 255 . H
| i _ ofiZu | Shyle 1D
Styles group. “m B omal
TIEITUITUTY —_j
dni3eu |
niLnfviaua R d
Q DIBook(s) EIMedials) @
1000 O O
500 ll:i
o1 o 1
asam 1 AYaT 2
™ ™ et
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3.2.5 Switch Row/Column

Example of switching row and column

(1) Select the chart

(2) Under Design tab, click Switch Row/Column |

SV IUATUIUY
UnLsauy
IS RLEE G

DIBook(s) EIMedia(s)

1 R

Switch Row Selec
Column Dratz

Crata
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3.3.6 Changing Data Range with Select Data

Example: changing data range form cells D1 to F3 to D1 to E3

(1) Select the chart =N - I

(2) Under Design tab, click Select Data CE @ E@' |
= _ Switch Row)S 5Select
- Column Data
Crata
Select Data Source 1 X
Chart gata range:  =SheetiSOSTSFSY <——. %| | (3) Change the data range
;C—' -@Mmﬂﬂwﬁcﬂimﬂ | | | --------------- - from cells D1:F3 to D1:E3
Legend Entries (Series) . Horizontal (Category) ﬁi Labels
7 Add | CFEt | XRemove & v || [GEdt
I At 1 M Book(s)
M adiit2 M Medials)
* Hidden and Empty Cells Ok || cancel | (4)Click OK
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3.3.6 Changing Data Range with Select Data (cont.)

Example: changing data range form cells D1 to F3 to D1 to E3 (cont.)

A B C D E F
1 i Aasdn l  |asan 2 i
2 iﬂmk[ﬁ} 200 15ﬂ|
3 [Media(s)|___300] __ 500
1000 0O Old data range
500
0
Book(s) Media(s)
400 O .
200 I_l | |
0 O New data range
Book(s) Media(s)
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3.2.7 Changing Chart Type

Example changing from Column chart to Line chart

@ ? I I | Change Chart Type ? >
ilii =TT T T T T~
Switch Row,/ Select Change (3) SeIeCt Llne caterW’ =~ ~
Column Data  Chart Type f\ —— ’ I S
ECEN \ i \
pata fvpe Il Templates \' W \N /\\/ L/\\' }/\i/ / RJ&F‘— /l
/ Il Colurmn \f 7o
(1) Select the chart. ’ P ‘ Llﬁ'e\ (4) Select chart type -
® Pie E’1£I-U’!'I.E:I'I.I.?1.I_ TTTTT _E’Ea:n"m:t'u
(2) Under DeS|gn tab click ’ E Bar ‘ unLFau aniEau
] W A 1 Aetiaya AuinAstiaya
FEd 1 ST HTE pp— Bkl Mt
Change Chart Type ll G S | # ..__:
I i1 Stock | , —_ ; =
@ Surface I i mas:: e ane
ERUNR RPN “ % Radar !
Vilindvraya I - ’l
Oafov 1 Oa%v 2 \| @ Sunburst I
600 o \ |l Histegram ]
\ @ Box & Whisker
= \\h-ﬂ] Waterfall  /
/
200 &y Combo .
0 s (5) Click OK
Book(s) Media(s) ok || Cancet |
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3.2.8 Moving Chart with Move Chart Location
To move a chart: o JEEEN Format O Teime. S

(1) Select the chart. l ﬁ % i l @

. . - — | Switch Row/ 5elect Change Mowe
(2) Under Design tab, click Move Chart - Column  Data  ChartType Chart

Data Type Location

(3) Select the worksheet to move the chart to

(3.1) New sheet : if you want to Move Chart ? X

. . Choose where you want the chart to be plated:
create a new worksheet, with just the —

i ﬂ O New g;l) Chartt
chart in it. You need to provide the AL Al
chart name - 3.2 .
] @thec(t ) [Sheet1 [
(3.2) Object in: if you want to move = ;
OK | Cancel

the chart to an existing worksheet

You can also cut/copy and paste

the chart!
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3.3 Printing a Chart

** To print a chart
v select the chart
v’ Click File tab

v Click Print

Copies: |1 - |

Print
Save As Printer
Canon iX6800 series WS
AL 5 oine
Rios Printer Praperties T L e
Share Wi dadaya
Bxport Se‘l‘h ngs e i 1 —nfaid 2 .
Print Selected Chart 3o | !
Publish Only print the selected chart § 300 1 = |
= 200 |
Pages: | :| to | : T oo | !
Close — » s a J
Print One Sided B Baakis) Wradisis)
Only print on one side of th..,
= Collated
Account |_ -
.23 123 123
S Portrait Orientation -
|:| Letter 8.5"x11" 22x28cm o
21,59 cmx 27.94 cm
@ Mormal Margins B
Left 1.78 cm Right 1.78 cm
Page Setup 4 i-‘l_ of1 ¥
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