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MS Excel: Charts and Graphics

Lesson Notes
Instructor: Pamela Schmidt

Charts/Graphs

To create a chart, block off numbers and labels to be charted.

Note: to select non-contiguous (not touching) columns, or rows, select the first one, hold
down the control key, then select additional columns, or rows.

Use the F11 function key to create a chart on a separate sheet.

_or_ —

Choose the chart tool off the too bar to start the chart wizard.. | ﬂ

A dialog box will appear. Choose the style for the graph from this chart gallery.
After each selection is made in the dialog boxes, choose the next button to continue through
the wizard.

A dialog box will appear so that you may choose to graph by rows or columns.

Chart Wizard - Step 1 of 4 - Chart Type

Chart Wizard - Step 2 of 4 - Chart Source Data

Standard Types | Custom Types |
Chart type: Chart sub-type: Data Range | Series |

Chart Wizard - Step 4 of 4 - Chait Location

lace chart:

.| ©psnewshest:  [Chartl

Facked column with a 3-D visual effect.

Press and hold ta view sample

@ e | o [we ] ma || YOU May choose to put the chart
on a separate page or as an object in the current page.
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Pie Charts

Pie (or donut) charts pick up only one row or column. Select the row, with it headings.
Choose the chart wizard, then select the type of pie chart to be used.

é & j |L% B ire Chart Wizard - Step 1 of 4 - Chart Type EH ||

- 14 v| B I U |§ Standard Types | Custam Types |
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rie with a 3-D visual effect.

Press and hold to view sample |

laskets Martgage Loan Analusis @ | Cancel | < Back I Mext > I Einish | |
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Formatting Charts/Graphs

Click on any part of the chart or graph with the right mouse button. A shortcut menu will
appear with the commands available for that object.

Format Data Series ? | x

Shape I Data Labels I Optionsl

~Border Area
& Automatic & automatic
" None " Nong
" Custom EEEEEEEN

. I l HEEEEEEERE
Skyle: -

= EOCNENNE
Color: I Autormnatic 'l HOOREOENRO
ﬂeight:lﬁ (SN L NN (RN |

Em0OEoEd
EN(EEEN

Fill Effects. .. |

~Sample
‘ ‘ [ Invert if negative
Cancel_|
Format Data Series [ 7] x|

Patterns I shape Data Labels | Options I

ata label
 None

 Show percent

" show label

 show label and percent
" show bubble sizes

™ show legend key next to label

Ok I Cancel J
Format Data Series [2]x]—

Patterns | DataLabels  Options |

Angle of first slice: 0 5‘ Degrees

IV iiary colors by siice]

Bazkst 1

Format Data Series EHE

Patterns Data Labels I Options I

Column shape

IRy

Cancel_|

Foimat Data Series HE |

Patternsl Shape I Data Labels

Gap depth: i} 5‘

Gap width: 150 = I™ vary colors by point

Chart depth: o0 =

50 O East

[T B West|
30 0 Nortl
20
10

o

1st Qur 2nd Qtr 3rd Qtr 4th Qtr

Cancel |

Ecket 1

Be sure that the handles are around the object to be changed.
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AutoShapes

To insert a shape, use the Drawing Toolbar.

uD[aw' [% G; |F'.gt|:|5hapes'\ \DC}“&"i'i'E_EI@

pointer is taken over the document.

When a shape tool is selected, a cross hair will appear when the mouse ‘
Note: Use the shift key while dragging to constrain the shape.

The AutoShape button has a large selection of shapes from which to choose.

[ ] ) [
= O

|.ﬁ.gt|:|5hapes - [

;ﬁa‘ Lines

E}' Basic Shapes
% Block Arpows
Eﬂ Elowichart

v T v v v ¥

Note: grab gray title bar of pop up menu and drag to middle of screen to float the menu.

Selecting an Object

The white arrow is the selection arrow. [z

m m|
The little squares that appear when an object is selected are called
fhandl eso. O O

Resize

The handles can be used to resize a graphic. When the mouse selection pointer is /
taken over one of the handles, the selection pointer changes into a resizing pointer (two (2)
sided arrow.) When the resizing arrow appears, click and drag to resize the graphic.

Move
The graphic can be moved. When the mouse selection pointer is taken over the graphic,

the selection pointer changes into a reposition pointer. When the reposition pointer
appears, click and drag to move the graphic. ‘ﬁ

Note: Using the right mouse button to click on an object will bring up a menu of actions
allowed for the object chosen. Size and Position can also be changed under the Format
Picture or Format AutoShape dialog box.
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Format AutoShape

The drawing toolbar has several buttons to do the
most often used reformatting tasks.

Many more options are available on the menu under Format, AutoShape or Format, Picture.
(What appears will depend on the item selected.)

Fc_:rmat‘lools Data Window Help

[%  Aujgshape.. a1 1@ x ~4] %] |E
Bcv\'ll\\.f!a | |8
Column ——
= » TI;

%v&

|-Lﬂv£7év

Fgrmat|100|5 Data Window Help

3/} Picture...

Cirl+1

Row

Column

| &

>.‘:

F 4] 1|@1m%

$ % 9 |”_ iE | i .

Sheet

Format Picture

Format AutoShape &j

Colors and Lines | Size | Protection | Properties | Web ‘

Fill
Golor: I
Transparency: <l 4 & 0% =

Line !
Color: _E Style: !
Dashed: _— E Weight: 0.75 pt =
Connector:

Arrows
Begin style: End style:
Beqin size: End size:

0K ] [ Cancel

Colors and Lines Size Ficture | Protection | Properties | Web ‘
Crop from
Left: 0" = Top: 0 =
Right: o" = Bottom: 0 =
Image control
Color: Automatic E
Brightness: < n r 50 % =
Contrast: < % ) 50 % L
OK l [ Cancel I

Line

-

To choose a different color, or add effects, click on the small down arrow to the

right of the paint brush.

To change the type of line/border click
on the Line Style button.

To make other changes, choose the

More Linesé

will appear.

b ghlox o n

Color - the
color of the
linesborder .

Dashed —
changes the
linesbor der
from salid toA
several

choices of
dashed.

Style - singe
linefbor der,
double

litie/bor det, ete.

|
E:tr:.m o o Etm [ w5 _
di al o
B I Y]

If the object is aline, the type
of enud m ay be chosen.

Weizght - the
width of the
litefbor det .




Colors and Lines
Fill Colors

To choose a
different color, or add
effects, click on the small
down arrow to the right of
the paint bucket.

The Filll Effe

the creation of several types
of effects: Gradient,
Texture, Patterns, and
Pictures.

Texture
Fill EFfects

Gradient | Pattern I Picture I

Texture:

g)VO'icerer gnc_
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Gradient

Fill Effects

|
Mo Fill |

| Texture | Pattern I Picture I

alor Ok
EEEEEEEN © —
EEEEEEER i e
.DD.D..D ("I:r_eset
EOOECE ]
OO0 B @ pree
Horizonkal
s fu:ure FiWZ:I:uIm!s..I. afl 1o ;i:;::{alw E’
E|” Effects... :: DiEmeme e ’ E Sample:
From corner
&lv i * i - E ; f " From certer
Pattern
- EEEE HE

Pattern:

Gradient I Texture  Pattern | Pickure I

Ok |
_concel |

Cancel

AN,
RN

‘ Diagonal brick

Sample: Sample:
Other Texture.., | Foreground: Backaground:
[ —
Pictures
Fill Effects [12] Select Picture HE hl
Gradient I Texture I Pattern  Picture | Laak in: I[:l Windows j | @l I | i -[2] | El
Picture: Options [ 5tart Meru Buhbles.bmp QK I
e | Personal ) Sysbckup @Carved Skone.bmp
Fif @ Syskem Circles .bmp Lcell
profiles Cremp JfClouds.bmp Advanced. .. |
Qfrionl @ Template Forest brap =
Received Files ] Temporary Internet Files Gold Weave, bmp
Recent @ Wangsamp Houndstooth .bmp
SendTo [ wordview Inder sidhu.brmp
Clouds Shellrew Black Thatch.bmp Internet Explorer Wallp
Spool Blue Rivets.brmp Metal Links.brp

Selectk Pickure,., |

Sample:

1 |

Find files that makch these search criteria:

File pame:

Files of type: IP.II Pictures (*.emf;*.wmf;*.jpgj*.jpegjj Last modified:

j Texk or properky: I 'l Eind Mow |

2

Iany time - l Mew Search |

|21 file{s) Faund.

6
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Order

Objects placed in a document are placed on layers as if they were transparencies being
layed one on another.

To change the order of an item, click on it with the right mouse button.
Choose Order from the pop up menu, then the desired action.

4

g | Cut 4

=3 Copy
[ Paste

Add Text

Grouping
‘ Order % | 4 ‘
Assign Macro...

Set AutoShape Defaults

“:ﬁ Bring to Front
4% Send to Back
__i] Bring Forward

%, Format AutoShape... |
L1 Send Backward

Y LLnrdinl

Grouping

Individual objects can be grouped
into one object.

Select the objects to be grouped :
by clicking on the first object, hold $ Cut

the shift key, and select the 2 Copy
remaining objects. [ Paste

Let go of the shift key and use the I8 croup

]

2d 2L L

gt E g, i
I?lHr{I.]qH;\]
S: *

right mouse button on one of the

. . Order * IEI [RmrEE
objects to bring up the shortcut 1 Rearoun
menu. Set AukoShape Defaults —

On the shortcut menu, choose 9 Format Autpshape...

Grouping, Group. W Hnerlinke.

The grouped items will have one
set of handles.
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Effects

3'D ﬂ

Shadows B

Shadow Settings
< M- -

m| & W,

+r
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Text

Text Boxes

Use the text box tool to add text to any object.
Click on the tool, then click on the object. Type desired text.

[l

Word Art
Use the Word Art tool to make stunning headings.

Al | Edit Text... | K %%

Al
| —GAVAWEGS
v ow P N P WA AR A
orMemawp e

PAdAV SN N\
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Graphics
Clip Art -
: Clip Art v x
To insert a clip art from the gallery, from the menu choose Insert, Picture,
. , Search for:
Clip Arteé
Insert | Format Tools Data Window Help Sjla::l:;nns ITZI
Bows [l - = 2= Search for the desired topic. Resisshold be:
Columns |§ S 1E | :§| s ° A i . All media file types
Workshest === . Any clip art that appears with a globe in
il chart. e T [ the bottom left cor on M
fe Eunction... web site and not stored on your
Name > Computer.
| Picture > H% Clip Art.. |
.| Hyperlink.. Ctrl+K | &l From File.. . i
Drag the clipart to the document. ﬂﬁ
[l @
@ Organize clips...
. ‘U"J Clip art on Office Online
PI Ctu reS &) Tips for finding clips
To insert a picture from a file from the men.t
Insert | Format Tools Data Window Help . .
R a In the dialog box that opens, choose the desire
OWs - | - n - . ~
= A |8 = pictur e, then click the Aln
Columns |g = e :§| $ 9
Worksheet
Wl Chart.. E | F |
J< | Function..
Name [ 2
| Picture » | & Clip Art..
¥, Hyperlink.. Ctrl+K |Lj From File... ‘
g @] AutoShaped

10




