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CREATING CHARTS

: : INFocus

They say a picture is worth a thousand words. Well, a chart
in a worksheet can be worth a thousand numbers! Charts
are used to summarise data, reflecting proportions, trends,
and anomalies in your data far more effectively.

The really neat feature of charting in Excel is just how easy
it is to create a brand new chart.

In this booklet you will:

v/ gain an understanding of how charts are created
and presented in Excel

gain an overview of different chart types

learn how to create a new chart in Microsoft
Excel

learn how to work with an embedded chart
learn how to resize a chart

AN

learn how to drag a chart to another location
learn how to print an embedded chart
learn how to create a chart sheet

learn how to change the chart type of an existing
chart

D N N N N

\

learn how to change the chart layout of an
existing chart

v learn how to change the style of a chart
v learn how to print a chart sheet
v learn how to embed a chart into a worksheet

© Learning and Development Service Page 2 Creating charts



Microsoft Excel 2010 - Level 1

UNDERSTANDING THE CHARTING PROCESS

Charts provide a visual way of seeing
trends in the data in your worksheet. The
charting feature in Excel is extremely
flexible and powerful and allows you to

create a wide range of charts from the
worksheet data. But the beauty of the
charting process is that it is delightfully
easy and simple — once you know how.

The Charting Process

There’s no rocket science here — to create a new chart you simply select the data that
you want to graph then, from the Insert tab of the Ribbon, choose the type of chart
you want. As soon as you have clicked on the desired chart type a new chart will be

embedded in the active worksheet.

e Embedded Charts

Charts that appear within a worksheet are known as embedded charts. A chart is really
an object that sits on top of the worksheet — unlike numbers and letters, charts are not

actually placed into worksheet cells.

1
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e Chart Sheets

If you want to keep your chart separate from the data you can move the chart to its
own sheet. Chart sheets make it easier and more convenient to work with your chart
because you’ll see more of it on the screen — since the data is not there!

- k|

ChartTitle

an Feb

War

Wy n

1050254 1,547,000

1458385

1358654 1,557,147

1524258 1,885,508

1599858

1582563 1,896,155
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CHOOSING THE CHART TYPE

A chart is far more effective at types of information. Some charts show
communicating results, outcomes or trends simple relationships between values, while
than a table of figures displaying the same others are designed for quite technical
information. Different chart types have purposes. Here is a summary of the use of
been created to communicate different different chart types.

Chart Type Use

Column, Bar, These chart types, either in 2D or 3D, are used to compare

Cylinder, Cone, values across categories. For example, they could compare

Pyramid the populations of different countries.

Line, Area Lines in 2D or 3D are perfect for showing trends such as sales

or employment figures. An area chart is basically a line chart
with the area below the line filled in.

Surface The surface chart plots trends in two dimensions. You could
use this to plot departmental sales figures over time. The
chart then shows you the trends between departments, as
well as the sales trends over time.

Pie, Doughnut If you want to show proportion, such as the sales figures from
different departments that make up a total, then the pie and
doughnut charts are for you. The doughnut chart varies only
from the pie chart in that it can display more than one series

of values.
Technical Chart Options
Stock The stock chart type has been designed to show the stock

figures for a day, and the trend over time. At its simplest, you
can plot the high, low and close figures, and at its most
complex, the volume, open, high, low, and close. It can be
adapted to show the relationships between any 5 sets of
values.

XY (Scatter) Scatter diagrams are used to display the relationship between
two variables. For example, you could research the age and
price of a series of cars, and plot the values you find. You
could also investigate the height and weight relationship of a
group of people.

Bubble The bubble chart is a scatter chart with a third set of values
that determine the size of the bubble marker. For example, it
could be used to show the concentrations of a particular metal
at different times, sampled from different depths in a dam.
The position on the graph would reflect the depth and time,
and the size of the bubble would reflect the concentration of
the metal.

Radar A radar diagram is designed to show the change in values
from a central point. For example, it can be used to show
mobile telephone coverage, including multiple networks and
multiple measurements.
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CREATING A NEW CHART

Generally you should select only raw data —
not the totals or subtotals. Headings at the
left and at the top often present themselves
as the legend or axis of the chart.

Creating a chart is really easy in Excel. You
simply select the data to chart then access
the chart type you want on the Insert tab
of the Ribbon. The only tricky part is
selecting the correct data to chart.

Home [Insert} Page Layout Formulas Data Review View Add-Ins |
Try This Yourself: f7 T Q 1 =
PivotTable Table Picture Clip [olumn}Bm oc:h ErChrt Sparklines| Slicer | Hyperlink Text Hea
A A - Art M - ar - er Charts ~ M Box &Fo
Before Startlng this Tables | Tlustrations 2-0"¥olumn | Filter \ Links | Text
g o exercise you MUST open A3 - A M
ST the file E817 A e ] i = F [ & [ =
Charting_l.xlsx. . %Alphems Global Enterprise PV —
2 | 3 |Revenue Jan May Jun Total
1 Click on A:_D” hold down | 4 |Auckiand 1,060,254 m M M ﬁ’ﬂl 358,654 1667147 | 8524 548
Shiftl and click on G7 to ' 5 |Dublin 1524294 | cylinder 542963 1,896,159 | 10,038,370
. | 6 |Melboume 3.521,487 265,665 2.568,666 | 16,563,934
select the range A3:G7 7 |ew York 2,531,225 Jdl[]i J_Eﬂ J_!ﬂ ﬁiﬁ 977.568  2.477.332 | 14,609,444
8
Vxe haVedseleCted Only zTolal Revenue 8,627,260 Cone ,134,840 8,489,204 49,756,296
the raw data... | 10 | ! !! ' ‘
- A /
2 Click on the Insert tab (12| —
of the Ribbon, and click %
on the Column tool |ali” 15| | A b
in the Charts group to B il a0t ypes.
see a gallery of Column e
chart types e
3 Click on the first option
in 2-D Column — the
A [ 8 | ¢ D 3 F G H 1
Clustered Column 1 [Alpheius Global Enterprises
chart type 2
| 3 |Revenue Jan Feb Mar Apr May Jun Total
Excel will now create a | 4 |Aucidend 1,050,254 s nea e >
A ) | 5 |Dubiin 15242 +000.
chart and place it (i.e. | 6 |Melboume 35214 3,500,000
embed it) in the 7 e Yori 25912 | 00000
worksheet for you... | 9 [Total Revenue | 8.627,2( 3500000 | o Auckiand
4 Click on Al to deselect i 2,000,000 | = Dutlin
the chart 2/ 150000 - elboune
m 1,000,000 -
| 15| 500,000 |
|16 |
17|
[ 18]
|19

For Your Reference...
To create a chart:

Handy to Know...
e When a chart is active the Ribbon

1. Select the range to chart shows additional Chart Tools tabs with
2. Click on the Insert tab of the Ribbon, commands that are used when

and click on the Column tool in charting.

the Charts group
3. Click on the desired chart type
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As a default, a new chart will be placed in
the active worksheet, which is usually the

one that contains the data. Charts are
placed over the top of the worksheet,

embedded as objects. When you want to

Microsoft Excel 2010 - Level 1

WORKING WITH AN EMBEDDED CHART

work with a chart you must select it — this
can be done by clicking on the chart. The

chart itself is made up of many objects and
these too can be selected by clicking on

them.

A | 8 | ¢ D E F

Try This Yourself:

Alpheius Global Enterprises

Revenue Jan Feb

Continue using the
previous file with this

File

.Iun] Total
Evea Cvm

Auckiand 1,060 5

S
16245 4000000
3,521,

Dublin

Melboume 3,500,000

New York 26312

Same

exercise, or open the file
E817 Charting_2.xlIsx...

Move the mouse pointer to
the border of the chart and
click once to select the
chart as an object

The border of the chart will
thicken to indicate that the

=

8J6[8 3]s ]6]z[s s B ]s]e = |~]o[u e o]~

3,000,000

Total Revenue 8,627, 2,500,000 -
.| 2,000,000 -
1,500,000 +
1,000,000

500,000 +

Jan Feb Mar Apr May

m Auckland
® Dublin
® Melbourne

W New York

chart is selected. In
addition, the range of data
used for the chart will be

Jan Feb Mar Apr May

Jun
Ew

Total

1,050, 77

enclosed in coloured lines.
The Ribbon will show
chart-specific tabs and
commands...

Click on the chart legend
to make it the active
object in the chart

Click on the vertical axis to
make it the active object

Click on the horizontal axis
to make it the active
object

Click on the border of the
chart to make the overall
chart the active object
again — notice that the
coloured lines have
reappeared

Click in cell Al to deselect
the chart

1,524,
3,621,

25312

8,621,

|| 2000000 -

1,500,000 -

=
4,000,000

3,500,000 -

3,000,000 -

{1
2,500,000 m Auckland
B Dublin

B Melbourne

 New York
0 O

1,000,000 ~

500,000

1,050,37%

1,524,
3,521,
2531,

8,627,

Jan

Feb Total

Jun
F

T T T T T

=
4,000,000

3,500,000

3,000,000

2,500,000 - W Auckland

2,000,000 - ® Dublin

L]

1,500,000 - Melbourne
B New York
1,000,000 +

500,000

For Your Reference...
To select a chart and its objects:

Handy to Know...
e Once an object is selected, be it a

1. Click on the border of the chart to
select an embedded chart

2. Click on the various objects of a chart
to select them

chart, a legend on the chart, or the
like, you can right click on the object to
see a shortcut menu specific to the
selected object.
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RESI1ZING A CHART

dots in them. You can also resize a chart
using the commands that appear in the Size
group on the Format tab of the Ribbon that
appears when the chart is selected.

There are two main ways to resize a chart
if you are not happy with its current size. A
chart can be resized by dragging one of
the sizing handles around the border of a
selected chart. These handles appear with

A [ & | ¢ D E F G | H 1
o 1 Alpheius Global Enterprises
Try This Yourself: 2]
3 Revenue Jan Feb Mar Apr May JunI Total
Continue using the %g:;:;ﬁ"d 12;3 " 1000000 - ’ B
g o previous file with this 6 | Melboume 35214{ 3500000 |
S iL exercise, or open the file 7 e Yok 2202 ono00 -
E817 Charting_B.XISX... ETDlﬂl Revenue 8,627.2 2,500,000 | m Auckland
. 10|
1 Click on the chart to select | [ il 2:°°j-°°° 1 = Dutin
a ® Melbourne
it |12 | ,000 .M
. % 1,000,000 - ew vork
2 Move the mouse pointer to | |1
.. == 500,000 -~
the sizing handle on the |16
left border of the chart =
until the mouse pointer E
changes to a double arrow The pointer changes to a double-headed arrow when
3 Hold down the left mouse positioned over the sizing handles
button and drag left until
the chart is about 25% A [ & [ ¢ [ o [ e [ ¢ [ & [ !
Iarger | 1 Alpheius Global Enterprises
2
You can also resize a chart | |2Rowewe [ _Feb M Ao Way __du Tou
from the Ribbon... |5 Dublin || 4000000
i | 6 Melboum{ 3 spp000
4 Click on the Format tab of 7 NowYok o
. : 5 000,
the Rlbbop and _notlce "5 Total Rel 2500000 | o
that there is a Size group o 1 5000000 | = bublin
q . == L
5 Click on the up spinner 12| 1,500,000 -  Melbourne
13 B New York
button El of the Shape 4] 1000000 |
Height tool until it shows = 500,000 4
8.5cm [17]
. . 18]
6 Click on the up spinner 13|
button E| of the Shape
Width tool until it shows 9
18 cm
7  Click on Al to deselect the | et charting 3aisx - Microsoft Excel
Chart Formulas Data Review View Add-Ins Design Layout
ﬁsha;:leFillv w é - [ Bring Forward [EN il762em =

> 5]
Sﬁ.SeIed:ion Pane Sl

Arrange |

- zshape Cutline = &y send Backward

) (=]

Shape Styles

Quick
Styles =
1 | WordArt Styles 1 |

. 571592 tm

= | & Shape Effects ~

Size

For Your Reference...
To resize a chart:

Handy to Know...

e Generally you would drag the sizing

1. Drag one of the eight sizing handles on
the border of a selected chart
OR:
1. Click on the up/down buttons of the
Shape Height and Shape Width tools

handles when you are interested in
getting an approximate size change
and use the tools on the Ribbon when
you need to size the chart precisely.

© Learning and Development Service

Page 7

Creating charts



Microsoft Excel 2010 - Level 1

DRAGGING A CHART

It’s unlikely that a chart embedded in the position by dragging the border of the chart
worksheet by Excel will be exactly where to the desired location. The chart obviously
you would like it to be. You can easily must be selected before it can be dragged to
relocate a chart to a more appropriate a new position.
flue 1 Jan Feb War Apr Way Jun Total |
Try This Yourself: 000,000
q R o 3,500,000
Continue using the fork
previous file with this ol 20
exercise, or open the 2,500,000 B Auckland
HDublin

file E817 | 2000000
Charting_4.xIsx... ‘

Click on the chart to [ I

mMelbourne

1,500,000 -
mNew York

R +;3 1,000,000 -~
select it T3

Move the mouse
pointer to the border
of the chart until the
mouse pointer
changes to a four-
headed arrow

3 Hold down the left
mouse button and
drag the chart below
the data so that the
Totals row in the
worksheet is visible

500,000 +

N = same File

A | 8 | ¢ D E F G H ] )
Alpheius Global Enterprises

Revenue Jan Feb Mar Apr May' Jun Total

Auckland 1,050,254 1,547,000 1,488,369 1,523,124 1,358,654 1,657,147 8524548
Dubiin 1,624,294 1685548 1,599,854 1,789,552 1542963 1,896,159 | 10,038,370
Melbourne 3,621,487 2985448 2741221 2521447 22550665 2,558,666 | 16,583,934
New York 2531225 2,621,889 2463,999 2547441 1977558 2477332 | 14,609,444

4 Click on A1 to
deselect the chart

Total Revenue 8,627,260 8,839,885 8,283,443 8,381,564 7,134,840 8,489,304 49,756,296

4,000,000

3,500,000 -

3,000,000

2,500,000 - W Auckland

W Dublin

2,000,000
mMelbourne |
1,500,000 -
mNew York

1,000,000

500,000 -

BRI R RN BN AR AR RGN N RS

For Your Reference... Handy to Know...
To move a chart: e You can also use the standard cut and
1. Click on the chart to select it paste commands to move a chart. Click
2. Move the mouse pointer to the border on the chart to select it then use the
of the chart until the mouse pointer Cut command to copy it to the
changes to a four-headed arrow clipboard. Click in a new location and
3. Drag the chart to a new location use the Paste command to paste the

chart there.
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PRINTING AN EMBEDDED CHART

When you print a worksheet, Excel will
print whatever is in or embedded in that
worksheet including charts. This makes it
easy and convenient to print both the chart

and its underlying data. All you basically
need to do is to position the chart in the
appropriate location then access the print
commands in the normal way.

Ao~ gi-l= EB17 Charting_5.xlsx - Microsoft Excel =lE )
- File Home Insert Page Layout Formulas Data Review  View  AddIns a@ o=@ =R
Try This Yourself: ? =
Print =
. q ave As S
o Continue using the - & | o R
— - - . - Print
T  previous file with this £ close L
o  exercise, or open the info Printer
% flle E817 Recent / /::E::;uewauwazcﬂasc . s s
¢ Charting_5.xIsx... New Rusas -
Settings
1 Click on the File tab on [ Pt s .
the Ribbon, then share e SR AR SR LR AR |
selec_t Print to see a "’ B .
preview of the data and ==
£ ions Portrait Orientation A
the chart Qe == :
Not all of the chart or e
e ol Margins .
data ma_y be V|S|b|e SO L Left: 178 cm  Right: 178 ..
we’ll change the B et st ™
orientation to e B
landscape... P og
2 Click on the drop arrow o
EI for Portrait
Ol’ientation in i d9- g l= EB17 Charting_S.xlsx - Microsoft Excel E‘Q_E
Settings and CIle on Home Insert Page Layout Formulas Data Review  View  AddIns o @ o @ =
Landscape & |
Orientation — T e
3 If you have a working o e N
o o - Info rnte
printer click on [Print] . S
to print the chart Ry
New Printer Properties
If you don’t have a Settings
printer connected, click " [LJoimadinsheas -
on the File tab (or any y Pases T :
elp
Ot_her tab) or_] the [z Add-ns - i;j‘aatef,z,a 123 M
Ribbon to display the Bomons | [[=)tandscopecrienation =
workbook Bet T
2 emx207 cm M
) Mormal Margins
Left: 178 cm  Right 178 ..
¥ bt creet i actnt . ™
Page Setup
e a1 Jof1 » in]

For Your Reference...

To print an embedded chart:
1. Click on the File tab on the Ribbon
then select Print
2. Click on [Print]

Handy to Know...

e It's great to be able to preview a chart
before actually printing it. This way you
can make any setup changes required
to properly position and see the chart
on the printed page, prior to printing.
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CREATING A CHART SHEET

Charts can either be stored in a worksheet
or in a separate sheet of their own known
as a chart sheet. Chart sheets separate
the chart from the underlying data and are

Microsoft Excel 2010 - Level 1

useful especially if you are interested in
printing the chart on its own page. Charts
can be shifted back and forth between a
worksheet and a chart sheet.

Mowve Chart

B2

Try This Yourself:

Continue using the
previous file with this
exercise, or open the
file E817
Charting_6.xIsx...

Choose where you want the chart to be placed:

ﬂ_ﬂ @ New sheet: | Chart1

@ Objectin: l::hart Data

(

Click on the chart to
select it and display

= same File

the Chart Tools tabs

Mowve Chart

E2Rx=)

in the Ribbon

Click on the Design
tab in the Ribbon,
then click on the Move
Chart tool [dl in the
Location group to

Choose where you want the chart to be placed:

ﬁl} (@ Mew sheet: |Revenue Chart

() Objectin:

|

[x]
=)

|

[]

=

| chart Data

o ]|
Lo J|

display the Move
Chart dialog box

Click on New Sheet,

then type Revenue EEHD- @)=

W Insert  Pagelayout Formulas  Data  Review  View  Addns

-
E817 Charting_6.dsx - Microsoft Excel

Too\'s [E=E)
Format | @ @ = & X

Chart — this will

Clipboard r.‘ Font

IE % |calibriBody) - /10 -
Ba- B 7 U~ A" A
become the sheet e i

5S¢ Geneal  -| [Fd conditional Formatting - | 5= Insert =

Design Layout
>0 &

3 Delete ~
’ Sort & Find &
[ElFormat - | @~ Filter

Cells Editing

$ - % » | [ FormatasTable

nnnnn

B Cell Styles
Styles

Select v

name for the chart z

£ -

4,000,000

-

Click on [OK] to move
the embedded chart to

its own sheet

Click on the Chart
Data tab to see the

data again

m Auckiang

&
il

Notice that the chart is
no longer embedded
on this worksheet

B Melbourne

e York

apr May nn 3

=N

&n Feb Mar.
W 4 v | Revenue Chart ~Chart Data ~Sheet2 “Sheet3 /¥

[a] il I3
| O s 03|

For Your Reference...

To create a chart sheet:
1. Click on the Design tab on the
Ribbon, then click on the Move Chart
tool [ in the Location group

2. Click on New Sheet, type a name for
the sheet and click on [OK]

Handy to Know...

o Keeping charts on their own sheets
makes them easier to work with. They
are larger and there is not the
confusing matrix of data lines.
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CHANGING THE CHART TYPE

Creating a chart is easy. But what if the each chart type is designed for and to select
results were not what you wanted? Do you the format that best suits your purpose. Just
have to go back and start again? No! It is be aware that some chart types are designed
really quite easy to alter the chart type — for specialised applications.

all you need to do is to understand what

[ Change Chart Type ‘ @u
Try This Yourself: e P— -
Continue using the lid ~ column
GE-) o previous file with this |22 Line m \_Eﬂ m m M M ﬁ’ﬁl =
@ iL exercise, or open the file & P
(7]
E817 Charting_7.xIsx... i et m M M ﬂ m M M
Area |
. 3-D Cylinder (|
1 click on the Revenue [ %Y (scatter) M m M M
Chart worksheet tab to il stock —
see the chart, then click @ sufee | T
anywhere on the chart to © Doughnut l/i ﬁ \/;/ ﬁ I~ ]d Q
select it and see the chart :g Bubble —
commands on the Ribbon Rader
(] e | @l Al ap] el -
2  Click on the Design tab on [ Manage Templates... | [ Setas Defauit Chart | (o ][ cand |
the Ribbon and click on \ = — =
the Change Chart Type e

tool @l in the Type group
to see the Change Chart
Type dialog box

3  Click on 3-D Cylinder to
select it

4 Click on [OK] to apply the
change to the chart

5 Click on the Chart Data
tab to return to the
worksheet

For Your Reference... Handy to Know...
To change the chart type: e You can use the Change Chart Type
1. Ensure the chart or chart sheet is tool il in the Type group for either
selected embedded charts or charts that have
2. C||Ck on the Design tab on the Ribbon their own Worksheet tabs_

and click on the Change Chart Type
tool @l in the Type group

3. Click on the desired chart and click on
[OK]
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CHANGING THE CHART LAYOUT

Excel has a gallery of chart layouts that worksheet. These layouts basically shift
can be applied at any time to an existing objects on the chart around to different
and selected chart either in its own locations on the chart giving you several
worksheet or embedded into the data design and layout options.
r@| H9-v-|= EB17 Charting 8.xsx - Microsoft Excel
Try This You rself: Home Insert Page Layout Formulas Data Review View Add-Ins Design
o Continue using the ﬁ -EI G % o
I previous file with this | || 5. eniste  rowcolomn date N
o  exercise, or open the Type | Lata e |
E  file E817 ~C ]

' Charting_8.xIsx...

1 Click on the - T
Revenue Chart aoo0000 . —
worksheet tab to see | 5 o
the chart, then click 3300000 T' AT

anywhere on the
chart to select it and e
see the Chart Tools
tabs on the Ribbon

2 Click on the Design Chart Title
tab, then click on the ————
More button |=| for

the Chart Layouts
group to see a
gallery of possible
layouts

3 Click on Layout 3 to
see the chart
updated with this
layout

4 Repeat steps 2 and 3
and experiment with

some of the other P oz e Tasee e Tsem T
layouts e rovenie i a e e

5 CIle on the More B New York 2,531,225 2,621,888 2,453,339 2,547,441 1,577,558 2,477,332
button |~ | for the e

Chart Layouts
group and click on
Layout 5

6 Click on the Chart
Data tab

For Your Reference... Handy to Know...
To change the chart layout: e Layouts are like predefined themes
1. Ensure the chart or chart sheet is created by someone at Microsoft. Even
selected though you choose one of these
2. On the Design tab, click on the More layouts you can still make your own
button |7 | for the Chart Layouts group modifications to where the elements
3. Click on the desired layout and objects are positioned and how
they look.
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CHANGING THE CHART STYLE

The style of a chart involves basically the of time and great taste you may as well use
colour scheme presented in the chart. one of the predefined styles built into Excel.
Naturally you can manipulate the colours You can choose and change styles in a chart
of the bars and lines and other elements as at any time.

you please. However, unless you have a lot

=

I

g

Try This Yourself: »

| e

-
%
-
N
-
)

Continue using the
previous file with this

exercise, or open the H / " /
¥ | ¥

e I
/ /
| ; |
) | )
| /
¢ ¢
e I
/ /
| E |
| |
4 L
M

file E817
Charting_9.xlIsx...

Click on the Revenue

Chart worksheet tab “ “

P

2
2t

2

= same File

click anywhere on the

chart to select it and
see the Chart Tools
tabs on the Ribbon

W | W b |
to see the chart, then m-------
2]

2 Click on the Design Chart Title
tab, then click on the
More button || for the
Chart Styles group to
see a gallery of
possible styles

3 Click on Style 14 to
see this applied to
your chart

4 Click on the More
button |=| for the

Axis Title

Chart Styles group
and click on Style 34

=n Feb mMar Apr May an
5 Click on the Chart T e e e e e e
Data worksheet tab T e fasen o o =
For Your Reference... Handy to Know...
To change the chart style: e If you can’t find the style you want
1. Ensure the chart or chart sheet is simply select the one that is the closest
selected and then modify those elements that
2. On the Design tab click on the More you want.

button |=| for the Chart Styles group
3. Click on the desired style
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PRINTING A CHART SHEET

You can print an embedded chart simply by print a chart sheet all you need to do is to
printing the worksheet as if it is a standard make sure that the chart sheet is active and
worksheet. And guess what, you can print then just print through the Print command
a chart sheet in exactly the same way. To on the File tab on the ribbon.
Try This Yourself:
Continue using the
g o previous file with this
trg L exercise, or open the file
E817 Charting_10.xlsx...
1 Click on the Revenue
Chart worksheet tab
. - ¥ New York
2 Click on Chart Title, ] e
type Revenue Chart
and press to
provide a more
meaningful title Py I e s e e e
W Dublin 1,524,254 1,685,548 1,559,854 1,788,552 1,542,863 1,896,159
3 Clickon Axis Title, type | |jmeet i | mis | o [ oo | e | o=
Euros and press
4 Click on the File tab @
then click on Print to
See th-e prlnt Options and ®|H LRAR cRaE E!l?(:harlingﬁlﬂthwﬁcrmh(el‘ Chart Tools. EE
a pI’EV|eW Of the Chart Home Insert Page Layout Formulas Data Review View Add-Ins Design Layout Format | & 0 o @ &
No further adjustment is EZ“’A print
required here so we can e e Copies 1 =
- . Print
go ahead and print it... & Cose
5  Ifyou have a working EE et
- - - , 7 HP Desklet 930C/932C/935C - Revenue Chart
printer click on [Print] Reeent Rendy
, New Printer Properties
If you don’t have a S
printer connected, click [ it s .
on the Flle tab (Or any Share Pag“Onlypnnttl’\aat:wesheats .
other tab) to return to e e ol
2 Adddns - B8 02 122 123 M
the worksheet _
| options Landscape Orientation -

B Exit

Uz -
21 cmx29.7 cm

T e
[i00] print sheets at their actual s... |
PageSetup 4 (1 |ofl b ]
For Your Reference... Handy to Know...
To print a chart sheet: e When you preview a chart prior to
1. Click on the chart sheet tab printing the screen rendition may not
2. Click on the File tab and click on Print be as clear as when the chart is
3. Click on [Print] actually printed. If your chart appears

fuzzy in print preview it will still
probably print satisfactorily.

© Learning and Development Service Page 14 Creating charts



Microsoft Excel 2010 - Level 1

EMBEDDING A CHART INTO A WORKSHEET

Charts can either be presented in their own
sheets or they can be embedded into a
worksheet that contains data. In fact you
can move a chart back and forth between
its own sheet and a worksheet as often as

you wish without impacting at all on the
chart. Sometimes it is easier to work with a
chart in its own sheet, but may be necessary
to print it with its data.

Move Chart

Bz

Try This Yourself:

Continue using the
previous file with this
exercise, or open the
file E817
Charting_11.xIsx...

Choose where you want the chart to be placed:

ﬁm () New sheet: |Revenue Chart |

@ Objectin: SheetE

'S

Click on the Revenue
Chart worksheet tab

N = same File

Click on the Design tab
on the Ribbon, then
click on the Move
Chart tool (Ml in the
Location group to
display the Move Chart
dialog box

Click on Object in, then
click on the drop arrow
|z| and click on Sheet 2

4,000,000
g 2,000,000
Melbourne
Auckland
My jup

N e ar

Jan Feb | Mar Apr May un
1,050,254 1,547,000 1,488,369 1,523,124 1,358,654 1,557,147
1,524,294 | 1,685,548 1,509,854 1,789,552 | 1,542,963 1,896,159
mMelbourne |3,521,487 | 2,985,448 2,741 221| 2,521 447 2,255 665 | 2,558,666
WNew York |2,531,225|2,621,889|2,453999| 2,547 441 1,977,558 | 2,477,332

WAuckland

WDublin

EEEEEERECRERRNEGNENE

Click on [OK] to move

» M| ChartData | Sheet2 /“Sheet3 /%1

IEN [

the chart to the
worksheet

Reposition the chart by
dragging it to the top
left of the sheet, then
drag the resizing
handles to resize it as
shown

Click on the Chart Data
worksheet tab

4,000,000
3,000,000
u
£ 2,000,000
=

1,000,000

New York
Melbourne
Dublin
Auckland

May

Jan Feb Mar Apr May Jun

mAuckland

1,050,254 1,547,000 1,488,369 1,523,124 1,358,654 1,557,147

H Dublin

1,524,204 1,685,548 1,509,854 1,789,552 1,542,963 1,896,159

EMelbourne

3,521,487 2,985,448 2,741,221 2,521,447 2,255,665 2,558,666

ENew York

2,531,225 2,621,889 2,453,999 2,547 441 1,977,558 2,477,332

w[nx[3 5|5 5|5 08[58 []5] o] |o]u]au]s]-

For Your Reference...

To embed a chart in a worksheet:
1. Click on the Design tab on the
Ribbon, then click on the Move

tool [ in the Location group
2. Click on the drop arrow |Z| and select

the sheet to embed it into, then click
on IOK1

Chart

Handy to Know...

e Embedding is normally only done when
it is necessary to print the worksheet
and the data together.
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CONCLUDING REMARKS

Congratulations!

You have now completed the Creating charts booklet. This booklet was designed to get
you to the point where you can competently perform a variety of operations as listed in the
objectives on page 2.

We have tried to build up your skills and knowledge by having you work through specific

tasks. The step by step approach will serve as a reference for you when you need to repeat
a task.

Where To From Here...
The following is a little advice about what to do next:

Spend some time playing with what you have learnt. You should reinforce the skills
that you have acquired and use some of the application's commands. This will test
just how much of the concepts and features have stuck! Don't try a big task just yet if
you can avoid it - small is a good way to start.

Some aspects of the course may now be a little vague. Go over some of the points
that you may be unclear about. Use the examples and exercises in these notes and
have another go - these step-by-step notes were designed to help you in the
classroom and in the work place!

Here are a few techniques and strategies that we've found handy for learning more about
technology:

visit CLD’s e-learning zone on the Intranet
read computer magazines - there are often useful articles about specific techniques

if you have the skills and facilities, browse the Internet, specifically the technical
pages of the application that you have just learnt

take an interest in what your work colleagues have done and how they did it - we
don't suggest that you plagiarise but you can certainly learn from the techniques of
others

if your software came with a manual (which is rare nowadays) spend a bit of time
each day reading a few pages. Then try the techniques out straight away - over a
period of time you'll learn a lot this way

and of course, there are also more courses and booklets for you to work through

finally, don’t forget to contact CLD’s IT Training Helpdesk on 01243-752100
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