Chapter

More Detailed Charts

Microsoft Excel allows you to create more detailed charts. To do this a larger spreadsheet
will need to be opened.

1  Load Microsoft Excel 2013 and click on the OPEN icon in the QUICK ACCESS
TOOLBAR or from within the FILE tab.

2 Access the EXCEL 2013 SUPPORT FILES folder and open the CHAPTER 8 folder.

3 Open the EXPENSES2 template, selecting YES to the READ-ONLY dialogue box.

Recommending a Chart

Microsoft Excel can recommend possible charts to suit the data you are plotting.

H O = Expenses2 [Read-Only] - Excel
HOME INSER PAGE LAYOUT FORMULAS DATA REVIEW VIEW

& Ens ol B Sl T
PivotTable Recommended Table | Pictures Online - Apps for | Recommended o .‘ Bii PivotChart | Line Column Win/
PivotTables Pictures @+ SCrE - Office v Ch& ',,' e — —
e usttions 91 Highlight cells A4 to D9, open the
» — INSERT tab in the RIBBON and click
A B C D

on the RECOMMENDED CHARTS

1 |Office Expenses

2 icon in the CHART group.
4 Item (Ma‘f June July

5 |Wages | $2,48200 $2,765.00  $2,765.00

& |Rent $880.00 $550.00 $880.00

7 |Heating | $565.00  $725.00  $1,136.00

2 |Power $1,275.00  $1,440.00  $1,760.00

9 |Supplies $625.00 $682.00 $650.00

s
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Insert Chart

Recommended Charts | ajj Charts

S~

#  Clustered Column

Chart Title

m

2 A series of possible charts
are suggested, but the first (a
CLUSTERED COLUMN chart) is the
most suitable, so select OK with it
selected.

A clustered column chart is used to compare values across a few catgfo
Use it when the order of categories is not important.

H -2 0 Expenses2 [Read-Only] - Excel CHARTTOOLS
HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW | DESIGN | FORMAT
- e = T I
BL @ | e Nl o . Dm [l |
Add Chart Quick | Change | = 8 i ll | it a0
Element » Layout = | Colors = :
L | S The COLUMN chart is plotted
. .
chet1 - ¢ 5 showing the item values for each of
A B c D E F & H
e the 3 months.
1 |Office Expenses
2 | —
= 53,000.00 7|
4| Item May June July =
5 |Wages $2,482.00 | $2,765.00  $2,765.00 52,500.00 =
6 |Rent $880.00 $550.00 $880.00 — | T
7 |Heating $565.00 $725.00 | $1,136.00 o
| I
g8 |Power $1,275.00  $1,440.00 | $1,760.00 $1,500.00
9 ;Supplies $625.00 $682.00 $650.00 || g
10| | =
: I III i
12 | soo0 "
13 | Wages Rent Heating Power Supplies
# mMay mJjune mjuly
15|
16|

4  Styles can be applied to the chart from the DESIGN tab of the CHART TOOLS in the
RIBBON or from the CHART STYLES icon next to the chart.
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~1

5 Click on the CHART STYES icon

BHS- (i = Expenses2 (Read-Only] - Excel CHART TOOLS
HOME  INSERT ~ PAGELAVOUT  FORMULAS  DATA  REVIEW  VIEW | DESIGN | FORMAT

L] —
P = = =
* o® I T E| =

ot v oo 1. el boc hoos and select the 3D COLUMN CHART
Element - Layout = | Colors ™

Chart Layouts Chart Styles (STYLE 14)
Chart1 > I .

A 8 C D E F & H J K
1 |Office Expenses
2 Chart Title *
3
4 ttem ay e Ty 53,000.00 E STYLE | cOLOR
5 Wages $2,482.00 |  $2,765.00  $2,765.00 52,500.00 T =
6 Rent $880.00 $550.00 $880.00
= $2,000.00

7 Heating $565.00 $725.00  51,136.00
3 Power $1,275.00  5$1,440.00  51,760.00 $1,500.00 -
9 Supplies $625.00 $682.00 $650.00 $1,00000
10
: b [
12 $0.00
13 Wages Rent Heating Power Supplies
Lt EMay Elune @luly
15
16
17
18
19
20
21 = g
= - =
23
o Style 14
25

The Column Chart Options

The COLUMN chart has many more options than the PIE chart. We will look at a few of
these new options.

A The Chart Title

E (7 3 = D = Expenses2 [Read-Only] - Excel CHART TOOLS
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW DESIGN FORMAT

WIEW
[ 1Sy o =g =
' i 5-:!%-.-_'_5

Bl

Add Chart Quick | Change F 3 e = Switch Row/
Element ~ Layout~ | Colors+ Calumn
Chart Layouts Chart Styles Data
Chart 1 - [ Fe
A B Cc D E B G H d K = ] N

| Office Exﬁenses

ltem May June July 300000

1
2

3

4 —

5 |Wages $2,482.00 $2,765.00  52,765.00 || 52.500.00 ]

6 Rent $880.00 $550.00 $880.00 [m——

7 |Heating $565.00 $725.00  $1,136.00 (I

3 |Power $1,275.00 $1,440.00 $1,760.00 $1,500.00 Eu
9 |Supplies 5625.00 5682.00 5650.00

| 1 Highlight the CHART TITLE text and
§ change it to:

11 || sso0.00

s0.00
13 | | Wages

7 ! . Office Expenses

© Guided Computer Tutorials 2013 8-3



Learning Microsoft Excel 2013

H - 2 0 = Expenses? [Read-Only] - Excel CHART TOOLS
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DESIGMN FORMAT

ey X, Cut

Calibri (Body) ~|18 ~|A A | ==_ &-

5 By Copy - " = ;
aste " o e - — =Y 00 . itional Formatas Cell ns
> ¥ Format Painter Ty & L == == " | Formattine Table Styles

ormatting shle = Styles
Clipboard I Font I} Alignment 5 Mumber P Styles
Chart1 | f | X fe
A B c D E F G H [catibri €~ 18 [-| & 4 = = N
Office Expenses 1 B I U s

{ Office Expenses|
R .

Item May June July 5300000

=
2

3

4

5 |Wages $2,482.00  $2,765.00  $2,765.00 || $2.500.00

5 Rent $880.00 $550.00 $820.00 | i

7 |Heating $565.00 $725.00  $1,136.00

8 Power §1,275.00  51,440.00  $1,760.00 51500.00

9 |supplies $625.00 $682.00 $650.00 | . o000 . X .

1] | i 2 Highlight the title and use the

2 - M HOME tab or the MINI TOOLBAR to
& | "= =1 setthe FONT SIZE to 18 ptand a

TEXT COLOUR.

B Moving the Legend
The LEGEND would look better at the right of the chart in this case.

1  Click on the CHART AREA to reselect the chart.

12 Click on the CHART ELEMENTS icon,
highlight LEGEND, click on its arrow

0B H S | E Expenses? [Read-Only] - Excel CHARTTOOLS
HOME | INSERT  PAGELAYOUT  FORMULAS  DATA  REVEW  VIEW  DESIGN  FORMAT

3 Cut Calibri (Body)  <|9 - A" A
Paste E@ Copy
R , and select RIGHT.
Font HNumbes
I
c D E F & H d K
:
> " -CHART ELEMENTS
5 Office Expenses .
Aves
4 tem May June July $3,00000 | [ Axis Titles
5 \Wages $2,482.00 | $2,765.00 | $2,765.00 S T Chart Title
& Rent $880.00 $550.00 $880.00 ’ || O DpataLabels
7 Heating $565.00 $725.00 | $1,136.00 $2,00000 [ DataTable
8 Power $1,275.00 | $1,440.00  $1,760.00 avay | [ ErrorBars
9 |Supplies $625.00 $682.00 $650.00 S150000 Wi Gridlines
0 $1,000.00 Wiy Legend i
11 =
o o IH iI iIH .
13
14 $0.00 Bottom
15 Wages Rent Heating Power Supplies oy
16

| 3 The LEGEND is moved to the right of
the chart.
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