Chapter

3

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 2016 and click on the OPEN icon in the QUICK ACCESS
TOOLBAR or from within the FILE tab or FILE menu.

2 Access the EXCEL 2016 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
File Home Insert Page Layout Formulas Data Review View Q Tell me what you want to do...
N [ Shapes - o = |- 02 - 1

7 B IONGEDr s 12 o s B
PivotTable R ded Tabl Pictures Onl v Addoine - | R ded ~ PivotChart aD L

N votables ' pictures e Swaggnot~ | WMy Addine - FEEGL I L ke

Tables INustrations Add-ins Charts i Tours
Reconyng . .

A . & || ttem ..\l T Highlight cells A4 to D9, open
; Toffice Expenses s - = 7 ) theINSERT tab in the RIBBON
2 cig 71 and click on the RECOMMENDED
3 #iomize . .
T e T e = “reant CHARTS icon in the CHART group.
5 |Wages 52,432.00 52,765.00 52,765.00

6 |Rent $880.00 $550.00 5830.00

7 |Heating 5565.00 5725.00 51,136.00

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

9 |Supplies $625.00 $682.00 $650.00
10
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Insert Chart

Recommended Charts | Al Charts

»  Clustered Column

Chart Title

|| Il a1 " 1]
I - = l = $500.00

Use it when the arder of categaries is not important.

A clustered column chart is used to compare values across a few cgffEgo

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.

Cancel

Expenses2 [Read-Only] - Excel

Formulas Data Review

Format

Page Layout

]

i w l

Add Chart Quick  Change

Element = Layout~ Caolors~
Chart Layouts

|| i al 1l ||

@ Tell me what you want to do...

= B M .
3 The COLUMN chart is plotted

Chart1  ~ ~ showing the item values for each of
A . e b E . F @ the 3 months.

1 |Office Expenses (

2 Cl

3 $3,000.00 4

4 Item May June July =

5 [Wages $2,482.00  $2,765.00  $2,765.00 $2,500.00 T

6 |[Rent $880.00 $550.00 $880.00 52 000.00

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

8 |Power $1,275.00  $1,440.00  $1,760.00 (>Le0000

9 |Supplies $625.00 $682.00 $650.00 $1,00000

10

b 5500.00 I II II

12 50.00

13 Wages Rent Heating Power Supplies

14 EMay Hlune Bluly

15 Q

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.

8-2
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H ©-

File

D

Insert

[~ s Expenses? [Read-Only] - Bxcel Chart Taols

Format Q Tellmi

Home Pagelayout  Formulas  Data  Review Design

5 Click on the CHART STYES icon

e

1 R IGE | e @ - .

. sl : 1 | d sel he 3D CO C

el ol =| MY | WY . B Gl Huun. =l and select the 3 LUMN CHART
Element = Layout~  Colors~

Chart Layauts Chart Styles (STYLE 14).

Chart1 - £

A B c D E F G H B 4

1 |Office Expenses O O
2 Chart Title
= 53,000.00
4 Item May June July
5 Wages $2,482.00  $2,765.00  $2,765.00 52,500.00

& Rent $830.00 $550.00 $820.00 §2000.00
7 Heating $565.00 $725.00  51,136.00 |

8 Power $1,275.00  $1,440.00  $1,760.00 | (L0000 o

9 supplies $625.00 $682.00 $650.00 $1,000.00 I |
10| i |
n uil ull '}
12 $0.00 |
1| Wages Rent Heating Pawer Supplies |
g EMay Wlune @iuly |
T - .
18|
= canm
18 ; | %
19 : | J
20 : Ml all II il
o R S
22 {
23 Style 14
24

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

H - 0O = = Expenses? [Read-Only] - Excel
File Home Insert Page Layout Formulas Data Review View Design Farmat @ Tell me what you want to do...
° . — ”
il = : . = E

EIEE .t = &
Add Chart Quick  Change| - _ "' ! I I I wallw ualle l-l_ml'ln,- —| Switch Row/ Select
Element = Layout~ Calors~ Column Data

Chart Layouts Chart Styles Data
Chart 1 . I

A B c D E F G H I 4 K. L " M a

1 | Office Expenses C v > m o)
& | Office Expenses | |
2 53,000.00 |
4 Item May June July |
5 Wages $2,482.00  $2,765.00  $2,765.00 5250000 |
& Rent $850.00 $550.00 $880.00 I |
7 Heating $565.00 $725.00  $1,136.00 |
8 Power $1,275.00  $1,440.00 $1,760.00 (540000 ’

9 isupplies $625.00 $682.00 $650.00 . $1,000.00 4L_1ji\ J
Wil![ 1 Highlight the CHART TITLE text and

12| 50.00

= Wages Rent Change it to:
14| | May
15

Office Expenses

16
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Expenses2 [Read-Only] - Excel

Chart Tools

File Home Insert Page Layout Formulas Data Review View Design Farmat Q@ Tell me what you want to do...

TR | foe FIL. =l
Add Chart Quick  Change| = . ! ! = I wall « bualle .l-'_ﬂﬂ'll.-‘ _| Switch Row/ Select
Element ~ Layout~ Colors~ Column Data

Chart Layouts Chart Styles Data

Chart 1 Fe

A I B < D E E G H .| o

1 |Office Expenses T
2 Office
4 Item May June July 000
5 Wages $2,482.00  $2,765.00  $2,765.00 52,500.00
6 Rent 588000 $550.00 $880.00 i
7 |Heating 5565.00 $725.00 $1,136.00
3 Power $1,275.00  $1,440.00  $1,760.00 () 51,500.00
9 Supplies $625.00 $682.00 $650.00 $1,000.00 (=] ii ) | |
10 L
n " iiu 2 Highlight the title and use the
12 50.00
e Rent HOME tab or the MINITOOLBAR to
14 @ May
h ) set the FONT SIZE to 18 ptand a
18

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.

H o-

D

I~

Enpenses? [Read-Only] - xcel

2 Click on the CHART ELEMENTS icon,

File Home  Inset  Pagelayout  Formulas  Data  Review  View [RErd orma h- hI- h L GEND I- k .
- ighlight LE , click on its arrow
IR 52 ege : -
il . m

Add Chart Quick  Change I_:. dlla [ udlls wil and Select RIGHT.
Element - Layout = Colors~

Chart Layouts Chart Styles ——— =

Chart1 fe

A B c D E G H J K L " a R

1 Office Expenses CHART ELEMENTS
2 Office Expenses | i
: 53,00000 - & [ Asis Titles
4 Item May June July = | Chart Title
5 Wages $2,482.00  $2,765.00  $2,765.00 52,500.00 11| O DataLabels
& Rent $880.00 $550.00 $880.00 ] DataTable
7 Heating $565.00 $725.00  $1,136.00 SZI00.00 [ ErrorBars

| y May -
8 :Powe-r $1,275.00 $1,440.00 $1,760.00 50000 ‘ May Gridlines
9 supplies $625.00 $682.00 $650.00 o Legend » Fight
10 §1,000.00 wluly | [] Trendline Top %
11 [
12 5500.00 Left
ﬂ T

50.00 3

14 Wages Rent Heating Power
i — he LEGEND is moved to the right of
e 3 The LEGEND is moved to the right o

the chart.
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C The Axis Titles

Each axis can be given a title. In this case a title will be added to the X-axis.

1 Inthe CHART ELEMENTS list
(] [~ s Expenses? [Read-Only] - Excel highlight AXIS TITLES, CliCk On
— il its arrow and select PRIMARY

i
- e - . ~
1 '\- 5" | ege 1 1 I‘
d !
Add Chat Quick  Change w ol lu dlla il il HORIZONTAL-
Element~ Layout~ Colors~
Chart Layouts
Chart 1 - fe
A B c D E F G H J K
1 |Office Expenses = 'CHART ELEMENTS
2 Office Expenses s
2 | 53,000.00 & Axis Titles 3 Primary Horizontal
4 Item May June July Chart Title O Pr\mary‘%’hcﬂ\
5 |Wages $2,482.00  $2,765.00  52,765.00 | s250000 o T| | [ ate Lobels More Options...
& Rent $880.00 $550.00 $880.00 s ] Data Table
7 Heating $565.00 $725.00 $1,126.00 | ] [ Error Bars
8 Power $1,275.00 $1,440.00 $1,760.00 51,500.00 I =
9 |supplies $625.00 $682.00 $650.00 o . .
; 2 The axis label box is added bel
kK — I u i e axis label box IS adde elow
12 50.00 i i h h A I a
: | e the horizontal axis.
14 s Tile |
15
18

NOTE: We don't really need an X-AXIS label in this case, but it is important
to know how to enter it. We will delete the label shortly. The Y-AXIS
(PRIMARY VERTICAL) label is inserted in the same way.

H ©- 0 = Expenses? [Read-Only] - Excel Chart Taols

File Home Insert Page Layout Formulas Data Review i Farmat Q Tell mewhat you want to do...

o ° - - -

PL @ ege =y i &
Add Chart Quick  Change ol s setnil jiteh Bou
Element = Layout~ Colors ~ . .

Crart Layouts 3 Highlight the AXIS TITLE text and
Chart1 - £ change it to:

A | B | c I D B E_| & | H |tem
1 |Office Expenses C
2 Off
3 | .

| 53.000.00
4 Item May June July |
5 Wages $2,482.00  $2,765.00  $2,765.00 | 5250000 o
& Rent $880.00 4550.00 $380.00 | 500
7 Heating $565.00 $725.00  $1,136.00 |
8 Power $1,275.00 $1,440.00  $1,760.00 (051,500.00 W May
9 |Supplies $625.00 $682.00 $650.00 | s1.00000 i ®lune
10 | o luly
- | sso000 ii iiu |
12 50.00 i
13 Wages Rent Hea Supplies
| P9
Tit

14 | ol'e-mo
15
16
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