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Microsoft Office Excel 2007Charts

Overview of Creating Charts

Charts are graphat depictions of data in your worksheet. Excel can build a cléotzatically based
on existing data, after which the chart can be moved, resized, and deleted without affecting your
worksheet data. Charts do not appear within a specific cell, but rather appear over otbeonells
separate worksheet#/hen creating ahart, there are some basic rules to keep in mind to make the
process easier. This documerttoduces you to creating and formatting charts in Excel 2007

Charting Rules

Excel follows seven basic rules for creating charts. Understanding these rule$pcavoid
frustration and reduce the steps necessary for cremtohdprmattingcharts.

Rule 1 Excel does not automatically add a chart title to your chart based on the first row of selected informatic
chart title can be added during the creation process or later.

Rule 2 Excel does not automatically add a chart subtitle to your chart batkd second row of selected
information. A subtitle needs to be added after the chart is created.

Rule 3 Blank rows and columns in yosource datare not ignored. Excel will leavampty spacefr every blank
row or column in your informatio(seeFigure 1).

Rule 4 If there are more rows than columns, Excel will plot the data by column. The first column becomesxtbe
labels; the balances tife columns are the data series. The first row after the titles becomes the legend'

Rule 5 If there are more columns than rows, Excel will plot the data by row. The first row becomesutielabels,
the balance of the rows are the data series. The first column becomes the legend's labels.

Rule 6 If there is an equal number of rows and cahgirExcel defaults to plot the data by rows, but gives you the
option to plot it by columns.

Rule 7 If only numeric data is selected, Excel follows rules 4 and 5.

Setting Up Chart Data

Good Example vs. Bad Example

In the followingbad example, notice how thempty columnn the data series creat& largespace in
the chart. The lack of row labels makes it difficult for the reader to understand the chart because there

can be no legend to guide them. prov
800 [
GO0
400 +
clerk 1 clerk 2 clerk 3 clerk 4
734 123 557 73| | 2001
345 875 93 456 0 - - - -
4565 482 543 a5 clerk  clerk clerk  clerk
557 23 576 1 2 3 4
Figure 1: Example of poorly designed Excel chart
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Microsoft Office Excel 2007Charts

In the followinggoodexample, notice there are no empty spaces in the data series, so there are no
empty spaces in the chart. The row labels allow a legend, which makes the chart much easier to
understand.

1000
600 oitem 1
lerk 1 lerk 2 lerk 3 lerk 4 o mitem 2
cler cler cler cler .
itern 1 234 123 £57 23| | Ditern 3
iterm 2 345 a75 o 456| | 200 - Oiterm 4
item 3 456 452 £43 a5 0l | | |
term 4 567 23 676 clerk 1 clerk 2 clerk 3 clerk 4

Figure 2: Example of properly designed Excel chart

General Hints

Generally, effective charts use the simple (and easily learned) techniques of good design. However,
some design techniques should be specifically mentionédewselate directly to charting. These
techniques include:
e Choosing the correct chart format
Chart formats are designed to portray certain types of information; you must therefore choose
the correct chart format for the information you wish to projest.example, a column chart
shows data changes among many data series over a period of time. Whereas, a pie chart
proportionally compares the items in one data series.
e Maintaining simplicity
Clarifying information is the main goal of creating a chart mfirst place, and complicated
charts only serve to make the information they present less 8legle charts are easy to read
and generally print very well.
¢ Maintaining consistency
When creating multiple charts, be sure that they are similar in stylfBoematting.
Informational content, not their stylistic differences, should be the focus when you have
multiple charts.
e Add emphasis
To indicate significance in certain chart items, use one of many different formatting options.
e Using labels
Effective use of labels, created using clear typefaces, will assist your audience in understanding
a chart's informationAvoid using script type font faces.

Pie charts are unique from other charts. Pie charts display one data series (unlike othatharts
display at least two data series). Therefore, pie charts do not have axes, plot areas, or points. Instead,
they display one data series, divide it into pieces, and compare the pieces to each other. Keep in mind
the following when using pie charts:
e Limit the number of slices
Keep the number of slices to a minimum by combining smaller categories into one. Too many
slices will decrease your chart's readability.
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e Use labels for slices
Try to place labels within slices whenever possiblas helps creatd&arer and more readable
charts.

e Comparemultiple pie charts
If you need to compare multiple pie charts to each other, you can consolidate them into one
chart by creating a doughnut chart. These charts, like pie charts, compare the items in one data
series, but can do so with more than one data series.

e Focus attention
If necessary, draw your audience's attention to the particular slices you are discussing by
exploding it to make it appear separate from the pie or by selecting an attractive color, pattern,
shadow, or D effect.

Creating a Chart

Before you can create a chart you must enter data into a workBhest.are two basic options for

setting up your spreadshe¥bu can design your spreadsheet so the information to be charted is close
togetherOr, you can create a summary section for charting. Both options work; the right option for

you will often depend on thaurpose of thepreadsheet. Often spreadsheets are designed to track
information; later on, charting becomes a secondary purpose. Méttype of spreadsheet, a summary
section may be the easiest. You can summarize the detailed data in a different area on your spreadsheet
and make it much easier for charting.

Thedirectionsthroughouthis manual will refer to the set of data listedrigure 3. You can enter this
data into a new spreadsheet or work with your own set of data.

A [ B c [ D
4 ABC Book Company
2 [ 2004 2005 2006 |
3  Fiction $200,000.00 $225,000.00 $210,000.00
4 Non-Fiction 70,897.44  350,000.00  175.000.00
5 Total $270,897.44 $575,000.00 $385,000.00
6 Average $135,44872 $287,500.00 $192,500.00
7

Figure 3: Sample data used to create a chart.

TIP: Make sure the upper left corner of the data to be charted is kept empty. In the exdfigplesin
3 cell A2 is left blank. Doing so, helps to prevent any potential errors in chart design or format.

Selecting a Data Range

Once you figure out what data neéd becharedand you set it uparrectly,you mustselect the
range of data to be chartdd.the example data providedkigure 3 the range of data we want to chart
extends fromA2 to D4.To select the range of data, follow these steps:

1) Position the mouse pointer over the cell in the upper left corner of the range.

2) Hold down the left mouse button and drag the mouse pointer over the range.

3) Release the mouse button wher reach thedwer right corner othe appropriate range.

St. Josephdés Coll ege 5
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Choosing a Chart Type

The type of chart you choose depends on the type of data you have, how much data you have, and the
message you want to communicaiéer selecting the range of data to be charted, choosef the
11 Excelchart typs by following these steps:
1) From thelnserttab, in theChartsgroup, clck the type of chart you preféseeFigure 4). A
pull-down listof gallery choicesppears.

TR =T VRS

Column Line Pie Bar Area Scatter Other
- - - v - - Chafts -
)

Charts

Figure 4: Available chart types are listed in the Charts
group on the /nsert tab.

2) Click the specific chagultype you wantfrom the list of choices in the gallery
3) Excel places thehartas an embedded object on the current worksimesthe Design Layout
andFormattabs appear on thHRibbonunder Chart TooléseeFigure 5).

nn\ H9-> =7 J v ABC Company Data.xisx - Microsoft Excel Chart Tools =X
) Home Insert Page Layout Formulas Data Review View Add-Ins Design Layout Format 9 - % X
i W, @ E = | ' I )
i pt | o« -8 ‘f_ ¥ ‘ | - "L =
Change Save As Switch Select J—i > i—l ‘j:i 5 h .-L “w P .5 ‘“f .L‘ i h *' ) E‘ & 7 Move
Chart Type Template = Row/Column Data 3 Chart
Type Data Chart Layouts Chart Location
Charts v L |2
A I ] [ C D E | F G 1 J K L i
; ABC Book Company
2 2004 2005
3 Fiction $200,000.00 $225,000.00 S210 000.00 ]1—_' Source data Chart tools
4 Non-Fiction 70.897.44  350.000.00  175.000.00
5 [Total $270,897.44 $575, 000 00 S 385 000 00 i
6 Average $13544872 $287°%
7
$350,000.00 7
] <— Chartarea
10 $300,000.00
11 M
12 Gridline
1 $200,000.00 ® Fiction Plot area
15 $150.0 B Non-Fictio
L Data $100,000.00 f
17 "
7 marker Legend
$50,00000
19
20 -
g; Y axis 2004 2005 2006 < X axis
23 {
24
25 i
26
27
28
o4 ] ABC Company Chart | ABC Comp Data - Sheet2 - Sheet3 - ¥J [
Ready ] Average: 137434.7156 Count:11  Numerical Count:9  Min: 2004  Max: 350000 Sum: 123691244 &5 [0 1)

Figure 5: A sample chart inserted into a worksheet.
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Working with the Chart Design

Excelcharts are easy todify. Thesections listed belowxplain how to change the ch&ype,
layout, style and locatioMany of the options for changing chart design are found obdsggn tab
under the Chart Tools contextual tab.

Changing the Chart Type

If the charttypeyou selected is not appropriate for the information you are charting, chdnge it
following these steps:

1) Left click once anywhere within the chart to select it. ﬂ I-'LE‘
2) Under the Chart Tools contextual tab,tbeDesigntab, in theTypegroup, g
click theChange Chart Typeoption (seeFigure 6). T
3) In the Change Chailtype dialog box, choose a new type on the left side gnd  7,p-
anewsubtype on the right side. Figure 6: The Type
4) Click the OK button and the chart is changed. group found on the

Designtab.

Changing the Chart Layout

Excelprovidesseveral preformatted chart layout options tf@at can choose from to quickthange
the appearance of your chaMany of the "quick layoutsadd orchange the positioning of chart items
such asthe title, legend, and axes. To apply a preformatted chart layout, follow these steps:
1) Left click once anywhere within the chart tdess it.
2) Under the Chart Tools contextual tab, theDesigntab, in the = ,
Chart Layoutgyroup, click the layout you want to apply or click {52 il [i JLEL Z
theMore button to see all available layo(tsutlined by the red —

box inFigure 7). Chart Layouts
3) Chokose ﬁl dlﬁ;]erent qt;llck layout if the selected layout does n¢ Flgure B The Chart Layoutsgroup
work well with your chart data found on the Designtab.

Applying a Chart Style
Excel provides several preformatted chart styles that you can choose from to quickly update the
appearance of the cha@hart stylesapplypre-formatted colors, backgrounds, shading, gradients, and
other formatting elementblat give your charts a consistent visual app&&len you insert a chart, the
default stylethat is generally applied Btyle2 To change the chart style, follow these steps:

1) Left click once anywhere within the chart to select it.

2) Under the Chart Tools contextual tab,tbaDesigntab, in theChart Stylegroup, click the

chart style you want to use click the More button to see all available styléseeFigure 8).

(w2 A s Bookl - Microsoft Exce Chart Tooks =

% |
= Home Insert Page Layout Formulas Drata Roewisw Wigw Developer Add-Ing Design Layaut Format L7

A= e R Y Y Y AT ALY
5 la ge | Save As Switth  Select ™| | | l [ | - {-!h:;I:

ype Template Rao clumn  Data chart

Figure 8: The Design tab under Chart Tools provides tools needed to change the chart type, layout, style and location.

3) Choose a different chart style if the selected style does not work well with your chart data.

St. Josephdés Coll ege 7
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Moving Charts

The chart is an object on your worksheé&iu can leave the chart on the same worksheet as the data
used to create the chart or yoan movehe charto its own sheet within the workbodlk you move

the chart to its own worksheet, the size of the chart, and all chart elements, automatieabeisor

the chart fills an entire printed page.

To move a chart to a new location on a spreadsheet, follow these steps:
1) Select the chart by clicking iThe cursor changes to include a ftwéaded arrow.
2) Click and hold anywhere on the bordexcept coners or centerseeFigure 9).
3) Drag the chart to the appropriate locatnthe spreadsheet ﬁ%

4) Release the mouse button and the chart is repositioned. . )
Figure 9: Pointto a

chart border to move
the chart.

To move a chart to its own worksheet, follow these steps:
1) Select the chart by clicking it.
2) Under the Chart Tools contextual tab,theDesigntab, in theLocationgroup, click theMove
Chart option.
3) In the Move Chart dialog box, select the radio button nelieiw Sheef(seeFigure 10).

Choose where you want the chart to be placed:

{JJ;QUJ {+ New sheet: I

|l objectin: IABC Comp Data _v_j

| OK I Cancel I

Figure 10: The Move Chart dialog box.

4) Delete the placeholder text (Chartl) aygein a more meaningful sheet name. There is a 30
character limit on the name of the sheet.

5) Click the OK button when finished’he chart moves to its owmorksheet in the workbook. All
chartdata is stored on thariginal worksheet where the chart was initially placed.

TIP: If you want to move the chart from its own worksheet to the data sheet, cho@gedbein
option in step 3 above.

Working with the Chart Layout

A chart is composed of multiple objecesich of which can be selected and changed sepataisly.
often necessary to change the appearance or position of these objects suchlasdifiesesor the
legendin order to add visual clarification to a chaviany of the options for changindart layout
objectsare found on théayouttab under the Chart Tools contextual thlat is visible when you click
the chart

St. Josephdés Coll ege 8
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Adding and Editing a Title ~ .
. ‘ul i QL m'nl
To manuallyadd a chart title, follow these steps: .. . Eeand S Tk
1) Click the chart to which you want to add a tifldis displays the Title~ |Titles~  + Labels ~ Table~
Chart Toolscontextual tapadding theDesign Layout andFormat | || None . ‘
I i*| Do notdisplaya chartTitle [

tabs.
2) On theLayouttab, in theLabelsgroup, clickChart Title . 5| Centered Overlay Title
3) Click Centered Overlay Title or Above ChgseeFigure 11). il L T o
4) In the Chart Title text box that appears in the chart, ityplee text  {/ | Abovechart
that you wantlisplayed as the title ; J S e SRy
- . . .. r resize chart
5) Click once anywhere outside the chart title text box when finished.

More Title Options...

To edit the text inside a chart title, follow these steps: Figure 11: The Chart Title options
1) Click once on the chart title text box. on the Layouttab.
2) Click once inside the chart title text box to place the cursor in the
box.
3) Use the backspaa® delete keys to remove the placeholder text and enter in the desired chart
title.

4) Click once anywhere outside the chart title text box when finished.

To format the texinside a chart title, follow these steps:
1) Click once on chatrt title text box.
2) Usethe formatting buttonfound in theFontgroup of theHometabon the Ribbon
3) Additionally, you can rightclick the chart title text baxclick Format Chart Titleon the
shortcut menu and then select the formatting options that youfnwemthe availat# choices
on the left side of the dialog box

To remove a chatrt title, follow these steps:
1) Click the chart to which you want to remove a title.
2) On theLayouttab, in theLabelsgroup, clickChart Title .
3) Click None geeFigure11).

Adding and Editing Data Labels

Data labels are the value or name of data poimta chartThey can be especially useful if you have a
wide or tall chart. However, on some charts, daleells may interfere with the chart's readability. Be
sure to test data labels on your chart before using thehredmal version of thehart.

To add data labels, follow these steps: E
1) Click the chart to which you want to addiata labelThis displayshe Chart Tools
contextual tab, adding tH2esign Layout andFormattabs. Labels =

2) From thelLayouttab, in theLabelsgroup, clickData Labels

3) Select the desired data label location. Different chart tyleslisplay different data label
positioningchoices Some charts (e.g.-B Clustered Column) have only two data label
choices: None or Show.

4) The data label is applied.

St. Josephdés Coll ege 9
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To format the data label options, follow these steps:
1) Click once on the chart. -
2) Click once on one of the data labels in a series. 2l Wi B ] [E
3) From thelLayouttab, in theLabelsgroup, clickData Labels SJ ‘ —“—l —J M M
4) ClicktheMor e Dat a L a lcheice(sepiguie 2n s|' € en- e o Gndine
5) Choose a formatting categofifumber, Fill, Alignment, etc.) | Labeis * None
on the left side of the Format Data Labels dialog box. | AAJ e b
6) Adjust the setting for the selected category on the right side (of Show
the dia|og box. —I Turn on Data Labels for
7) Click the Close button to apply the selected changes. 1 selection

More Data Label Options...

To remove data labels, follow these steps: Figure 12: The Data Labels option on
1) Click the chart to which you want to remove the data labels. the Layouttab.
2) On theLayouttab, in theLabelsgroup, clickData Labels
3) Click None(seeFigure 12).

Adding and Editing a Legend

A legend helpreaders understand the graphical components of your chart. For example, in a bar chart,
the leged tells your readers what each bar of a particular color or pattern represegetsds can be

placed anywhere within the chart area, but are commonly located at the right of tlee bleéotv the

chart

To manually add or reposition a chart legendpfelthese steps:
1) Click the chart to which you want tald or changthelegend
2) On theLayouttab, in theLabelsgroup, clickLegend
3) Choose one of the available legend positions (Show Legend at Top, Show Legend at Right,
etc.) or choose Norte turn off the legend.

To adjust the legend border, color or shadow, follow these steps:
1) Click the chart to which you want tthangehelegend
2) On theLayouttab, in theLabelsgroup, clickLegend
3) ClicktheMor e Legendchdxp.ti onsé
4) In the Format kBgend dialog box, choose a category on the left side to adjust and an option
under that category from the right sige¢Figure 13).
5) Make all necessary changes and click the Close button.

Legend Options | Border Color
Fill " Noline

Border Color o §ohdhne

c
" Automatic

Color: 3
Transparency: }— 0% ~

Figure 13: Some of the options available in the Format
Legend dialog box.

Border Styles

Shadow
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Adjusting Axes

In charts, axes are the two lines that frame your data. The horizontal line is cakeakigehe
vertical line is called thg-axis. However, not all charts have axgse charts do nptSince axes and
axeslabels are such important parts of an effective chart, Excel provides extensive formatting options.

To adjust chart axes, follow these steps:

1) Click the chart to which you want taljust theaxes

2) On theLayouttab, in theAxesgroup, clickAxes.

3) To accesshe axis options$or the horizontal axis, select Primary Horizormais.
OR

4) To accesshe axis option$or the vertical axis, select Primary Vertidatis.

5) Click the desire@xisstyle (None, Show Left to Right, without labeling, in the millions, etc.
and theaxisstyle is applied.

To adjust any of the settings used to determine the scale in the axis, follow these steps:

1) Click the chart to which you want to adjust the aggisons

2) On theLayouttab, in theAxesgroup, clickAxes.

3) To access the axis options for the horizontal axis, select Primary Horizontal Axis.
OR

4) To accesshe axis option$or the vertical axis, select Primary Vertical Axis.

5) Click theMore Primary Vertica | (Hori zont al ghoickxi s Optionsé

6) In the dialog box that operfiseeFigure 14), you can adjust a number of axis settings including
changing the number style, the fill color, the line color, the minimum starting waltihe
maximum ending value.

7) Make all necessary changes and click the Close button.

is Optons | | Ayis Options

Number Minimum: & Auto (* Fixed F
Fil Maximum:  * Auto ¢ Fixed [350000.0]

Line Color Major unit: (& Auto ¢ Fixed 000

Line Style Minor unit:  {&' Auto " Fixed

Shadow ™ valuesin reverse order

%D Eormat [~ Logarithmic scale I
isplay units:
Abgrment Display units INone 'I

-

Figure 14: Some of the options available in the Format Axis dialog box.

To change thétle text used in the axes labels, follow these steps:

1) Make sure agstitles have been added to the chart. If not, click the emafthen orthe Layout
tab, in theLabelsgroup, clickAxis Titles. Select Primary Horizontal Axis Title and choose
Title Below Axis. Repeat for the vertical axis title and chams$ide position.

2) Right click the axigitle you want to change and chodsait Text from the context menu.

3) Press th@®eletekey to remove the placeholder text.

4) Type in the newitle text.

5) Click anywhere outside the label when finished.

St. Josephdés Coll ege 11
Last Revised March 2008



Microsoft Office Excel 2007Charts

Adjusting Gridlines

Gridlines increase the readability of the chart by helping direct thg
eye from axis value to the value being charted. This is especially = e N
useful if you have a wide or tall chart. You can establish both major— =~ oo oremesierimens
and minor gridlines. Generally, majgridlines are sufficient.
Gridlines cannot be applied to pie charts.

None
Do not display Horizontal Gridlines

=]
e

3174

Minor Gridlines
Display Horizontal Gridlines for Minor units

Major & Minor Gridlines
Display Horizontal Gridlines for Major and
Minor units

To add or remove chart gridlines, follow these steps:
1) Click thechartto which you want to adjust the gridlines. More Primary Horizontal Gridlines Options..
2) On theLayouttab, in theAxesgroup, clickGridlines. Figure 15: Visible gridline options include
3) To access gridlines for the horizontal axis, select Primary Major, Minor or both.
Horizontal Gridlines.
OR
4) To access gridlines for the vertical axis, select Primary Vertical Gridlines.
5) Click the degied gridline style (None, Major, Minor or both) and the gridline style is applied
(seeFigure 15).

Working with the Chart Format

You can change the look of chart elements (such as the charther@éot areadata markeror the
walls and flooiin 3-D charts) by applying a predefined shape stgkfore deciding what formatting
changes to apply, you must select the chart element to fa@mat chart, click the chart element that
you want to change, or do the following to select it from a list of chart elements:

1) Click a chart. This displays the Chart Tools contextual tab, adding [tfi&art Area v
Design Layout andFormattabs. By Format Selection

2) On theFormattab, in theCurrent Selectiomroup, click the arrow
next to the Chart Elements b¢utlined by the red box iRigure 16)
and then click the chart element that you want to change.

&9 Reset to Match Style

Current Selection

Figure 16: The Current
Selectiongroup on the Format
tab.

When selecting the data markeasér, area, dot, slice, or other symbol in a chart that represents a
single value thadriginates from a worksheet cethake sure you select all markers in the series and

not just one. Clicking one of the markers will automatically select the series. Look for the small circles
surrounding each marker. This indicates that the series icttpselectedgeeFigure 17). Otherwise,

you will be changing the formatting of only one plot point in the series.

$300,000.00

$250,000.00

$200,000.00 + .
915000000

Figure 17: Circles around each marker indicate a selected series.

Totak
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Shape Fill Color and Outline

To change the fill coloof a chart element, follow these steps:
1) On theFormattab, in theShape Stylegroup, clickeitherShape Fillor ShapeOutline
depending on Wch one you want to changsegFigure 18).
2) Choose a theme or standard color from the list of available choices for the marker fill or
outline.
3) If you are formatting the data marker outline, you can also choose a line weight or dash style
using the options found in the Shape Outtjadery.

4 shape Fill =

[Ab:] [Ab:} [Ab:} - & shape Outline -

*| = Shape Effects =

Shape Styles ]

Figure 18: The Shape Stylesgroup found on the Format
tab.

Adjusting the Chart Size

To quickly adjust the overall size of the chart, follow these steps:
1) Click once on the chart to display the Chart Tools contextual tab.
2) Click theFormattab under Chart Tools.
3) In theSizegroup, adjust th&hape Height/Widthusing the spin boxgseeFigure 19)
OR
4) Click the dialog box launchéoutlined by the red box iRigure 19) to adjust the chart size
using options found in th&calesection.

Format @ - @ X
e Spin boxes
|= Align ~ v 5 - P
= 3] 4 e
i +.. 2.
o — g -
(. 5 { 3
rly Selection Pane M e
Arrange Size F

Figure 19: The Arrange and Sizegroups found on the Format
tab.

Changing Font, Font Style and Size

You can change the appearance of any chart element that contains font formatting by simply clicking
the object once and using the options available ifrtm group on theHometab. If you do not see

the font formatting option you want to use, click th@a box Iaunche in the lower right corner

of theFontgroup on theHometab.

Changing the Formatting of Other Chart Elements

You can change the appearance of any chart element using the options availabfoomahiab
under the Chart Tools contexrlitab. Firstuse the directions listed at the bottom of page 12 to
correctly select the chart element you want to format. Then, use either the options fourhiaypie
Stylegroup or click thé=ormat Selectionbutton in theCurrentSelectiorgroup(seeFigure 16) to
open a dialog box containing formatting options for the current selection
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Updating Chart Information

After you create a chart, you may need to make changes to its source data oksheetvdio

incorporate thesehanges in the chart, Microsoft Office Excel provides various ways to update a chart.
You can instantly update a chart with changed valdesyou can update a chart by adding

removing datdeither rows or columns)

Updating Charted Data
The valuesn a chart are linked to the worksheet data from which the chart is créategdate the
existing source data, follow these steps:

1) Open the worksheet contang the data that is plotted in the chart.

2) In the cell that contains the value that you wantiange, type a new value.

3) PresgheEnterkey on the keyboard and the chart is updated.

Adding New Rows and Columns to the Data Source

The directionsn this section specifically refer to a spreadsheet containing existing chart source data
andadditional data not used in the chart. For examplEigare 20the column chart was created using
only the data in rows 3 and 4. You may want to add the data in row 5, magazine sales, to the chart.
There are two easy methodsuycan use to add existing spreadsheet(@étteer row or column data)

to a chart; both are listed below.

A B C D i
4 ABC Book Company
! 2004 2005 2006
Fiction $200,000.00 $225000.00 $210,000.00
‘Non-Fiction 7089744  350,000.00 175,000.00

Maagazines 65.000.00  125.000.00 95.000.00

ABC Company Sales 04-06

$400,000.00

$300,000.00

$200,000.00 +~

Totals

$100,000.00 1~

2004 2005 2006

Years

M Fiction WM Non-Fiction

NN s
SlololmNeo RN S|P N | (O A WIN

22 |

Figure 20: The current chart data source (range) is clearly visible after clicking
a chart. If necessary, move the chart on the sheet so you can see the range.

To addanew data series to a chading thedrag methodfollow these step@NOTE: The steps below
only work for a chart located directly on a spdsheet, as shownhigure 20):
1) Click the chart to which you want to add data.
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2) Move the chart away from the data so you can see all (or most) of the uncharted data. If
necessary, see the section titiéoving Chart$ on pageB.

3) Drag the corner of the currently selected rafogeline colored in blue, green, purple, etc.) to
include the relevant data you want added to the ¢baeEigure 21).

4) Release the left mouse buttand the chart is instantly updated to reflect the additional data.

1 ABC Book Company

2 | 2004 2005 2006

3 Fiction $200,000.00 $225000.00 $210,000.00
Non-Fiction 70,897.44  350,000.00 175,000.00
Magazines 65.000.00 125,000.00 95,000.004

ABC Company Sales 04-06

4
5
6 :T_A._I MLDATOO0OO0OT AA D2INT . OO0 1 TAY [T Y aYaTaWaYal
7
8
9

: ,
\
p $350,00000 1| | -

Figure 21: You can easily add data to a chart by extending the chart range.

To addanew data series to a chart using #etect Data optiorfollow thesestepg(NOTE: The steps
listed below work for a chart located directly on a spreadsheet or stored on its own sheet)
1) Click the chart to which you want to add data.
2) If the chart is located directly on a spreadsheet, as shokigune 20, move the chart away
from the data so you can see all (or most) of the uncharted data. If necessary, see the section
title "Moving Chart$ on pageB. If the chart is located on its own worksheet tab, continue on to
step 3.
3) Under Chart Tools, on tHeesigntab, in theData group, clickSelect Data The Select Data
Source dialog box appears.

4) Click thecollapse button (seeFigure 22). The dialog box shrinkand moveso you can
view the spreadsheet data.

5) Select the new range of cells you want to include in the chart.

6) Click the collapse button again to expand the dialog box.

7) Click the OK button and chart is instantly updahte reflect the newly selected range.

—__ Collapse
button

Figure 22: The Select Data Source dialog box in Excel 2007.
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