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Microsoft Excel Exercise #15: Creating Charts
When you enter data into a Microsoft Excel worksheet, you create a record of important calendar events.  What these events can’t communicate easily is the context of messages which they can convey.  The best way of communicating information to affect positive change is to construct a chart or graph which summarizes information visually.

In Office XP (2002) or later, users have vast control over the appearance of charts and graphs.  For example, the colors of individual wedges in a pie chart can be selected individually to better communicate its significance.  Further, the font types and sizes of axis labels and titles can be similarly customized.  This lesson, therefore, explains how to create and customize a chart.
1. Power up the computer.

2. Log in to Windows 2002.

3. Watch and listen to the teacher’s demonstration.

4. Launch Excel by clicking on the Start menu, point to the Programs folder and click Microsoft Excel. 

5. Do one of the following:

a. Load your work from Excel lesson #1 you saved to your floppy diskette.

b. Refer to the sample handout from Excel lesson #1 and key in the first six lines in a new worksheet file.

6. Click the Chart Wizard on the common toolbar.

7. The chart creation involves 4 basic steps.  The first of these is to select the chart type (and subtype).  In the first screen of the Chart Wizard dialog, these are displayed.  Select the Column type and the two-dimensional sub-type (default).  To see how your chart will appear, press and hold the “Press and Hold to View Sample” button.

8. Click the Next button to move to the next step in the dialog.

9. On the second screen, you ensure that the data range box has the correct reference for the cells to be used to create the chart.  You also state whether the data are arranged in rows or columns.

10. You can use the Series tab to name the data series.  In simple charts, this is usually not necessary as the correct cell ranges usually appear.  Click Next.

11. In the third screen, you have the option of setting the appearance of the chart such as adding title and labels for both axes.  Any changes will be reflected in the preview pane displayed on the right side of the dialog.

12. In the last page, you choose the location of where the finished product will appear.  The “As new sheet” option will cause the chart to appear in a new spreadsheet whereas “As an object in” button will cause the chart to appear in the worksheet displayed in the corresponding drop-down menu.

13. After the chart is constructed, many given facets of the chart can be further customized through the Chart Options command off the Chart menu.

