
Spreadsheet Graphics (Charts) Lab

Getting Started:  Spreadsheet software provides easy ways to automatically create charts, such as pie charts, bar graphs, and line graphs, from data in your spreadsheet.  Usually you will need to create your own spreadsheet and type in the data, but for this exercise we will work with a spreadsheet that has already been created.  The spreadsheet contains expenses data for a year for a fictitious student.  It is on the Y drive on the network.  After logging onto the computer, go to My Computer and copy the file expenses.xls to your Z (or A) drive (or bring the spreadsheet into Excel and immediately do a Save As to your drive).

Now, get into Microsoft EXCEL and open the expenses file.  General instructions for creating charts are below.   You should read these general guidelines for an overview and then follow the instructions below to create some charts for the expenses worksheet.

Spreadsheet Charts Using Excel

A Summary

First,  Select the data in your spreadsheet you want to graph keeping in mind the following general rules: 

(1) if you wish to graph two noncontiguous sets of data (such as column B and column F) select one then hold down the CTRL key while selecting the other;  

(2) the region you select must be rectangular or a set of noncontiguous rectangular regions all the same length

(3) you may include in your selection parts of the spreadsheet that will be used as labels on the pie pieces or on the X axis of a graph (this is called the X category data range) and labels to go on a legend.  If these labels are obviously character data (words), everything works well.  However, it the labels are numeric (such as years) it is best to wait until step 2 in the Chart Wizard to select the data for the series (see below).

Second,  After selecting your data, choose Insert, Chart from the menu bar (or click on the Chart Wizard icon on the menu bar.  This brings up the Chart Wizard.  The steps in the Chart Wizard are:

Step 1   At this step choose your chart type – pie, line, column, etc.  For each type, you have several additional style choices.  

Step 2   This step shows you how the data ranges you have selected will be displayed.  You can choose to display either the rows or the columns (it is easy to click back and forth to get what you want).  If you did not choose an X category (for labeling pie pieces or labeling the X axis), you may do it here.  Choose the Series tab, then in the X Category box click on the Collapse Dialog button (the little blue and red thing in the corner of the text box).  Clicking on this minimizes your chart wizard window and lets you select the part of the spreadsheet you want.  After selecting it, click on the button on the Wizard window to bring it back to the foreground.  The series you selected should show up.  You may also add and remove data at this point.

Step 3  This is where you add your titles, select to either show the legend or not, request that pie pieces be labeled with the X category series and with percent.  There are tabs for these options (you get different tabs depending on which type of chart you are constructing).

Step 4  This is the place to choose to have your chart as a separate sheet or part of the spreadsheet.  Making it a separate sheet creates a tab a the bottom of your spreadsheet for the chart.

Editing an Existing Chart  

In general, you can go to your chart and move your mouse to a region you want to change.  Watch the mouse pointer – it tells you where you are.  Clicking on the right mouse button will bring up a menu of options.  The menu differs depending on where you are.  Things such as adding titles are under Chart Options.   To change existing titles you may also click the left mouse button on the title.  Once the title is selected it can be moved with the mouse or edited.

Chart Exercises

The following instructions lead you through creating three different charts from the expenses spreadsheet.

Make a pie chart showing how the total expenses are divided among the 4 categories:  

1. The first step in creating a chart is selecting the range of data to be displayed in the chart.  This includes both data cells and cells that contain labels for the data.  The data is in cells B15 to E15 (the total expenses in each category) and the labels are in cells B1 to E1.  This is a noncontiguous range so we first select one portion of the range (with the mouse) --- say B15:E15 --- then go to the other portion and hold down the control key while selecting it (B1:E1).  When you finish, both the row of labels and the row of data should be highlighted.

2. Now start the Chart Wizard (use Insert from the menu bar, then Chart or the Chart Wizard icon).

3. The first step of the Chart Wizard lets you choose the chart type.  Choose Pie.  You will then see 6 options for your pie chart.  Choose one.  Click on Next when you have what you want.

4. Step 2 shows you your chart and lists the data range (in address form) of the data that is displayed.  You may see a legend beside the chart (sometimes it is there by default; sometimes not – this can be changed in Step 3).  If your chart looks okay and either the pie pieces or the legend are labeled "Food" etc. then click on Next to go to the next step.

5. Step 3 lets you add titles, change labels, and the legend.  

(a) First, make sure the chart labels the pie pieces with the labels "Food", etc AND shows the percent for each category.  To do this, click on the Data Labels tab, then select the radio button for showing the label and percent.

(b) Now there is no need for the legend so get rid of it by clicking on the Legend tab, then uncheck the Show Legend checkbox.

(c) Now click the Titles tab and type in Expenses for the Year as the Chart Title.   

When things look right at this step, click Next.

7.  At Step 4 you can choose to incorporate the chart in you spreadsheet or make it a new sheet.  Choose to make it a new sheet and in the text box beside the button type in a name for it (such as Pie).

8. Press Enter (or choose Finish) and you will see your completed Pie Chart.  At this point you could print your chart by choosing File from the menu bar (don't print today!). 

Changing the type of chart

Changing the type of chart is easy to do.  We can see what the range of data for the pie chart looks like in other chart forms.  With your chart still active (showing on the screen), choose Chart from the menu bar and then choose Chart Type or click on the Chart Wizard icon.  Now choose the Column type.  You can see the data graphed in columns by pressing the button labeled "Press and Hold to View Sample."  After trying a few different types be sure to change back to Pie.

To get back to the spreadsheet click on the Sheet 1 tab at the bottom of the worksheet.

SAVE what you have done so far.  You can use the File/Save option (if you have already saved the spreadsheet) or File/Save As (if you have not yet saved the spreadsheet).  The chart and spreadsheet are saved together as one file.

Make a bar (column style) graph showing the expenses for January-May (a different set of bars for each month):   

1. For this chart we want to include the expenses for January - May (in cells B2 to F6) plus the labels Food, ... Total (range B1:F1) and the labels January - May (A2:A6) on a legend for the chart.  Because all of this is contiguous and because EXCEL forces us to choose a rectangular region,  we select the contiguous range A1:F6.

2. Use the menu, as above, to create a chart. 

3. At step 1 of the Chart Wizard, choose the Column style Bar Chart.  

4. Next choose the format that does not stack the bars (it is the first one in the options).

5. At the next step you see your chart.  With so much data to be graphed the Chart Wizard does not always make the correct choices at this step.  We want the data series to be the rows (one data series, for each month).  You can easily change from columns to rows and back -- try it out (that is, click on rows, then on columns, then back to rows and see how the graph changes).  We want the first row to be the labels on the X axis and the Months to be the Legend text.  If your chart isn't labeled in this way, click on the various options to see if you can get your chart to have these characteristics (sometimes the Chart Wizard is fickle and you can't -- in that case, your best bet is to start over).

6. At step 3 we add titles (you should make sure that the Legend is showing).  Put the title January - May Expenses on the chart, put the title Expense Category on the X axis and Dollars Spent on the Y.  7. At step 4 choose to have the chart as a new sheet and give it a name (Bars, for example). Click on Finish.

Get back to your spreadsheet and SAVE your work so far (just do FILE/SAVE so that all charts are saved in the same file with the spreadsheet).

Adding the X-category (X-axis labels or pie piece labels) at Step 2 in the Chart Wizard

Just for practice, now create the column style chart again, this time adding the labels for the X axis in the Chart Wizard rather than selecting them ahead of time (this is necessary when the labels are numeric data such as years).  

1. Select the range B1:F6, then active the Chart Wizard.  Again choose Column style chart.

2. At Step 2, you will probably notice that the months are along the X-axis and the legend is labeled "Series 1", etc.  We want the months on the legend so click to display rows.

3. Now click on the Series tab.  Follow the instructions on page 1 of this handout for adding the X Category.  You want to add the data range A2:F6.  "Food", etc. should show up on the X-axis.

4. Now click on cancel (this is just practice – no need to save this).

Make a line graph showing the dollars spent on food and books for the months January-December:

1. For this one the data is in the food and books column, the labels for the legend are at the top of those columns and the labels for the x axis are in column A.  Hence, we must select the range  (A1:B13) and (D1:D13).  Now, create the chart.

2. At step 1 of the Chart Wizard, choose Line Chart.

3. Next choose the lines to be displayed with markers and with horizontal lines across the graph (it should be the first option in the second row of line graphs).

4. With any luck at the next step you will see the correct graph.  Check to see if the months label the x axis and the legend says "Food" and "Books" -- if not, click on various options given to see if you can get what you should (if not, your range may be wrong and starting over may be the best bet).

5. At step 3 add the chart title Book and Food Expenses Over the Year.  

6. At step 4 choose to have the chart as a separate sheet and give it a name.  Click on Finish.

Adding Data to a Chart  We will add the FUN expenses to the line graph just created.  To add data we use the COPY and PASTE editing functions.

1. Go back to the spreadsheet and block out the range of data containing the FUN expenses for the year (the range is E1:E13).  Now click on Edit from the menu bar, then on Copy.  

2. Now go to the chart (click on the tab for the chart -- it should be Chart 3).

3. Click on Edit in the menu bar, then on Paste.  You should see both a new line added to your graph and an item added to the legend.

Deleting Data from a Chart   Now we will delete the BOOKS expenses from the line graph.  

1. Activate the chart (if it isn't already), then point to the BOOKS line with your mouse and click the right mouse button.  The shortcut menu should appear.

2. Click (with the left mouse button) on Clear.  The Books line should go away and the corresponding entry in the Legend should be deleted.

Adding and Modifying Titles  We will edit the overall title of the line graph and add titles for the X and Y axis.  

1. To edit a title, use your mouse as if you were editing in a word processor.  For example, to change the title to Fun and Food Expenses Over the Year we need to replace the word Book by the word Fun.  One way is as follows:  Use you mouse to select the word Book, then press the Delete key.  Now type in the word Fun.   An alternate method would be to move the mouse pointer just to the right of the word Book and click (to get the horizontal line indicating you can insert), then backspace over Book and then type in Fun.

2. To modify the whole title in some way, select it by pointing the mouse in the title area and clicking.  There will be a box around the title.  At this point you could move the title (drag it by grabbing one of the "handles" (little squares)) or do something such as change its format.  Change the font of the title by selecting the title, then on the menu bar click on the down arrow in the Font box and choose a new font.

3. To add a title, go to the position for the title and click the right mouse button – so, to add a title to the Y axis, right click in an area to the left of the Y axis.  Choose Chart Options from the menu.  A window with options similar to Step 3 of the Chart Wizard appears. Type in your title -- in this case type in Dollars Spent.  What you type will show up in the input line near the top of the window (you probably can't see it in the small box beside the Y axis).  When you finish and press ENTER the title will appear where it belongs.

4. Now add the title Month to the X axis.

Modifying the Format of Titles  Click on the title with the right mouse button then click (with the left button) on the format title option.  You will get a window with several options to try out.  (This is another way you can change fonts.)

NOTE:  Changes to data labels and legend labels should be done in the spreadsheet (these came from the spreadsheet) not on the chart.  A change to the spreadsheet will automatically change the chart.

Spelling  Use the spell button on the tool bar to check the spelling in your chart.

When you have finished save your spreadsheet -- the charts will be saved with it.

