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Excel 2016: Charts and Graphs

2.0 hours

This workshop assumes prior experience with Excel, Basics | recommended. Topics
include data groupings; creating and modifying charts; chart types; source data; chart
options; chart locations; formatting; adding trend lines and error bars.

[0 =1 S 1
(OTg TN o= T 1 o T PRSP 2
(0o = ol Ko Yo | TN 3
(0] =1 o o Yo ] I 1=« -SRI 4
(R 0] ¢ 0 0 F= 1 o o= 1 o [P 6
[ (XY A [o YN TP 7
Change AXiS NUMDEIS ...cciiiiiiicciiee ettt ee e e s e e et e e e ettt e e e s abaeeessbeeessasteeasnnseeesennees 7
Change Distance BetWeen COIUMNS ....cciiiiiiiiiiiiiee ettt e eercirre e e e s e e s cbaare e e e s e s s sanbeaaeeeeseennnnes 7
0] (oTe [T I o [T @ o F- | o USSR 7
FiNe [o I N =T a Lo LT a T T e W o a o L 2= 5 7
MaKe Charts the SAME SiZE... ..ot e e e e e e e e e e e e e e earaasaans 7
Changing the DAta SOUICE .....ciccuiiie ettt ettt e et e e e et re e e e sata e e e sbteeesebaeeesantaeeesnsraeanns 8
From the WOTKSNEEL ...t e e e e et s e e e e e e aaaa s 8
From the Select Data SOUIrCE WINUOW .......coovvuiuiieieeeeeiiiiieee ettt e e e e et taaas e s s e e e eeessaaannes 8
20T 0 g Yo )T o= de F-1 - [ USRS 8
BT 1S e 1 H 1 1 =T £ RRREN 9
(o] [ 0 eI T Lol = T T O = 9
RS [ Te I N =T W O =1 KU 10
PiE QN DONUL CRAITS ooiiiiiiiiieeeeeeeietiiiee e e e et ettt aree e e s e et ttaaaaaresseseeetassaasssesssssssssssssssssssessssranns 12
[ 1T Tl 01V o = AR 13
) = L 1) Ao O o = R 13
Scatter (X,Y) and BUbbIe Charts .........ueeiiiiie ettt et e e e aae e e eaes 14
Lo T TaTo BT U] o = Tol=l O 1 T= 1 SRR 15
ClaSS EXOICIS i eiiiiiiieiieeee et et ettt e e e e et ettt e e e s e e e e et aaaa e sesseeesetaaaaa s eeeesessasssaasseessessssnnnssesseesenns 16

UF UNIVERSITY of
FLORIDA
Pandora Rose Cowart

Education/Training Specialist
UF Health IT Training

C3-013 Communicore (352) 273-5051
PO Box 100152 prcowart@ufl.edu
Gainesville, FL 32610-0152 http://training.health.ufl.edu

Updated: 02/07/2017




Charts

A chart helps you display your data into a graphical representation. There are many types of charts, but in this
class we'll focus on simple column, line, and pie charts. There are examples of other charts near the end of this
handouts.

The first thing to know is the data has to be organized so Excel can understand what you are trying to chart.

Excel will chart your data selection or your connected data range. As long as there are no blank columns and no
blank rows within your dataset, you can skip selecting the cells.

Chart Title
Clustered Column i:
| o

500 3
=
400 i
300
200
o il an
L il ! | L

Pants Shoes Socks Blouses Hats Category Axis
EistQur E2nd Otr B 3rd Qr WAth Qtr
Legend

Here is a dataset we will use in class:
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Item 1st Qtr 2nd Qtr 3rd Qtr 4th Qtr
Pants 456 489 423 468
Shoes 498 435 472 436
Socks 128 168 157 138
Blouses 579 498 531 589
Hats 126 129 123 119

This is a structured collection of related data set in a table
format. When plotted onto a clustered column chart, like the Line
one shown above, the titles in the first column of the dataset
appear along our category axis. The titles in the first row

appear within the legend. The values are represented by the %'-’—;—:"

height of each column. 300

Line charts are usually set up to go across a period of time,
think Time Line. For this chart I've used the Switch Row 1staur 2nd G 3rd Qe ath ane
Column tool so we can see the trend of the sales through the —PaNlS mmShO0S e SOCkS e BlOUSES e Halls

year. In this case our first column titles appear in the legend,
and the first row of titles appears in our category axis.

Pie

Pie charts are usually created to display the breakdown of
the total values within the whole. Pie charts can only be
based on one set of data. When you try to create one with
the above dataset, you will only see the first value set appear
within the chart. If you want to go to an extreme and have all
four quarters show, try using a Doughnut chart.
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Creating a Chart
To create a chart make sure your cursor is in the dataset you would like to plot. If you want a subset of the
dataset, select that portion. You can use your Ctrl key to add to a current selection.

You will find the Charts group on the Insert tab. Click on any small chart button to see a list of possible charts.
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If you are unsure of the best chart option for your data use the Recommend Charts button. It will open the
Insert Chart window shown here.

Recommended Charts | All Charts
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Chart Tools
When you select a chart, three buttons appear along the right side of the selection.
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S o Tooe More Opions. titles. As you hover your mouse over each option, you will see a small arrow head
Gridiines pointing to the right. This will open another menu with more detailed choices.
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to customize each chart element.
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Q| Values | Names N voves Names The third button is a funnel. This is a Chart Filters button.
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0 o 151.Qtr, 2nd Qu, 3rd Q. The Values group allows you to add and remove data
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7 select Al appear in the legend (series) and axis titles (category).
¥ Pants
< Shoes The Select Data... option at the bottom of the window
o socks opens the same window as the Select Data button on the
< Blouses Design tab. From there you can change or adjust the
e range of cells used to create this chart.
Apply Select Data... Apply Select Data...
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Click here to download full PDF material
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