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Column Charts and Bar Charts
When selecting a row or column to serve as the data source, NEVER select the cell with the total for that row (or column).  Since the total is the sum of the other cells in the row (or column), the data point for the total will be as big as all the other data points combined, effectively obscuring the chart’s message!

· Elements Not Found in Pie Charts

Category (horizontal) axis – Value (vertical) axis – Value axis scale – Major tick marks – Minor tick marks - Grid lines

(Column charts may have 2 value axes, a primary and a secondary.  In that case, the primary value axis will appear to the left of the plot area, and the secondary value axis to the right)

· Creating, Moving, and Resizing the Chart 


These are the same for all types of charts (see Tutorial 4, Session 4.1 notes)

· Formatting the Chart Title and Legend


These are the same for all types of charts (see Tutorial 4, Session 4.1 notes)

· Formatting the Chart Axes

· Select the axis to be formatted

1. Chart Tools | Layout | Current Selection
2. Select it from the list

(Like any element, an axis may also be selected by clicking, but this can be tricky so it may be easier to use the Current Selection list)

· To change font, font size, and color



Home | Font (or right-click and choose Font...)

· Changing the Value Axis Scale and Tick Marks
· If too many labels are displayed on the value axis, they may be so close together as to make the chart difficult to read

· We can remedy this by increasing the increment between the labels (e.g. count by 5000s instead of by 1000s)

1. Chart Tools | Layout | Axes | Axes | Primary Vertical Axis | More Primary Vertical Axis Options...

2. Click the Major unit Fixed option button and type the new increment in the text box
(If the label units displayed are percents, you must enter the equivalent decimal value.  E.g. for 5% enter 0.05)
· Changing the Number of Decimal Places Displayed on the Value Axis
1. Chart Tools | Layout | Axes | Axes | Primary Vertical Axis | More Primary Vertical Axis Options...
2. Choose Number from the dialog box and enter the number of decimal places you want displayed
(Or right-click the axis, choose Format axis... and then Number)
· Adding a Rotated Title to the Value Axis
1. Chart Tools | Layout | Labels | Axis Titles | Primary Vertical Axis Title | Rotated Title 

2. Enter the title

· Bar Charts
· Everything in this document also pertains to bar charts, because a bar chart is basically a column chart turned sideways!
· The only difference: 
· For a column chart, the category axis is the horizontal axis and the value axis is the vertical axis.  
· For a bar chart, the category axis is the vertical axis and the value axis is the horizontal axis.
· Formatting the Chart Columns (Data Series)
· Click once on any column to select the data series (i.e. to select all the columns)
· To change the width of the columns and the gaps between them
1. Right-click the selection and choose Format Data Series...
2. Click Series Options (if not already selected)

3. Drag the Gap Width slider or enter the new width in the text box

· The gap width is the ratio of the width of the space between the columns to the width of the columns themselves.  E.g. a gap width of 50% means that the gaps are half as wide as the columns
· To format the columns
1. Right-click the selection and choose Format Data Series...
2. Click Fill
3. Select a fill type – Solid, Gradient, Picture or texture – and experiment with the different settings for each! Enjoy!
