Computer Data Analysis



   Instructor: Greg ShawPRIVATE 
CGS 2518






    

Microsoft Excel - Tutorial 4, Session 4.2
“Working with Charts and Graphics”
Skills Checklist and Notes

· Creating a Line Chart
1. Select the data source
2. Insert | Charts | Line (same as for any other type chart)

· Adding a Chart Title (if necessary) 
Chart Tools | Layout | Labels | Chart Title

· Formatting Category Axis Labels
Chart Tools | Layout | Axes | Axes | Primary Horizontal Axis | More Primary Horizontal Axis Options...

(In Column and Line charts, the horizontal axis is the category axis)
· In the example in the book, we click Axis Options and then set the Major unit to 2 years and the Minor unit to 1 year (since the categories are dates)

We then click Number and create a custom format code of yyyy. Dates with that new format will display only the 4-digit year
· Changing the Value Axis Scale
Example: Current values are in dollars – we wish to express in thousands of dollars
Chart Tools | Layout | Axes | Axes | Primary Vertical Axis | More Primary Vertical Axis Options...

1. Click Axis Options and choose a Display unit (e.g. thousands) from the list
2. Check the box which controls whether the display unit shows on the chart
· The values shown on the axis (and any value labels on the data markers) are now expressed in 1,000s (0 to 50, instead of 0 to 50,000)
· Overlaying the Legend (on the Plot Area)
1. Chart Tools | Layout | Labels | Legend

2. Choose Overlay Legend at Left or Overlay Legend at Right
3. If necessary, move and resize the legend so it doesn’t obscure any data points

· Adding a Border and Fill Color to the Legend
1. Chart Tools | Layout | Labels | Legend | More Legend Options...
2. Click Fill and choose a fill option

3. Click Border Color, choose the Solid line option, pick a color
· Hiding and Displaying Chart Gridlines
1. Chart Tools | Layout | Axes | Gridlines 

2. Choose Primary Vertical Gridlines or Primary Horizontal Gridlines and select a gridlines option from the submenu

· Adding a Data Series to a Chart
1. Select the chart
2. Chart Tools | Design | Data | Select Data 
3. Click Add
4. Click in the Series name text box, then click the sheet tab and cell that has the name of the series

5. Press [Tab] to move to the Series values text box, then click the sheet tab and select the range that has the values
6. Click OK.  Click OK.
· Creating a Combination Chart
“Two different types of charts combined into one”

1. Select the chart 
2. Select the data series to be changed to another type
3. Chart Tools | Design | Type | Change Chart Type
4. Click the chart type you want

5. Click OK
(
Working with Shapes
· To insert a shape

1. Insert | Shapes

2. Pick a shape from 1 of the 7 categories. The mouse pointer changes to 
3. Drag in the sheet or chart to draw the shape

· To move a shape

· Click the shape to select it, and then drag it

· When the pointer is in position to drag, it changes to 

· To resize a shape

· Click the shape to select it and drag a selection handle
· When the pointer is positioned to resize, it changes to 

· To copy a shape
Select it, and use the Copy and Paste commands

(Shapes can also be moved via the Cut and Paste commands)
· Adding Text to a Shape

1. Create a Text Box shape and place it within the “host” shape

· The Text Box is the first shape in the first row under Basic Shapes
2. Enter, replace, select, edit, and format the text as you would for text in a cell of a spreadsheet

3. The text box can be moved within the host shape by dragging

· Aligning shapes vertically and/or horizontally

1. Click the first shape to select it

2. Click on the other shapes while holding down [Shift] to add them to the selection

3. Drawing Tools | Format | Arrange | Align | Align Middle for vertical alignment

4. Drawing Tools | Format | Arrange | Align | Distribute Horizontally for horizontal alignment

· To group several shapes into a single unit

· Select the shapes (see above), right-click the selection, choose Group, and then Group (again) from the submenu
· Now the shapes can be moved, resized, cut, copied, pasted, etc, as one

· To ungroup shapes

Select, right-click, choose Group, and then Ungroup from the submenu

· To rotate a shape, select it and drag the green rotation handle

· To format a shape, select it and choose Format Shape...

· To create a “regular” shape (e.g., a perfectly straight vertical or horizontal line or arrow, a square instead of a rectangle, a perfect circle instead of an oval, etc) hold down the [Shift] key while dragging when you first create it
· Creating a Chart Sheet

See “Moving an Embedded Chart” in Session 4.1 notes

· Formatting the Chart Sheet

The usual







