
Microsoft Excel  – Custom Charts
Getting Started

Start Excel:
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· Click on Start
· Click on Programs
· Click on Microsoft Excel
Chart Terminology:
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Create a Chart with F11
· Create a simple chart by selecting data source and using the F11 key.

· Open the file ChartData1.xls.

· Select A4:D8.

· Press F11 on the keyboard.

· View Chart.
Create a Chart with Chart Wizard
· Open the file ChartData1.xls

· Select A4:D8.

· Click on the Chart Wizard.
· Follow steps 1 – 4 in the Wizard.

· Step 1 – Chart Type

· Step 2 – Chart Source Data

· Step 3 – Chart Options

· Step 4 – Chart Location

Custom Chart Formatting
Chart Toolbar






Format chart text

Attached Text
Insert Titles

· Select the Chart.

· To add a chart title , x-axis title, or y-axis title choose Chart, Chart Options. Make sure the Titles tab is forward.
· Add Chart title.
· Add x-axis title.
· Add y-axis title.
Add Data Labels

· To add data-marker labels choose Chart, Chart Options. Select Data Labels.

· Add Series name. -OR- 

· Add Category name. -OR-

· Add Value.
Unattached Text
· Press Esc to deselect all chart objects.
· Type the desired text “New Product Line Introduced” (note it is being written to the formula bar.) 
· Press Enter and a text box containing the text is created.
· Position the text box in the desired location.
-OR-

· Use the Text box tool from the drawing toolbar.

Add/Remove/Move Legend

Add a Legend
· First delete the existing legend if there is one.

· Choose Chart, Chart Options, and select the Legend tab.

· Click in the check box for Show legend.

· Choose the placement of the legend.

Remove a Legend

· Simply select the legend and press delete on your keyboard.

Move a Legend

· First delete the existing legend if there is one.

· Choose Chart, Chart Options, and select the Legend tab.

· Select the desired placement.

Format a Legend

· Select the existing legend.

· Choose Format, Selected legend.

· Select the desired patterns, fonts, or placements.

Tip: Return to the chart to size the legend by clicking on the size handles.
Chart Types

	Chart Type:
	Used to Show:

	Area
	The relative importance of data values over a period of time

	Bar
	Individual data values

	Column
	Individual data values over a period of time

	Line
	Trends in data over a period of time

	Pie
	The relationship of parts to a whole within a single data series.


· To change the Chart Type: Choose Chart, Chart Type.
Using Toolbar to Draw Objects
Draw Toolbar – Used for Autoshapes

· Select the AutoShapes tool for Callouts.

· Draw the desired size callout.
· Add the text ~ “What will we think of next?”

Using Special Effects
Add a picture as the data series fill
· Select the data series.

· Choose Format, Selected Data Series with the Patterns tab selected.

· Under Area select Fill Effects…

· Choose the Picture tab.

· Select the Picture command button.

· Choose the desired picture.

Adding a Shadow Border to the Chart
· Select the Chart.

· Choose Format, Selected Chart Area.

· The Patterns Tab should be forward.

· Under Border choose “Shadow.”

Techniques for Editing Charts
View Full Screen vs. Embedded
· Viewing Full Screen or Embedded is a location setting.

· Choose Chart, Location

· Choose As a new sheet if the desire is to have the chart in Full Screen view on its own sheet.

· Choose As object in if the desire is to have the chart as an embedded chart on the same page as the data.


Adding/Removing Gridlines
· Choose Chart, Chart Options, and the Gridlines tab.

· Select desired major and minor Gridlines for X or Y axis.

Changing Plot-Area Background Color

· Select the Plot-Area.

· Choose Format, Selected Plot Area.

· Select desired background color.


Rescaling the Value Axis
· Select the Value Axis.

· Choose Format, Selected Axis, and the Scale Tab.

· Select the desired scale. 
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