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Enlarge the Chart
1. Click inside the chart to select it.

2. Move your cursor to the lower right hand corner until it turns into
a two-headed arrow.

3. Click and drag away from the chart to enlarge it.

~ You can also access chart options by right clicking on the chart. At the shortcut
+  menu, choose the option you want.

Change the Chart Appearance

1. To change all columns representing Grade 12 to Yellow, click on
“Wentworth’s” Grade 12 columns on the chart.

2. All of the Grade 12 columns will be selected with size handles around them.

To select only one of Grade 12 columns, single-click on the column you wish
to change.

3. On the Ribbon, under the Chart Tools, click the Format tab.

4. From the Shape Styles group, click the Shape Fill upside down

; & g i
triangle |&25hape Fill* | and from the drop-down menu choose Yellow.
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5. Using the same procedure change the color of “Grade 11” to Red.

6. Select the legend by clicking on it. Click the Home tab, and from the Font
group, click the Bold button, click the Font Size button, and choose 12.

Bookl - Exc
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? ] You can also use the Font Dialog Box Launcher.

7. Follow the same procedure for the Vertical Axis and Horizontal Axis.

To delete a chart, select it and press Delete.

Change the Value Axis Scale

1. To change the intervals along the vertical axis from 200 to 300,
click the Vertical Axis to select it. It will have a border around it.

2. Click on the Format tab.
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3. Under the Current Selection group click the Format Selection
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4. A Format Axis panel appears on the right.

5. On Axis Options under Units type “300.” This replaces the “200.”

6. On the Format Axis panel, click the Close (X) button.

Save, Print, and Exit
1. From the Quick Access toolbar, click the Save button (Ctrl+S).
2. Click on the File tab, and from the Backstage View, choose Print.

3. Select your print options and click the Print button.
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™ (You should change the page orientation to Landscape.)
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Bar Chart (Graph)

Objective: Use Excel to learn how to insert a bar graph, change the graph type, and
change the options. Your graph should look similar to the following:

sm——————
High School Test Scores
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Open Microsoft Excel 2013

1. When you open Microsoft Excel 2013 you see templates.
2. Click on the Blank Workbook Template.

Enter Headings

1. Move the mouse over cell B1 and click in the cell.

2. Type “Wentworth” and press Tab.

To change the width of a column, click the Home tab and from the Cells
group, click the Format button upside down triangle. From the drop-down
menu, choose Column Width. At the Column Width dialog box, type

in the width you want and click OK.

3. Type “Clayton” and press Tab.
4. Type “Meadows” and press Tab.

5. Type “La Mesa.”
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6. Click in cell A2 and type “Grade 10.” Press Enter.

7. Next, type “Grade 11,” press Enter, and type “Grade 12.”

You can also drag down on the fill handle to fill in Grade 11 and Grade 12.

Enter Data

1. Click in cell B2, type “*1400” and press Tab.

2. Next, type “800” and press Tab.

3. Type “1100” and press Tab, type “900” and press Tab.

4. Now, press Enter. Complete the rest of the data sheet using the
following numbers:
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Wentworth Clayton Meadows La Mesa
‘Grade 10 1400 800 1100 900
AGrade 11 864 876 877 776
(Grade 12 300 45 87 133
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5. To delete a cell’s contents, click on it and press Delete. New information
can be entered in that cell if required.

6. On the Quick Access Toolbar, click the Undo button |~ Iif Delete
was not intended.

Save the Worksheet as a Template
1. On the Quick Access Toolbar, click on the Save icon! - ?(Ctrl+S).
2. From the Save As dialog box, name the file (a) “ Bar Graph” and

from the Save as Type drop-down menu, choose (b) Excel Template
then click (c) Save.
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Create a Chart

1. Select all the cells by clicking on the triangle in the upper left corner
of the worksheet where the cells meet.

To select a row, click on the number to the left of the row. To select a column,
- click on the letter above the column. To select a range of cells, click on the first
cell and drag to the last.

2. Click the Insert tab and from the Charts group, click on Insert

Column Chart button
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;E L ) From the Charts group you can also click on Recommend Charts.
Excel will display suggested charts for your data.

3. From the drop-down menu under 3-D Column chart choose the first
one on the left (if you do not see a chart you like click on More

Column Charts).
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3-D Column

The Ribbon comes with new shortcut keys; to see them press Alt.
Press Alt again so they disappear.

£T

4. Your chart will appear with three buttons to the right. Use the buttons
to customize the chart. The buttons are:

P
@Chart Elements: change elements such as title, gridlines, legend etc.
{ b? Chart Style: set color scheme and style.

{ch §Chart Filters: edit the data points and names on chart.
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Customize the Chart

The easiest way to customize your chart is

Chart Styles, E} and Chart Filters
the ribbon.

Chart Elements

Meadows.

= Geade 12

to use Chart Elements,

1. Select the chart, and you will see buttons to the right.

+

2. Click on the Chart Elements button

and a Chart Elements

menu appears.

3. From the menu, uncheck Axis Titles and uncheck Gridlines.

4. Hover your cursor over Legend until you see a triangle on the right.

Click on the triangle and choose Right.
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More Options...

Page 259
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5. Click outside the graph.
Chart Styles

1. Click on the chart to select it.

2. Click on the Chart Styles buttonl &
3. You can choose a different chart style or color by clicking on it.
Excel lets you customize your chart by using the Chart Tools (Design and Format

contextual tabs). It also lets you customize by using the Quick Analysis
button.
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Work with the Layout Tab

1. Click and drag to select the “Chart Title” text.

2. Type “High School Test Scores.” This will replace the “Chart Title” text.

High School Test Scores

+

3. Click on the chart to bring up the Chart Elements button.

4. Hover your cursor over “Chart Title” until you see a triangle
on the right.

5. Click on the triangle and from the drop-down menu,
choose Centered Overlay.




