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If you want to delete the chart, click on it and click on its border. Then
press the Delete key.

Change the Legend’s Location

1. Click on the chart, then click the Chart Elements button. E

2. From the pop-up menu, hover over Legend. When you see the triangle
click on it and choose Right.
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3. Click on the legend, then click on its border and move it where you want.

i; "] You can also right-click on the Legend and from the drop-down menu,
choose Format Legend.

Change the Text Appearance
1. On the pie chart, click on the text “January Expenses,” and you will see a border.

2. On the Home tab under Font, change the font to Comic Sans MS,
the font size to 28, and font style to Bold.
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3. Click on the text that is in the Legend and you will see a border.

Using the same procedure, change the font size to 16, font to Comic Sans
MS, font style Bold, and font color Black.

4. Click on the text in the pie to see a border around the text.

5. Change the text to font size 16, font to Comic Sans MS,
font style Bold and the font color Black.

/§ If you want to move the text, click on it then click on its border
and drag it where you want it placed.

Chart Title Enhancement

1. Right click on “January Expenses,” and from the drop-down
menu choose Format Chart Title.
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2. The Format Chart Title panel appears on the right with several options.

At the top of the panel click on Text Options.
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3. Click on the Text Fill & Outline tab.| .2,

4. Click on the triangle to the left of Text Outline then select Solid Line

and change the color to Yellow.
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5. Click on the X in the upper right-hand corner to close the Format

Chart Title panel.
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You can click on the Text Effects button | “* | and add a shadow, bevel
and other interesting effects. I added a shadow and some depth.

Finishing Touches
1. Click on “January Expenses.”

2. Move your mouse until it turns into a four-headed arrow, then click on its
border to move it. Use this technique to move the Legend.

3. Click on a pie slice and then click again to only choose one slice.

4. Click on the Home tab.

o

5. Under the Font group click on the Fill Color button.

6. From the drop-down menu, change the “Food” color to Yellow. Feel free
to change any pie slice. Also, if you don't like the pie graph’s background,
you can use the Fill Color button to change it.
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Saving
1. Click on the File tab and select Save As.
2. From the Backstage View click on Computer, then Desktop.

3. From the Save As dialog box, give your chart a name (for example,
“Pie,”). Choose a place to save it, choose a format, and click Save.
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Orientation

| Change the orientation of the chart from portrait to landscape.

1. On the Ribbon click on the Page Layout tab.

2. Under the Page Setup group, click on the Orientation.

3. From the drop-down menu, choose Landscape.

INSERT | PAGELAYOUT |

Print the Chart

pie chart | Sheetl | @

1. Click on the Pie Chart tab.
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2. Click on the File tab and from the Backstage View choose Print (Ctr/+P).
3. From the Backstage View choose the print settings that you want.

4. Under Settings, leave the default Active Sheets.

5. Click Print.

\{f You can see a Preview of what the chart will look like before you print
~ the chart by looking on the right side of the Window.

Closing Excel

1. From the Quick Access toolbar, click on the Excel button awg (X).
2. At the drop-down menu, choose Close (Alt+F4). Since there is

only one document open this closes Excel. @
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Create a Pie Chart

Objective: Learn how to create a simple pie chart using Microsoft Excel.
Your chart should look like the followmg

T

= Mortgage
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© Entertaiment
Food
i Clothes

# Insurance

Open Microsoft Excel 2013
1. When you open Microsoft Excel 2013 you see templates.
2. Click on the Blank workbook template.

3. Click on the File tab and from the Backstage View choose
Open, then Computer, then click on Browse.

4. At the Open dialog box, find and double-click on the Lessons folder,

and double-click on Pie Data to open it.
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5. The data looks like the following:

* January Expenses |
'Mortgage 1400 |
~ Car Loan B 350 §

:Entenaiment 300
|Food 450 |
Clothes : 200 |

20|

Create a Simple Pie Chart
1. Click any cell in the data list (for example, B2).

2. On the Ribbon click on the Insert tab.

3. Under the Charts group click on Pie Chart 9
and from the drop-down menu, choose 3-D Pie.

upside down triangle,
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4. Excel will then create your chart. As you can see, each slice
contributes to the whole pie.
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Move the Chart

When you insert a chart it will automatically be placed on the same sheet
with your data. If you want to print or work only with the image,
you have to place it on a new sheet.

1. On the Ribbon, under the Location group, choose Move Chart.
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2. From the Move Chart dialog box choose New sheet and name it “Pie Chart.”
Click OK.

Choose where you want the chart to be placed:

,Ejng © New sheet: :&M

@ objectine | Sheett

3. Now your chart and data are on separate sheets.

4. At the bottom of the worksheet you will see a tab labeled “Pie Chart” with

your chart and a tab labeled “Sheet 1” with your data. W
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Change the Chart Style

You can change the chart style by using the ribbon or the chart tools. We will use
the chart tools.

1. Click on the pie chart and three buttons will appear on the right:

&

the Chart Elements button, the Chart Styles < button, and

Chart Filters | T |button.

2. Click on the Chart Styles button, < scroll down and click on Style 9.

l
I

3. Click outside the chart.

Move and Resize the Chart

1. To move the chart, click to the right of the pie to see its border.

2. Move your mouse on its border and when it turns into a four-headed

T

-
arrow, ‘L\@ drag it where you want to place it.
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3. To resize the chart, click on the chart.
4. Next move your mouse to the lower right-hand corner of the border until it
turns into a two-headed arrow. Then click and drag away from you to increase

the size of the pie, or drag it to you to decrease the size.

Exploded Pie Chart

At times you may want to emphasize a portion of the chart. In this example,
pull out the car loan wedge from the rest of the chart.

1. Click on the “Entertainment” slice of the chart, and the whole chart will be
selected.

2. Next, click on the “Entertainment” slice again, and just that slice is selected.

3. Hold down the mouse button and drag the “Food” slice away from the
pie chart. Release your mouse.





