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Introduction

Excel Session 3 is a course created for CAL PACT participants to learn more
about the features of Excel. The course covers simple introductory material
and applies to both the Windows and Macintosh computer platforms. This

document serves as a supplement and future reference to the class.
What you will need to know to take this class

* how to use the mouse

* how to the use the Macintosh or Windows computing environment

* the material covered within the CAL PACT Excel 1 and 2 classes.
Specifically: data entry
editing
formatting
formula entry

printing
What you will learn in this class
* making a chart using the Chart Wizard
* editing a chart

* formatting a chart

Conventions used in this document

Menus and menu commands are separated by a vertical bar (|). In the
document they will appear as Menu | Command. An example of this is
“Select File | New...”
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Making A Chart
Enter the Data

Type in the data and remember to include labels for your data as well.
After finishing up your data series, highlight the rows and columns. (Note:
highlight the labels as well.) Next click the Chart Wizard button (| il ) to
begin making the chart. -

Chart - Step |

Step 1 of the Chart Wizard asks what type of chart you want to use. Select a
Chart type and a chart subtype. Chart sub-type is a sub variation on Chart
type that plots the data in contrasting ways. A preview box below Chart
sub-type describes the effect of the selected sub-type. Click and hold the
“Press and hold to view sample” box to preview your selection. Click on
Next once the desired chart has been chosen.

Chart Wizard - S5tep 1 of 4 - Chart Type EE

Standard Tvpes | Custom Types I

Chart type: Chart sub-type:
@ Pie ‘
. WY (Scatker)
|‘ Area
@ Doughnut I
@f Radar —
| Surface b
®: EBubble
[ﬁﬁﬁ_ Skack, LI
Custered Column, Compares values across
cateqgories,

Press and hold ko view sample |

El Zancel I < Back | Mext = I Finish |

What’s the difference between a Line chart and a (XY) Scatter chart?

Many users are unaware of the difference between a line and scatter chart.
Know the difference.

The line chart emphasizes time flow and the rate of change, rather than the



CAL PACT

Excel 97/98 Session 3 Page 4

amount of change. The line chart will plot each data point one tick mark
apart regardless of how far apart the x-data is. Only the difference between
one point to the next is shown.

The xy- scatter shows the relationship or degree of relationship between the
numeric values in several chart data series. This means that Excel will calcu-
lates the scale and tick-mark labels for the x-axis, just as it does for the y-

axis. A regression line can be plotted through a xy-scatter graph.

An Example: Looking at a plot of pig numbers vs. how much they weigh.
The numerical value for the pig should not affect how the data is plotted
since all pigs are equal. Looking at a plot of time vs. growth, both time and
growth are dependent and must be plotted according to scale.

Chart - Step 2

Step 2 of the Chart Wizard asks to confirm the selected cells in the range
display. If the wrong cells are selected, click the button to the right of the
data range box (E) to collapse the Chart Wizard dialog box. Once the box
is collapsed you can select the correct data. Click the same collapse button
to expand the dialog box. Depending on whether you entered your data
series in rows or columns, choose the appropriate radio button. Click on
Next when the correct range is displayed.

Chart Wwhzard - Step 2 of 4 - Chart Source Data E E3

Daka Range | Serigs I

Expense

3000
2500 H O Expenze
2000 1+ s
1500 1~
1000 H
500 O AT ] o T I

o

Drata range: I Sheet 114644146413
Seties in: " Rows
& Columns

@l Cancel < Back | Mext = I Einish
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Step 3

Step 3 of the Chart Wizard selects options for the chart. Click through the
tabs to edit Titles, Axes, Gridlines, Legends, Data Labels, and Data Table.
Select the options preferred and click on Next. Click Back if there was a

mistake in the previous steps.

Chart Wizard - Step 3 of 4 - Chart Options EE |

| Axes | Gridlines | Legend I Daka Labels I Data Tablel
Chart title:
I 2500
Cateqgaory (X)) axis: 2000 Hi—
I 1500 11— O Income
iallile () axis: saon L B Expence
. 500 Hl— Il
Second category (4 Axis:
b 3 " M
Second value (¥) axis: _,ﬁf' S & &
I b ‘-'.:“ql \N,_.n.
@ | Cancel < Back, | Mexk = I Einish

Step 4

Step 4 of the Chart Wizard asks whether you want the chart to be placed on

the current worksheet or on a new worksheet.

If you have lots of data and are only making a chart out of a few data points,
make a chart on a new worksheet so that your worksheet does not become
too cluttered. But if you want your data next to the chart, you might opt for
the chart on the current worksheet. (Note: You can place your chart on
another sheet as well by clicking the down arrow box.

Chart Wizard - Step 4 of 4 - Chart Location |

~Place chart:

" fAs new shest: IChartl

" As object in: A W - |
Zancel | < Back | Mext = | Einish I

< ) ]
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Working With A Chart
Selecting A Chart

Select a chart by clicking one time on the chart. Selected chart will have eight
tiny boxes around the edge called handles. This only applies to charts that
are created on the same sheet. Charts created on a new sheet will be selected
by default.

] | L_|
Sample
2500
E 2000 -
=}
E 1500 + dlIncome
- |=‘E 1000 lE}{pense-
& 800 - M M
D_
S P S e & FFE S
SO T Y S
A W BT o @
< o7 & F
Month
| | | |

Resizing the Chart

Resizing a chart applies only when the chart has been created on the same
sheet.

1. Select the chart to resize. The selected chart will now have eight tiny
boxes around the edge called handles.

2. Select the appropriate handle depending on which direction the chart
will be resized. For example, to make the chart wider to the right, select the
handle in the middle on the right edge (and drag further to the right). To
enlarge the chart area down and to the left, select the handle on the lower
left corner.

3. When the mouse pointer is placed over a handle, it turns into a double
arrow. —n

4. Drag the chart to a new size.
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P N T S— o—t Ll - :
E | |@Ircoeme ;
:~ ; |
..‘r:' H'_-F'::. 15’»4{'1-# i -:."'?-‘3:'!-:.“'!'.-?'5 :
Ll v;":F o f

Histl :

. F . ]
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Moving a Chart and its Contents

Moving a chart is similar to moving a cell. Select the chart to move and drag
it to the new location. The Title, Legend, Axis Labels, and other chart objects
can be moved from the opened chart.

1. Select the chart or object within the selected chart to move.

2. The selected chart or object within the chart will show the eight small
control handles around the border.

3. Move the object by dragging the object by its border.

Samphs

2 -
F ]
3 H Irwome
o=

1500 | |
] H Bvperes

4 1a L
Bl

%

w"‘* .: #‘ :f"‘a“
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Editing a Chart

Once a chart has been completed you can edit it using the | chart Window Help

Chart pull-down menu. Select the chart and click the Chart m
menu. The four steps of the Chart Wizard are listed here. 20U1EE DAt

Chart Options. ..
At anytime the chart is selected you can right click the Locstion. .
chart to open up an option box. This box contains the four Add Data...
steps of the Chart Wizard as well. Add Trendine...
SR
Legends
To insert a Legend Formak f.:hart Area...
1. Select the chart and right click. R e
Source Data,..
: Chart Options. .
2. Select Chart Options from the pop-up menu or select = = SR
Location...
Chart | Chart Options from the pull-down menu. o
e,
3. Click the Legend tab and select Show Legend. CreE e
dh Cut
4. Select the placement of the legend box and click OK. Copy
E Paske
To resize the Legend Clear

Eting ko Fronk

1. Select the legend from an open chart Send to Back

2. Click and drag the legend handles to resize. Assign Macra...

New Series or Data

To add a new series or Data to a chart

1. Selectand copy the datato T ]
add from the worksheet. Add cells as © ialues (¥ in——

|75' Mew series |Vf" Rows ‘
2. Select the chart to add the new hlew point{(s) deplmns Cancel |

data or series to.

[ Seties Marnes in Firsk Faow
3. Select Edit|Paste Special... ¥ Cateqories (% Labels) in First Column

(Il Replace existing categories

4. Choose to add the cells as a

New Series in Rows or Columns.

5. Choose if the Series name or Axes Label are included.
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Naming a series (i.e. Source Data K B3
changing the series name DataRange | Series
in the legend) Sample
- 2500
1. Select the chart o —
E A B Expons
T o5m '}
2. Select Chart | Source 5
A O A P r . . .
Data fir‘; {\,,3 woaF g _f{tfy’*}a;aﬁ;f
Hunth ’
3. Choose the Series tab
Series
. =] Mame: =Sheetl 14641 B
4. Under the Series box Expense Hamei  [=sheet1 484 Al
SeleCt the approprlate ;I Yalues: |=Sheet1!$B$2:$B$13 :‘J
series and adjust the add | memove |
name in the Name field.
ame the ame 1€ d Cakeqgory () axis labels: |=5heet1!$.¢\$2:$.ﬂ.$13 j‘_]
To use a custom name,

enclose the name in 2 [ ok | codl |

quotes. For example

="My series”.

Deleting
To Delete a Legend, Chart Title, Axis Labels, or Series

1. Select the object to delete (remember selected objects will have handles
on the border).

2. Press the delete key or select Edit | Clear All (for deleting the selected

region) or Edit | Clear Series (for deleting the entire series).

Formatting

The Format menu can customize the chart by changing the font of the chart
text, the horizontal and vertical alignment, the text orientation, the pattern
and color of the chart, and the style of the chart text. Remember that the
chart must be selected before chart objects can be selected for formatting.
Many times, by double clicking on the chart object, the proper formatting
menu will be accessed. To use this shortcut, it is important to double click
on the correct object. (Note: All format options can be accessed by right
clicking after the object has been selected. A pop-up menu will appear and
state the format option available.)
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Chart Type
Chart Type EE
The chart type can be |
. L. Standard Types | Cuskom Types
changed by right clicking on |
. Chart type: Sample:
the chart or by selecting gl Column — sample
B Bar
Chart | Chart Type. (&% Line
Chart Area . uV (Scatter) 'E'
‘ fArea !
@ Doughnut =:
Change the background iy Radar o e o
@ Surface
color of the chart or the text o J S
W Shack, - Hunth
on the chart area by double i -
. . e _ ubble., Compares sets of 3 values, Like a
Cthlng on the Chart area. I™ Apply to selection catter chart with the third value displayed
[ Default formatting s the size of the bubble marker,

You can also change this by
selecting Format | Chart
Area.

Plot Area

The default plot border and
area for Excel 97/98 is gray.
Change this by double
clicking on the plot area
and then changing the color
of the area and border to

the desired color.
Data Series

Select and double-click the
data series to rename the
series, change the pattern

(color and markers) of the

Press and hold o view sample |

@ | Set as default chart |

oK Cancel |
Format Plot Area K E3
~Border rArea
" Aukomatic " Automatic
 MNone " None
Ll EEEEEEEN
Style: I v| EEEEEENEN
- EONEEENN
coor: [N ~| || MOOECEEE
ﬂeight:lﬁ O OO OO e e O
OmCOCONEOmO
BRI EAEEN
e Fil Effects... |
|
Ok I Cancel |

series, and add error bars or data labels to the series.
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Axis
Double click on an axis to Format Axis [7]x]
change the scale of the plot, | sl | Font | mumber | algnment |
R . Major tick matk bvpe
the tick marks of the axis, & aubomatic © None & Outside
. . " Norie ™ Inside " Cross
and the orientation and font @) (st
, Iﬁv rMinar tick mark type————————
Of the labels. S ' None " Qutside
Calar: I Automatic vl  Inside  Cross
Legend Weight: Tick mark labels
CiMone O High
~Sample L % Next o axi
Change the font, placement - SEEEE
and pattern of the legend
by double clicking on the
legend.
oK I Cancel
Data Point

To select a certain data point, select the series that contains the data point
and then double-click on the data point to format. Add labels or change the
pattern of the selected data point.

Adding Text

To add text to a chart, select the chart and begin typing. The text entry will
appear in the formula entry bar. Enter the text and it will appear on the chart
as its own object.

Deleting a Chart

If the chart is on a new sheet

1. Click on the sheet tab at the bottom of the screen to select the sheet.
2. Delete the sheet by selecting Edit | Delete Sheet.

If the chart is on the same sheet

1. Select the chart by clicking one time on the chart. The selected chart will
have eight tiny handles around the edge.

2. Clear the chart using Edit | Clear | All or press the Delete key on the
keyboard.
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