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Creating a chart / graph

Microsoft Excel 2007

There are many chart types that you can choose from, a line graph has been chosen as an example here. Which chart you

choose will depend on how you want to present your data.

refers to which series and axis. Have a quick brainstorm first.

Tip: It is easier to create a chart/graph if your data is nicely organised. Also, analyse your data to see which data

E.g. Line Chart

1. Highlight data area to be graphed
Fay B & D E F G H | 1 K L Il
1 [LOCATION AN FEB MAR APR MAY JUN JuL AUG SEP oCT NOWV DEC
2 |Auckland 19 20 19 16 14 12 11 11 13 14 16 18
3 |Palmerston North 18 18 17 14 11 El 9 9 11 13 14 16
4 [Queenstown 17 17 14 11 g 3 4 3 El 11 13 13
2. Click Insert
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3. Click the chart type (eg. Column graph) and sub chart type
N LAERL
Home Insert Page Layout Formulas Data Review View
o= [ e e =
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PivotTable Table Pickure Clip Shapes SmartArt | ||Column| Line Pie Bar Area  Sci
- Al’t * - * - - -
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A B & [ L\_ﬂﬂl | B You can hover over a chart
type for a description
1 |LOCATION 1AN FEB M 5 Clustered Column
2 |Auckland 19 20 1 i
Compare values across categories
3 |Palmerston North 13 18 1 J{ by using vertical rectangles.
I Gt e L L 1 |— Use it when the order of categories |
5 d is not important or for displaying
6 item counts such as a histogram,
Il T TT & T [T T T [em B
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4. The chart is created

A B C D E F G H 1 1

1 LOCATION JAN FEB MAR APR MAY JUN JUL AUG SEP
2 Auckland 19.3 19.8 18.5 16.2 13.7 11.6 10.8 11.3 126
3 |Palmerston North 179 182 16.6 141 11.3 52 86 93 11.0
4  Queenstown 16.7 16.6 144 111 76 4.6 41 58 8.6
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Switch Row/Column
When switching the Row/Column the data being charted on the X axis will move to the Y axis and vice versa.

1. Select the chart you wish to edit

2. Click on Design under chart tools > Switch Row/Column

a H - -5 Chart Tools
i) .
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The axis data is changed around
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Changing the data range
Changing the data range for a chart that has already been created
1. Select the chart you wish to change the data range for
2. Click on Chart Tools >Design > Select Data
FER

Home Insert Page Layout Formulas Data Review View Design
¢“~
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Change  Save As Switch -‘Select:. Jﬂ-'-q-j Jju—'-lﬁ- = II II I

Chart Type Template Rnw_a'CnIumn‘.’Data '
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Type Data **** Chart Layouts
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Chart Tools
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3. The Select Data Source window opens

Switch Row/Column: Move the selected series
switches the data up or down
Deletes the selected
Edit an existing series series between the X and ¥

) \ Axis /

Select Data Snur\ﬁ{e / Collapse dialogue:

/ . .
Add a series to the Chart data range: ./ allows you to highlight
existing chart the data range to use.
\ | [ smitch F‘.ow,{Cqumn Edit the horizontal data

label range
Nggend Entrieb(Series) Horlzomal (Category) Axis Labels || ——

’ =] Add ” =% Edit ][ ¥ Remove I i @ [ B EDE/I/
1AM | [Auckand
FEB = | |Palmerston Morth
MAR Queenstown
APR.
MAY v

Hidden and Empty Cells I QK l [ Cancel

4. Click on the Collapse Dialog button at the right end of the Chart Data range box, this will temporarily shrink the dialog
window, you can then re-highlight the data again
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Adding a series

1. Select the chart you wish to add a series to,

2. Click on Select Data under Chart Tools > Design

!'/i-:!g\‘l i) + Chart Tools
- Home Insert Page Layout Formulas Data Review View Dresign
ﬁh “El [ =]
Change Sawve As Switch Select
Chart Type Template | Row/Column| Data
Type Data Chart Layouts

3. Click on Add

Select Data Source @
Chart data range: 5.5
7_’?3 Switch Row/Column
nd Entries (Series) Horizontal (Category) Axis Labels
5 Add H_ 3 Edit “ X Remove ] & @ ’ = Ediﬂ
ALICKLAND JAN )
PALMERSTON NORTH FEE =
QUEENSTOWN MAR.
APR
MAY 2
Hidden and Empty Cells OK l [ Cancel ]

4. Type a series name in the Name box e.g. Dunedin
o -1
Edit Series / 23

Series name: /

Series values:
z This will temporarily shrink
=11 —
i @ the dialog window.

Ok

5. Click on the Collapse Dialog button of the Values

6. Highlight data for the series without any headings,

A B G D E F G | Edit Series M
1 |LOCATION JAN FEBT MAR APR  MAY  JUN DEC
2 |AUCKLAND 193 198 185 16.2 137 11 6 || =ili+Sheetl 4045 $MESR+Shest 114645:4145 = 178
3 |PALMERSTONN  17.9 18.2 16.6 141 113 9.2 86 93 11.0 12.7 143 16.3
4 QUEENSTOWN 167 16.6 144 11 76 46 41 538 86 109 13.0 15.1
5 DUNEDIN 152 151 137 W9 82 70 &5 75 83 109 124 139
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6. Click on OK
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Edit Series

x|

!

Series name:

DUNEDIN

— DUNEDIN

Series values:

=Sheet11$B45:$M$5

=15.2, 15.1, 13...

[

ok | [ cancel

7. The series has been added, click on OK

i

Select Data Source

x|

3

Chart data range: |

the series in the Series panel.

Legend Entries (Series)

f}::l [ Switch Row/Column :{1

E&
The data range is too complex to be displayed. If a new range is selected, it will replace all of

Horizontal (Category) Axis Labels

fﬁgﬂd ’ % Edit ][ ¥ Remove ] !

[ |
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[

>

Hidden and Empty Cells

8. Done!
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Select the chart you wish to add a category to, click on Design under Chart Tools > Select Data

If your chart becomes uncountable, you
can start creating a chart from scratch
and highlight exact data that you wish
to add to a series.

You can also take time to think about

how you are going to structure the
chart / graph.




o
S‘ MASSEY UNIVERSITY

Adding a Chart title

1. Select the chart you wish to edit

2. Click on Layout > Chart Title

e - & \Tﬂuls

il
Home Insert Page Layout Fulmul@i ". Data Review View Dengn\Layou‘t Fi

‘

Plot Area - Sl= 1
B Format Selection - 1 =

Picture Shapes Text w | Chart .A}ns Legend Data Data Axes  Gridlines Plc
&5 Reset to Match Style - Box % Title~ Mitles~  ~  Labels - Table - - - Arei

Current Selection Insert — MNone | Axes
| Chart 1 - 3 | rI]_rﬁ“ Do not display a chart Title
Iy B C Iy rﬂ___l Centered Overlay Title H 1
5 I Overlay centered Title on

1 _LOCATION JAN FEB MA — ot without tesizing chart JuL AUG
2 AUCKLAND 19.3 19.8 18] . Above Chart 10.8 1.3
3 PALMERSTON N 179 182 16] | [dm Displﬂrgitlelattohp if chart 86 93
4 QUEENSTOWN | 167 166 14 a'ftla"o ':"“ = 41 5.8
5 DUNEDIN 15.2 15.1 13 ~ore e Terens 6.5 7.5

3. From the Chart Title options, choose the appropriate positioning (Centered Overlay or Above Chart) for your title.

Chart Title

=
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4. Thetitle is added to your chart, Select the title box and type in the text for your title

MEAN MONTHLY TEMPERATURE
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5. Done!
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Adding a axis title

1. Select the chart you wish to add axis titles to

o 9~ | Chart Tools
Home Insert Page Layout Farmulas Data Review View Design Layout Farmat
Plot Area - C = | Chart Wall 7
hal| [ ] 1 f e ] ] | [ i
%Format Selection |®| Chart Floor
Picture Shapes Text Chart | Axis |Legend Data Data Axes Grldllnes Plot _ Trendline
ﬁ Reset to Match Style - Box Title = |Titles = - Labels = Table = - Area~ |} 3-D Rotation -
Current Selection Insert |[®] Primary Horizontal Auis Title None
— " ) -
| Chart 2 v | ] | Primary Vertical Axis Title ¥ \_—"1 Do not display an Axis Title
I T T T
A B C D E F G . Title Below Axis
1 LOCATION [ JaN FEB___MAR __ APR___ MAY  JUN = e
2 |AUCKLAND T 19.3 19.8 18.5 16.2 13.7 116 More Primary Horizontal Axis Title Options...
% PAI MFRSTON N 17 9 182 1R A 14 1 113 q2

2. Llayout > Axis Titles > Choose from;

a. Primary Horizontal Axis Title
e None
o Title Below Axis

b. Vertical Axis Title
e None
Rotated title
Vertical Title
e Horizontal Title

3. Once thettitle is inserted you can click on it like a normal text box to edit it

i
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4. Done!
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	E.g. Line Chart

