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Creating a chart / graph

Microsoft Excel

There are many chart types that you can choose but the line graph has been chosen as an example here. It depends on how
you wish to present your data, and then the chart type changes.

Tip: It is easier to create a chart/graph if your data is nicely organised. Also, analyse your data to see which data
refers to which series and axis. Have a quick brainstorm first.

e.g. Line Chart

A | B C D E F G H 1 J K L M
1 |Location JAN FEB MAR APR MAY JUN UL AUG SEP ocT NOV DEC
2 |Auckland 19 20 19 16 14 12 11 11 13 14 16 18
3 |palmerston North 18 18 17 14 11 9 9 9 11 13 14 16
1 4 |Queenstown 17 17 14 11 8 5 4 6 9 11 13 15,
Highlight data area to be graphed
2. Click Insert
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3. Click the chart type (eg. Column graph) and sub chart type

Insert Formulas Data Review View
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Tables Ilustrations 2-D Column
| Al v (" Je | Location
A B | ¢ | D | H[i[ﬂ Il H | H H
Location JAN FEB MAR AF 3.
Auckland 19 20 19 Clustered Column
) Note:
Palmerston Morth 18 18 17 Eompare uall._les across categoaries I You can hover
v using vertical rectangles.
Queenstown 17 17 14 | over a Chart type

Cyl Use it when the order of categories for a description
is not important or for displaying
item counts such as a histogram.
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4. The chart is created
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A B | D E F G H I ) K
Location JAN FEB MAR APR MAY JUN AUG SEP acT NO'
Auckland 13 20 19 16 14 11 11 13 14
Palmerston North 18 18 17 14 11 9 11 13
Queenstown 17 17 14 11 8 4 5] 9 11

25
B Auckland

B Palmerston North

W Queenstown

Swap axis data

Swap the data over the axis, data being charted on the X axis will move to the Y axis and vice versa.

=

Select the chart you wish to edit
Click on Design under chart tools > Switch Row/Column

N

Chart Tools

i Home Insert Page Layout Farmulas Data Review Layout Farmat
s EEy
o SEE S = =
E====a] - - _F = | —
S o deea | HEE |G| [ R |-
Change Savefs s Switch gelect —— L ! |
Chart Type Template 'Jlow!Colum‘r;' Data M
Type | Caamti; | Chart Layouts |
Chart1 Switch Row/Column
A Swap the data over the axis. E F H | | | J |
1 Location Data being charted on the X axis APR MAY JuL AUG SEP o
2 Auckland will move to the ¥ axis and vice ] 16 14 11 11 13
3 |Palmerston Nol_ "% 7 14 1 9 9 11
4 Queenstown J_ 17 17 14 11 8 4 B 9
The axis data is changed around
25
mJAN
20 - H FEB
B MAR
15 - HAPR
u MAY
10 - mJUN
mJUL
5 - B AUG
m SEP
0 mOCT
Auckland Palmerston North Queenstown

Changing the data range
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Change the data range for a chart that has already been created

1. Select thech

art you wish to change the data range for

2. Click on Design under Chart Tools > Select Data

= A

Home Insert F‘ag l_].rr:uut Formulas

Data Review

View
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Change Save As Switch % 5E|ECt

v

Chart Type Template | Row/Columrty Data ¢

Type

Data *ens’

Chart Layouts

Layout

Format

4|

3. The Select Data Source window opens

Edit an existing series series

Switch Row/Column:

Move the selected series

switches the data up or down
Deletes the selected between the X and Y
\ Axis/
Select Data Source \ / 7 y

-

Add a series
to the existing
chart

Chart data range: | SRSl EIRENE

E Switch Rowanw ] —

Horizontal (Category) Axis Labels

=

[\ﬁn_dd "\j’gdit " Xgemove] s E]

l = Edit ‘]’/

JAN
FEE
MAR.
APR.
MAY -

m. | »

Auckland
Palmerston North

Queenstown

Hidden and Empty Cells

Ok

] ’ Cancel

Collapse dialogue:
allows you to
highlight the data
range to use.

Edit the
horizontal data
label range

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

2. Click on Select Data under Chart Tools

TS T

Insert F'a.geJ.@ycuut Formulas Data Review View Design | Layout Format

Change Save As
Chart Type Template

Switch § | Select |»

L

Row/Columey| Data o

* * —
Type Data Yune Chart Layouts
3. Click on Add
r B
?
*\ect Data Source - ng
Chart data range: 5 SMS
o =3\
W 7
L Entries (Series) Horizontal (Category) Axis Labels
= add ” = Edit “ ¥ Remove ] P B l [ Edit l
JAN | |Aucdand
FEB E| Palmerston North
f MAR Queenstown
APR
MAY -

4. Type a series name in the Name box e.g. Dunedin (or Click on the cell with the name in it e.g. A5)

Edit Seruﬂ ."" M
—
Series name:

Series values:

=1}

. Select Range

This will temporarily shrink
the dialog window.

N\ IJ

5. Click on the Collapse Dialog button of the Values

6. Highlight data for the series without any headings,

A
Location
Auckland
Palmerston North
Queenstown
Dunedin

W o~ | (L0 |f W pd |

B C D E F G H | ] K L M

JAN FEB MAR APR MAY JUN JUL AUG SEP oCcT NOV DEC

15 20 15 16 14 12 11 11 13 14 16 18

18 18 17 14 11 9 9 11 13 14 16
______ 7 7 . wm _ u_ & 2 A& e B .5
; ______ 1_5 _______ 1_5 _______ 1 _3 _______ 1 _1_______:3I ________ FA I 6 7 ________‘3' _______ 1 _0 _______ 1 _2 _______ 1 _3:

i
Edit Series | B e S
25
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5. Select the chart you wish to add a category to, click on Design under Chart Tools > Select Data

6. Click on OK

F N
Eiit aemr B

Series name:

Dunedin

= Dunedin

Series values:

=5hest1!15645: $MS5

= 15, 15, 13, 11...

| ok

] [ Cancel I

7. The series has been added, click on OK

Select Data Source

BRI

Chart data range:
The data range is too complex to be displayed. If a new range is selected, it will replace all of the series in the Series
panel.
J/E: _'I Switch RowfCalumn I::]\L
N, # N ~
Legend Entries (Series) Horizontal {(Category) Axis Labels
[ 5 add ” =% Edit ” #* Remove ]B v ’ % Edit ]
Auddand 1 >
Palmerston Marth 2 E
Queenstown 3
i Dunedin 4
5 -
Hidden and Empty Cells K ] [ Cancel
8. Done!
25
ﬁyour chart becomes uncountable, ych
can start creating a chart from scratch
and highlight exact data that you wish to
® Auckland add to a series.

JAN
FEB
MAR
APR
MAY
JUN
JUL
AUG
SEP
ocT
NOV
DEC

M Palmerston North
M Queenstown

M Dunedin

You can also take time to think about
how you are going to structure the chart
/ graph.

N

o

his way can be also helpful if the
values you wish to add into the chart
are not sequential in cells, and you
have to select data from different
row locations.
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Adding a Chart title
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1. Select the chart you wish to edit
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2. Click on Layout > Chart Title
Chart Tools -
Home Insert Page Layout F:ir‘rru.bla.s Data Review View Layout
Chart Area - . * = o
e [ TP AT e el ) (B ] (] () (S e
orma election - h—
Picture Shapes Te)d:: Chart :A}{is Legend Data Data Axes  Gridlines Plot Chart Char
€4 Reset to Match Style v Box® |Titlev#Titles~  ~  labels~ Tabler - - Area~ Wall~ Floor
Current Selection Insert ’. None HAxes Backgroun
Chart 1 - (= £ | | % | Do not display a chart Title
A B | C | \E Centered Overlay Title G H 1
R I Cwerlay centered Title on
1 Location JAN FEB M chart withaut resizing chart JUL AUG SEP |
2 Auckland 19 20 —— Above Chart 12 11 11 13
3 |Palmerston Morth 18 18 lin | Display Title at top of chart 9 g 9 11
= d I hart
4 Queenstown 17 17 Ares anaresEe e 5 4 9
s |Dunedin 15 15 Maore Title Options... 7 5 3
3. From the Chart Title options, choose the appropriate positioning (Centered Overlay or Above Chart) for your title.

Chart Title

25

N R S T s 3
FEF S Y LS

o Auckland
M Palmerston North
W Queenstown

B Dunedin

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

Mean Monthly Temperature

25

o
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o puckland
W Palmerston North
W Queenstown

M Dunedin
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Adding an axis title

1. Select the chart you wish to add axis titles to
AT IG R

File Home Insert Page Layout Formulas Data Review View Design Layout Format
Chart Area - A = = o=
b @ AT | (] (s ] ] (] ] (] ] ] e )
%FormatSelection
Picture Shapes Text Chart | Axis |Legend Data Data Axes  Gridlines Plot Chart Chart 3-D Tret
&5 Reset to Match Style - Box+ | Titlew |Titles=| -  Labels - Table~ - - Area~ Wall~ Floor - Rotation
Current Selection Insert [®]  Primary Horizontal Axis Title » None
Chart 1 ML - K | (%] Primary Vertical Axis Title ~ » \j—‘" Do not display an Axis Title
A B | c¢c | o [ E [ F G Title Below Axis I
1 Location JAN FEB MAR APR MAY JUN L3 Display Title below Horizontal Axis and
— resize chart
2 Auckland 19 20 19 16 14 12 ) ) o )
— Maore Primary Horizontal Axis Title Options...
3 |Palmearston North 12 18 17 14 11 q

2. Layout > 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
Horizontal Title

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

Mean Monthly Temperature

25

m Auckland
B Palmerston North
B Queenstown

M Dunedin

4. Done!
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	e.g. Line Chart

