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Create Microsoft Excel Charts

**Create a Chart
“*Modify a Chart
**Chart Tools

“*Copy a Chart to Word




Create a Chart

To create a chart;
Select the cells

Click the Insert tab on
the Ribbon

Click the type of Chart
you want to create
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To move the chart:

Modi]@ a Chart Click the Chart and Drag it another location on

the same worksheet, or Click the Move Chart
button on the Design tab = Choose the desired
‘ location (either a new sheet or a current sheet in

CHART TODLS the workbook)
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To change the Chart Type of the chart:
* Click the Chart

* Click the Change Chart Type button on the
Design tab



To change the data
included in the chart:
Click the Chart

CliCk the SeleCt Data \0:57 | chart gata range: | Ssheettisaszsests)
button on the Design tab :
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To reverse which data are displayed in the
rows and columns:

* Click the Chart Switch Ro [- Select Change Maove

*Click the Switch Row/Column Column  Data  Chart Type [:ha.lt
button on the Design tab Data Type  Location




To modify the labels and
titles:

» Click the Add Chart Element

»On the Design tab, click the
Chart Title or the Data Labels
button

»Change the Title and click
Enter
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The Chart Tools appear on the Ribbon

when you click on the chart. The tools

are located on Design tab/ribbon.




How do you choose an
appropriate chart for data
Visualisation?

Step 1: Determine the Type of Data

Step 2: Identify the Relationship Between
Variables

Step 3: Determine the Purpose of Visualization
Step 4: Identify the Audience
Step 5: Select the Appropriate Chart Type



Overview of
Charts to Be
Choosed

Embedded Charts Bar Charts Spider Chart Line Chart Vertical Bar Chart Line Charts
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Data Bars

Data Bars are horizontal bars added to each cell, much like a bar graph.

$3,863.00  $1,117.00  $8237.00  $8,690.00
$9,355.00  $1,100.00  $10,185.00  $18,749.00
$6,702.00  $2,116.00  $13452.00  $8,046.00
$4415.00  $1,089.00  $4,404.00  $20,114.00

. _HK




Functions of Color Scales

Color Scales change the color of each cell based on its value. Each color scale uses a
two- or three-color gradient. For example, in the Green-Yellow-Red color scale, the
highest values are green, the average values are yellow, and the lowest values are red.

$3,863.00
$9,355.00
$6,702.00

$4,415.00

68,237.00  $8,690.00
$10,185.00  $18,749.00
$13,452.00  $8,046.00

$4,404.00  $20,114.00
-




Icon Sets Skills

Icon Sets add a specific icon to each cell based on its value.

WV 53,863.00 W 51,117.00 == $8,237.00 == $8,690.00
=3 $9,355.00 ¥ $1,100.00 == $10,185.00 & $18,749.00
V¥ 56,702.00 ¥ $2,116.00 == $13,452.00 == $8,046.00
WV 5$4415.00 W 5$1,089.00 W 54,404.00 A $20,114.00
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SPARKLINES ") fr ' Sparkiine

A B C D  E | F G
Sales of a product
Year Jan Feb March  April May Sparkline |

2016 100 190 89 76 123

2017 150 123 98 6/ 89

2018 125 109 124 187 145

2019 175 90 145 132 56

FO80C

2020 192 95 89 128 8

relationship of the data.




Self-Challenge

Click the Challenge worksheet tab in the bottom-left of the workbook.

Select cells B3:J17.

Let's say you're the teacher and want to easily see all of the grades that are
I below passing. Apply Conditional Formatting so it Highlights Cells
Q3 containing values Less Than 70 with a light red fill.

Now you want to see how the grades compare to each other. Under the
Conditional Formatting tab, select the Icon Set called 3 Symbols
(Circled). Hint: The names of the icon sets will appear when you hover over
them.



How to Develop useful dashboards for
communication data and information.

Dashboards enable users to visualize their most important Excel data.

Because the dashboard is live, it ensures that important information is seen
before it’s out of date.

Examples of an Excel dashboard

Company KPIl dashboard

Sales dashboard

Finance dashboard May2024 _HK



https://www.geckoboard.com/dashboard-examples/executive/excel-dashboard/#company-kpi-dashboard
https://www.geckoboard.com/dashboard-examples/executive/excel-dashboard/#sales-dashboard
https://www.geckoboard.com/dashboard-examples/executive/excel-dashboard/#finance-dashboard

Example: Company Executive Dashboard

Biggest deals this month
Alice

$297k -

- Heather
this month

vs last month Shaun

Marsha

$9.6K Jared

today Heather

$20.6k ™

Dalisu
yvesterday

NPS (past 30 days) Recent feedback

Daily pulse dashboard

Social followers

19.5«

Linkedin

v yday

Active users

Website (past 7 days)

10.5« 27.2«k 126

Twitter NeH
ol Users Enquiries

v yday

vs last week vs last week




COutreach (past 28 days)

5,026

Calls booked

127.4«k

Emails semnt

180.5«

Social impressions

Calls (past 28 days)

6,580

MNo. of calls

13min

Avg. duration

-

Conwversions (past 28 days)

Win Rate

f\

C3.207%

211

New customers

$89.1k

Rewvenue

Sales Activity: 28 day snapshot

Emails sent per day
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Finance dashboard

Cumulative

S6 M

$2.7M

Total raised

Public Corporate Events /" drives Raised each month

SE00K

$1m $1.4m $199«k

Donations Partners

60,254 19 14 ‘
$17.27  $747x _ $14.2« :wﬂl.l L] I_

_ i I I- Il

- —
forg. donation Mg, partner value fﬁf | | Awvg. raised 3 !H\‘I NET, Fab h.ar A pur kday Jun
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Fundraising dashboard rowered by Geckoboard



https://www.geckoboard.com/dashboard-examples/executive/excel-dashboard/#finance-dashboard
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