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HINTS AND TIPS: MICROSOFT EXCEL CREATING CHARTS & GRAPHS

Charts can convey much more than numbers alone can because charts present data in a visual way that
makes it easier to see the meaning behind the numbers. Charts start with data. In Office Excel 2007,
you just select data in your worksheet, choose a chart type that best suits your purpose, and click.
Want to try a different chart type? Just click again and select a new chart type from a huge range of
possibilities. Then work with the new Chart Tools to customise the design, layout, and formatting of
your chart. You can see how various options would look just by pointing at them in the dialog box

NOTE: The “Office Button) hides the New / Open / Save As / Print Functions
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STEP 2: Left Click the Insert tab on the menu bar and click 20, Minimam 4 1 10 62

on the Column Chart Icon.
(Notice that you can choose differing varieties of chart types)
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the chart are\Q.

Right-click in these areas to apply a

colour scheme. (Sample coiours are done
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NOTE: Use different chart types to portray different
data, notice this pie chart does not tell the same type of
story as the column chart.

Resources:

¢ Online Tutorials at http://office.microsoft.com/en-us/excel/HA102004991033.aspx?pid=CH100740791033

o Other QUICK TIPS FOR STUDENTS http://www.usg.edu.au/learningcentre/tips.htm

¢ Online resources on ALSOnline http://www.usq.edu.au/learningcentre/alsonline/lecttuts/tuts.htm

o Talk with a tutor at The Learning Centre (tlc@usg.edu.au )
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