Microsoft Excel – Everything relating to charts

Inserting Charts	
· Press the F11 key to create the default chart type 
· Will insert the chart on a separate worksheet
· On the Insert tab, use the command buttons to create your specific chart type

[image: ]

Chart Type
· From the Chart groups, click on the expand tool and the Insert Chart Type dialog box will be displayed
[image: ]
· Pick the graph that best meets your requirements
· You can change chart type at a later date
· You can make alterations to the chart layout and other features

Source Data
· Two ways to input data into graph
Option 1 - Highlight the necessary data and then create the chart
[image: ]
Option 2 – Insert the graph and then in the Chart Tools, under the Design Chart pick the Select Data option.
· The Select Data Source box will appear which allows you to enter the data you want included in the graph
· Legend Entries – Relates to the ‘y’ axis
· Horizontal Axis – Relates to the ‘x’ axis
[image: ]
If having entered the data you want to change the ‘y’ and ‘x’ axis, just press the Switch Row/Column button either in the Select Data Source box or on Design tab

Location of Chart
· A chart can either be placed on an existing worksheet or to a new chart worksheet, using the Move Chart button found on the Design tab on the ribbon
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Labels and Axes Group
[image: ]

Adding a chart title
· Click the Chart Title button in the ribbon, on the Chart Tools Layout Tab and then choose where you would like the title placed

Adding axis titles
· Click on the Axis Titles button, then point on either the Primary Horizontal Axis Title or Primary Vertical Axis Title, a list of options for the axis titles will then appear

Adding a legend
· Click on the Legend button and then pick the position for the legend

Editing a Label
· To edit either a chart title or axis title, you need to click on the title once to select it and then click again to enable editing. 
· Or, right click on the title and then choose Edit Text

Deleting a Label 
· Click on the relevant title or legend button in the ribbon and then choose the None option that appears in the list

Changing the axes
You can change the appearance of axes, allowing you to set them up as you wish.
[image: ]
· Click on the Axes button in the ribbon, in the Chart Tools Layout Tab, this will then allow you to pick either the Primary Horizontal Axis or the Primary Vertical Axis

· Pick the axis that you want to make the changes to and then got the More Primary Axis Options at the bottom of the drop down list, this will bring up the Format Axis Box
[image: ]
· You can then change the maximum and minimum values for that axis as well as the units that are used to determine the gap between the values displayed on the axis

Adding trendlines
Often trendlines are added to graphs to indicate the direction of movement of a set of charted figures

· Select the data, on the graph, which you want to add a trendline
[image: ]
· Click the on Trendline button on the ribbon, in the Analysis group in the Chart Tools Layout Tab, and a range of options will be shown

· Go to the bottom option, More Trendline Options and this will open up the Format Trendline box
[image: ]
· In this box, you can choose the type of trendline that you want (most frequently that will be a linear line)

· You can also choose to Display Equation on chart, this will then place the equation close to the trendline on the graph. You may need to move the equation as it may be covered by data points

· [bookmark: _GoBack]You can also change the line colour and line style in this box by selecting the correct tabs on the left of the box
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