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Chapter 4

Presenting Data with Charts
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4.1 Choosing a Chart Type

LEARNING OBJECTIVES

�� �DCHIGJ8I�6�A>C:�8=6GI�ID�H=DL�6�I>B:�H:G>:H�IG:C9�
�� ':6GC�=DL�ID�69?JHI�I=:�4�6M>H�H86A:�
�� �DCHIGJ8I�6�A>C:�8=6GI�ID�EG:H:CI�6�8DBE6G>HDC�D;�ILD�IG:C9H�
�� ':6GC�=DL�ID�JH:�6�8DAJBC�8=6GI�ID�H=DL�6�;G:FJ:C8N�9>HIG>7JI>DC�
�� �G:6I:�6�H:E6G6I:�8=6GI�H=::I�;DG�6�8=6GI�:B7:99:9�>C�6�LDG@H=::I�
�� �DCHIGJ8I�6�8DAJBC�8=6GI�I=6I�8DBE6G:H�ILD�;G:FJ:C8N�9>HIG>7JI>DCH�
�� ':6GC�=DL�ID�JH:�6�E>:�8=6GI�ID�H=DL�I=:�E:G8:CI�D;�IDI6A�;DG�6�96I6�H:I�
�� �DCHIGJ8I�6�HI68@:9�8DAJBC�8=6GI�ID�H=DL�=DL�6�E:G8:CI�D;�IDI6A

8=6C<:H�DK:G�I>B:�

/=>H�H:8I>DC�G:K>:LH�I=:�BDHI�8DBBDCAN�JH:9� M8:A�8=6GI�INE:H��/D�9:BDCHIG6I:
I=:�K6G>:IN�D;�8=6GI�INE:H�6K6>A67A:�>C� M8:A
�>I�>H�C:8:HH6GN�ID�JH:�6�K6G>:IN�D;�96I6
H:IH��/=:G:;DG:
�>CHI:69�D;�699G:HH>C<�6�HE:8>;>8�I=:B:
�L:�L>AA�JH:�6�K6G>:IN�D;
I=:B:H��/=>H�>H�C:8:HH6GN�CDI�DCAN�ID�9:BDCHIG6I:�I=:�8DCHIGJ8I>DC�D;�8=6GIH�7JI
6AHD�ID�:MEA6>C�=DL�ID�8=DDH:�I=:�G><=I�INE:�D;�8=6GI�<>K:C�NDJG�96I6�6C9�I=:�>9:6
NDJ�>CI:C9�ID�8DBBJC>86I:�

�:;DG:�L:�7:<>C
�A:IUH�G:K>:L�6�;:L�@:N�ED>CIH�NDJ�C::9�ID�8DCH>9:G�7:;DG:�8G:6I>C<
6CN�8=6GI�>C� M8:A��/=:�;>GHI�>H�>9:CI>;N>C<�NDJG�>9:6�DG�B:HH6<:��$I�>H�>BEDGI6CI�ID
@::E�>C�B>C9�I=6I�I=:�EG>B6GN�EJGEDH:�D;�6�8=6GI�>H�ID�EG:H:CI�FJ6CI>I6I>K:
>C;DGB6I>DC�ID�6C�6J9>:C8:��/=:G:;DG:
�NDJ�BJHI�;>GHI�9:8>9:�L=6I�B:HH6<:�DG�>9:6
NDJ�L>H=�ID�EG:H:CI��/=>H�>H�8G>I>86A�>C�=:AE>C<�NDJ�H:A:8I�HE:8>;>8�96I6�;GDB�6
LDG@H=::I�I=6I�L>AA�7:�JH:9�>C�6�8=6GI��/=GDJ<=DJI�I=>H�8=6EI:G
�L:�L>AA�G:>C;DG8:
I=:�>CI:C9:9�B:HH6<:�;>GHI�7:;DG:�8G:6I>C<�:68=�8=6GI�

/=:�H:8DC9�@:N�ED>CI�>H�H:A:8I>C<�I=:�G><=I�8=6GI�INE:��/=:�8=6GI�INE:�NDJ�H:A:8I�L>AA
9:E:C9�DC�I=:�96I6�NDJ�=6K:�6C9�I=:�B:HH6<:�NDJ�>CI:C9�ID�8DBBJC>86I:�

/=:�I=>G9�@:N�ED>CI�>H�>9:CI>;N>C<�I=:�K6AJ:H�I=6I�H=DJA9�6EE:6G�DC�I=:�3�6C9�4�6M:H�
*C:�D;�I=:�L6NH�ID�>9:CI>;N�L=>8=�K6AJ:H�7:ADC<�DC�I=:�3�6C9�4�6M:H�>H�ID�H@:I8=�I=:
8=6GI�DC�E6E:G�;>GHI��$;�NDJ�86C�K>HJ6A>O:�L=6I�NDJG�8=6GI�>H�HJEEDH:9�ID�ADD@�A>@:

NDJ�L>AA�=6K:�6C�:6H>:G�I>B:�JH>C<� M8:A�ID�8DCHIGJ8I�6C�:;;:8I>K:�8=6GI�I=6I
688JG6I:AN�8DBBJC>86I:H�NDJG�B:HH6<:�/67A:������&:N�.I:EH�7:;DG:��DCHIGJ8I>C<
6C� M8:A��=6GI�EGDK>9:H�6�7G>:;�HJBB6GN�D;�I=:H:�ED>CIH�

�=6EI:G���+G:H:CI>C<��6I6�L>I=��=6GIH

���



Integrity Check
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Time Series Trend: Line Chart 1
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Skill Refresher: Inserting a Line Chart
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Skill Refresher: Adjusting the Y Axis Scale
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Frequency Comparison: Column Chart 2

!DAADL�6ADC<�;>A:���DCI>CJ:�L>I=� M8:A�*7?:8I>K:��������0H:�;>A: M8:A�*7?:8I>K:����� >;
HI6GI>C<�=:G:��

2:�L>AA�8G:6I:�6�H:8DC9�8DAJBC�8=6GI�ID�H=DL�6�8DBE6G>HDC�7:IL::C�ILD�;G:FJ:C8N
9>HIG>7JI>DCH���DAJBC���DC�I=:Grade Distribution LDG@H=::I�8DCI6>CH�96I6
H=DL>C<�I=:�CJB7:G�D;�HIJ9:CIH�L=D�G:8:>K:9�<G69:H�L>I=>C�:68=�86I:<DGN�;DG�I=:
:CI>G:�8DAA:<:��2:�L>AA�JH:�6�8DAJBC�8=6GI�ID�8DBE6G:�I=:�<G69:�9>HIG>7JI>DC�;DG�I=:
8A6HH���DAJBC����L>I=�I=:�DK:G6AA�<G69:�9>HIG>7JI>DC�;DG�I=:�8DAA:<:���DAJBC����
#DL:K:G
�H>C8:�I=:�CJB7:G�D;�HIJ9:CIH�>C�I=:�8A6HH�>H�H><C>;>86CIAN�9>;;:G:CI�;GDB
I=:�IDI6A�CJB7:G�D;�HIJ9:CIH�>C�I=:�8DAA:<:
�L:�BJHI�86A8JA6I:�E:G8:CI6<:H�>C�DG9:G
ID�B6@:�6C�:;;:8I>K:�8DBE6G>HDC��/=:�;DAADL>C<�HI:EH�:MEA6>C�=DL�ID�86A8JA6I:�I=:
E:G8:CI6<:H�

�� #><=A><=I�I=:�G6C<:�������DC�I=:Grade Distribution LDG@H=::I�
�� �A>8@�I=:��JID.JB�7JIIDC�>C�I=:� 9>I>C<�<GDJE�D;�8DBB6C9H�DC�I=:

#DB:�I67�D;�I=:�->77DC��/=>H�6JIDB6I>86AAN�699H�.0(�;JC8I>DCH�I=6I
HJB�I=:�K6AJ:H�>C�I=:�G6C<:�������6C9�������

�� �8I>K6I:�8:AA� ��DC�I=:Grade Distribution LDG@H=::I�

�=6EI:G���+G:H:CI>C<��6I6�L>I=��=6GIH

�����=DDH>C<�6��=6GI�/NE: ���

http://www.gone.2012books.lardbucket.org/sites/all/files/ManzoExcel_1.0_Excel_Objective_4.05.xlsx


��  CI:G�6�;DGBJA6�I=6I�9>K>9:H�I=:�K6AJ:�>C�8:AA����7N�I=:�IDI6A�>C�8:AA����
�99�6C�67HDAJI:�G:;:G:C8:�ID�8:AA����>C�I=:�;DGBJA6��
����� �

�� �DEN�I=:�;DGBJA6�>C�8:AA� ��6C9�E6HI:�>I�>CID�I=:�G6C<:� �� ��JH>C<�I=:
+6HI:�!DGBJA6H�8DBB6C9�

�� �8I>K6I:�8:AA�!��DC�I=:Grade Distribution LDG@H=::I�
��  CI:G�6�;DGBJA6�I=6I�9>K>9:H�I=:�K6AJ:�>C�8:AA����7N�I=:�IDI6A�>C�8:AA����

�99�6C�67HDAJI:�G:;:G:C8:�ID�8:AA����>C�I=:�;DGBJA6��
����� �
�� �DEN�I=:�;DGBJA6�>C�8:AA�!��6C9�E6HI:�>I�>CID�I=:�G6C<:�!��!��JH>C<�I=:

+6HI:�!DGBJA6H�8DBB6C9�

�20>;.�
�
� �8695.=.-��;*-.��2<=;2+>=287�".;,.7=*0.<

!><JG:��������DBEA:I:9�"G69:��>HIG>7JI>DC�+:G8:CI6<:H�H=DLH�I=:�8DBEA:I:9
E:G8:CI6<:H�699:9�ID�I=:Grade Distribution LDG@H=::I��/=:�8DAJBC�8=6GI�JH:H
I=:�<G69:�86I:<DG>:H�>C�I=:�G6C<:�������DC�I=:�3�6M>H�6C9�I=:�E:G8:CI6<:H�>C�I=:
G6C<:� ��!��DC�I=:�4�6M>H��.>B>A6G�ID�I=:�IG:C9�8DBE6G>HDC�A>C:�8=6GI
�I=>H�8=6GI�JH:H
96I6�I=6I�>H�CDI�>C�6�8DCI><JDJH�G6C<:��/=:�;DAADL>C<�HI:EH�:MEA6>C�6�H:8DC9�B:I=D9
;DG�8G:6I>C<�8=6GIH�L>I=�96I6�I=6I�>H�CDI�>C�6�8DCI><JDJH�G6C<:�

�� �8I>K6I:�8:AA�#��DC�I=:Grade Distribution LDG@H=::I��$I�>H�>BEDGI6CI
ID�CDI:�I=6I�I=>H�>H�6�7A6C@�8:AA�I=6I�>H�CDI�69?68:CI�ID�6CN�96I6�DC�I=:
LDG@H=::I�

�� �A>8@�I=:�$CH:GI�I67�D;�I=:�->77DC�
�� �A>8@�I=:��DAJBC�7JIIDC�>C�I=:��=6GIH�<GDJE�D;�8DBB6C9H��.:A:8I�I=:

;>GHI�DEI>DC�;GDB�I=:�9GDE�9DLC�A>HI�D;�8=6GI�;DGB6IH
�L=>8=�>H�I=:
�AJHI:G:9��DAJBC��/=>H�699H�6�7A6C@�8=6GI�ID�I=:�LDG@H=::I�

�� �A>8@�6C9�9G6<�I=:�7A6C@�8=6GI�HD�I=:�JEE:G�A:;I�8DGC:G�>H�>C�I=:�B>99A:
D;�8:AA�#��

�� -:H>O:�I=:�7A6C@�8=6GI�HD�I=:�A:;I�H>9:�>H�AD8@:9�ID�I=:�A:;I�H>9:�D;
�DAJBC�#
�I=:�G><=I�H>9:�>H�AD8@:9�ID�I=:�G><=I�H>9:�D;��DAJBC�+
�I=:�IDE

�=6EI:G���+G:H:CI>C<��6I6�L>I=��=6GIH

�����=DDH>C<�6��=6GI�/NE: ���



>H�AD8@:9�ID�I=:�IDE�D;�-DL��
�6C9�I=:�7DIIDB�>H�AD8@:9�ID�I=:�7DIIDB�D;
-DL����

�� �A>8@�I=:�.:A:8I��6I6�7JIIDC�>C�I=:��:H><C�I67�D;�I=:��=6GI�/DDAH�H:8I>DC
D;�I=:�->77DC��/=>H�DE:CH�I=:�.:A:8I��6I6�.DJG8:�9>6AD<�7DM�

�� �A>8@�I=:��99�7JIIDC�DC�I=:�.:A:8I��6I6�.DJG8:�9>6AD<�7DM��/=>H�DE:CH
I=:� 9>I�.:G>:H�9>6AD<�7DM�

�� $C�I=:�.:G>:H�C6B:�>CEJI�7DM�DC�I=:� 9>I�.:G>:H�9>6AD<�7DM
�INE:�I=:
LDG9Class�

�� +G:HH�I=:�/���@:N�DC�NDJG�@:N7D6G9�ID�69K6C8:�ID�I=:�.:G>:H�K6AJ:H
>CEJI�7DM�DC�I=:� 9>I�.:G>:H�9>6AD<�7DM�

��� #><=A><=I�I=:�G6C<:� �� ��DC�I=:Grade Distribution LDG@H=::I��/=>H
6JIDB6I>86AAN�699H�I=:�G6C<:�ID�I=:�.:G>:H�K6AJ:H�>CEJI�7DM��4DJ�6AHD
H::�76GH�699:9�ID�I=:�8DAJBC�8=6GI��H::!><JG:��������DBEA:I:9��6I6
.:G>:H�;DG�I=:��A6HH�"G69:��>HIG>7JI>DC���

��� �A>8@�I=:�*&�7JIIDC�DC�I=:� 9>I�.:G>:H�9>6AD<�7DM�

�20>;.�
�

 �8695.=.-��*=*�$.;2.<�/8;�=1.��5*<<��;*-.��2<=;2+>=287

��� �A>8@�I=:��99�7JIIDC�DC�I=:�.:A:8I��6I6�.DJG8:�9>6AD<�7DM�
��� $C�I=:�.:G>:H�C6B:�>CEJI�7DM�DC�I=:� 9>I�.:G>:H�9>6AD<�7DM
�INE:�I=:

LDG9College�
��� +G:HH�I=:�/���@:N�DC�NDJG�@:N7D6G9�ID�69K6C8:�ID�I=:�.:G>:H�K6AJ:H

>CEJI�7DM�DC�I=:� 9>I�.:G>:H�9>6AD<�7DM�
��� #><=A><=I�I=:�G6C<:�!��!��DC�I=:Grade Distribution LDG@H=::I��/=>H

6JIDB6I>86AAN�699H�I=:�G6C<:�ID�I=:�.:G>:H�K6AJ:H�>CEJI�7DM��4DJ�6AHD
H::�76GH�699:9�ID�I=:�8DAJBC�8=6GI�

��� �A>8@�I=:�*&�7JIIDC�DC�I=:� 9>I�.:G>:H�9>6AD<�7DM�
��� �A>8@�I=:� 9>I�7JIIDC�DC�I=:�G><=I�H>9:�D;�I=:�.:A:8I��6I6�.DJG8:�9>6AD<

7DM�JC9:G�I=:�#DG>ODCI6A���6I:<DGN���M>H�'67:AH�H:8I>DC��/=>H�>H�JH:9�ID
9:;>C:�I=:�A67:AH�I=6I�L>AA�6EE:6G�DC�I=:�3�6M>H�D;�I=:�8=6GI�6C9�DE:CH
I=:��M>H�'67:AH�9>6AD<�7DM�

�=6EI:G���+G:H:CI>C<��6I6�L>I=��=6GIH

�����=DDH>C<�6��=6GI�/NE: ���



��� #><=A><=I�I=:�G6C<:�������DC�I=:Grade Distribution LDG@H=::I��/=>H
699H�I=:�G6C<:�ID�I=:��M>H�'67:AH�9>6AD<�7DM
�6C9�I=:�A67:AH�6EE:6G�DC
I=:�3�6M>H�DC�I=:�8DAJBC�8=6GI��H::!><JG:�������!>C6A�.:II>C<H�;DG�I=:
.:A:8I��6I6�.DJG8:��>6AD<��DM���

��� �A>8@�I=:�*&�7JIIDC�DC�I=:��M>H�'67:AH�9>6AD<�7DM�

��� �A>8@�I=:�*&�7JIIDC�DC�I=:�.:A:8I��6I6�.DJG8:�9>6AD<�7DM�

�20>;.�
�
� �27*5�$.==270<�/8;�=1.�$.5.,=��*=*�$8>;,.��2*580��8A

��� �A>8@�I=:��=6GI�/>IA:�7JIIDC�DC�I=:�'6NDJI�I67�D;�I=:��=6GI�/DDAH
H:8I>DC�D;�I=:�->77DC��.:A:8I�I=:��7DK:��=6GI�DEI>DC�;GDB�I=:�9GDE�
9DLC�A>HI�

��� �A>8@�>C�I=:�I:MI�7DM�8DCI6>C>C<�I=:�8=6GI�I>IA:���:A:I:�I=:�<:C:G>8�8=6GI
I>IA:�6C9�G:EA68:�>I�L>I=�I=:�;DAADL>C<�Grade Distribution
Comparison�

!><JG:��������DBEA:I:9�"G69:��>HIG>7JI>DC��DAJBC��=6GI�H=DLH�I=:�;>C6A
6EE:6G6C8:�D;�I=:�8DAJBC�8=6GI��/=:�8DAJBC�8=6GI�>H�6C�6EEGDEG>6I:�INE:�;DG�I=>H
96I6�7:86JH:�I=:G:�6G:�;:L:G�I=6C�IL:CIN�96I6�ED>CIH�6C9�L:�86C�:6H>AN�H::�I=:
8DBE6G>HDC�;DG�:68=�86I:<DGN���C�6J9>:C8:�86C�FJ>8@AN�H::�I=6I�I=:�8A6HH�>HHJ:9
;:L:G��H�8DBE6G:9�ID�I=:�8DAA:<:��#DL:K:G
�I=:�8A6HH�=69�BDG:��H�6C9��H�8DBE6G:9
L>I=�I=:�8DAA:<:�EDEJA6I>DC�

�=6EI:G���+G:H:CI>C<��6I6�L>I=��=6GIH

�����=DDH>C<�6��=6GI�/NE: ���



�20>;.�
�
� �8695.=.-��;*-.��2<=;2+>=287��85>67��1*;=

Integrity Check

/DD�(6CN��6GH�DC�6��DAJBC��=6GI�

�AI=DJ<=�I=:G:�>H�CD�HE:8>;>8�A>B>I�;DG�I=:�CJB7:G�D;�76GH�NDJ�H=DJA9�JH:�DC�6
8DAJBC�8=6GI
�6�<:C:G6A�GJA:�D;�I=JB7�>H�IL:CIN�76GH�DG�A:HH�!><JG:�������+DDG
0H:�D;�6��DAJBC��=6GI�8DCI6>CH�6�IDI6A�D;�I=>GIN�ILD�76GH��/=>H�>H�8DCH>9:G:9�6
EDDG�JH:�D;�6�8DAJBC�8=6GI�7:86JH:�>I�>H�9>;;>8JAI�ID�>9:CI>;N�B:6C>C<;JA�IG:C9H
DG�8DBE6G>HDCH��/=:�96I6�JH:9�ID�8G:6I:�I=>H�8=6GI�B><=I�7:�7:II:G�JH:9�>C�ILD
DG�I=G::�9>;;:G:CI�8DAJBC�8=6GIH
�:68=�L>I=�6�9>HI>C8I�>9:6�DG�B:HH6<:�

�20>;.�
�
�
"88;�&<.�8/�*��85>67��1*;=

�=6EI:G���+G:H:CI>C<��6I6�L>I=��=6GIH

�����=DDH>C<�6��=6GI�/NE: ���



Skill Refresher: Charts: Using Data in a Noncontiguous
Range
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Skill Refresher: Inserting a Pie Chart
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Skill Refresher: Inserting a Stacked Column Chart
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4.2 Formatting Charts

LEARNING OBJECTIVES
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Skill Refresher: Formatting the X and Y Axes
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Skill Refresher: Formatting the Chart Legend
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Skill Refresher: X and Y Axis Titles
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Skill Refresher: Adding Data Labels
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Skill Refresher: Formatting a Data Series
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Formatting the Plot and Chart Areas
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Skill Refresher: Formatting the Chart Area
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Skill Refresher: Formatting the Plot Area
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4.3 The Scatter Chart

LEARNING OBJECTIVES
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Skill Refresher: Creating a Scatter Chart
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Changing the Scale of the X and Y Axes
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Adding a Trendline and Equation
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Skill Refresher: Adding a Trendline
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4.4 Using Charts with Microsoft¨ Word¨ and Microsoft¨ PowerPoint¨

LEARNING OBJECTIVES
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