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Chapter 4

Presenting Data with Charts
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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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4.3 The Scatter Chart
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4.4 Using Charts with Microsoft” Word™ and Microsoft” PowerPoint”

LEARNING OBJECTIVES
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Skill Refresher: Pasting a Chart Image into Word

8I>K6l: 6C M8:A 8=6GI 6C9 8A>8@ I=: DEN 7JIIDC >C |=: #DB: 167

D; I=: ->77DC

A>8@ DC I=: AD86I>DC >C I=: 2DG9 9D8JB:CI L=:G: I=: M8:A 8=6GlI
L>AA 7: E6HI:9

A>8@ I=: 9DLC 6GGDL D; I=: +6HI: 7JIIDC >C |=: #DB: 167 D; I=:
->77DC

A>8@ I=: +>81JG: DEI>DC ;GDB I=: 9GDE 9DLC A>HI

A>8@ I=: IDGB6I 167 >C I=: +>81JG: /DDAH H:8I>DC D; I=: ->77DC
-:H>O: |I=: E>81JG: 7N 8A>8@>C< |I=: JE DG 9DLC 6GGDL DC I=: .=6E:
2>9|= DG .=6E: #:><=| 7JIIDCH

Pasting a Linked Chart Image into PowerPoint

'DAADL 6ADC< ;M8:A *7?:8|>K.

(>8GDHD;I +DL:G+D>CI >H E:G=6EH I=: BDHI 8DBBDCAN JH:9 IDDA ;DG 9:A>K:G>/
EG:H:CI6I>DCH /=: 8=6GIH JH:9 >C 6 A>K: EG:H:CI61>DC 6G: 8G>I>86A ;DG :;;>8>:(
9:A>K:G>C< NDJG >9:6H ID 6C 6J9>:C8: .>B>A6G ID LG>II:C 9D8JB:CIH 6 L>9: G6(
EG:H:Cl61>DCH B6N G:FJ>G: I=: :MEA6C6I>DC D; FJ6CI>16I>K: 9616 /=>H 9:BDCHIC(
>C8AJ9:H 6 +DL:G+D>CI HA>9: I1=61 8DJA9 7: JH:9 >C 6 EG:H:CI6I>DC ;DG H:lI>C< E
:DG 6 =NEDI=:I>86A 7G:6@;6HI 8:G:6A 8DBE6CN 2: L>AA E6HI: I=: H86II:G 8=6GlI
H=DL>C< |=: HIEEAN 6C9 9:B6C9 ;DG 7G:6@;6HI 8:G:6A >CID I=>H +DL:G+D>CI H,
#DL:K:G >CHI:69 D; E6HI>C< 6C >B6<: 6H 9:BDCHIG61:9 >C I=: 2DG9 9D8JB:CI L:
L>AA :HI67A>HRK6 ID I=: M8:A ;>A: H 6 G:HJAI >; L: 8=6C<: |=: 8=6GI >C I=:

M8:A ;>A: |=:8=6C<: L>AA 7: G;;A:81:9 >C I=: +DL:G+D>ClI ;>A: /=: ;DAADL>C< HI:E
:MEA6>C =DL ID 688DBEA>H= I=>H

*E:C |=: M8:A*77?:8I>K: :DAADL 6ADC< ;>A:

8I>K6I: 1=: H86II:G 8=6GI >C ISupply & Demand LDG@H=::I

A>8@ |=: DEN 7JIIDC >C |=: #DB: 167 D; |=: ->77DC

"D768@ ID I=: M8:A*7?:81>K:  +DL:G+D>CI ;>A: 7N 8A>8@>C< |=: ;>A

9NC6B>8 8DCC:8I>DC 7:IL::Q >C I=: I6H@76G
ILD ;>A'H LDG@H=:IH DG 8:AA A>8@ |I=: 9DLC 6GGDL 7:ADL I=: +6HI: 7JIIDC >C I=: #DB: 167 D; I=:
AD86I>DCH CN 8=6C<:>C I=| ->77DC >C |=: +DL:G+D>CI ;>A:

HDJGS8: ;>A: L>AA 7: G:;A:81:9 pC
I=:;>A: LDG@H=::] DG 8:AA I=6Il
8DCI6>CH I=: A>SC@

OH>C< =6GIH L>I= (>8GDHD:IQ 2DG9Q 6C9 (>8GDHD;IQ +DL:G+D>CIQ


http://www.gone.2012books.lardbucket.org/sites/all/files/ManzoExcel_1.0_Excel_Objective_4.18.pptx

=6El:.G +G:H:CI>C< 616 L>I= =6GIH

A8l I=: &:E .DJG8: IDGB6II>C< >C@ 616 DEI>DC ;GDB I=: 9GDE
9DLC A>HI Hz<JG: G:6I>C<6">C@ ID 6C M8:A =6GI>C
+DL:G+D>Cl /=>H E6HI:H 6C >B6<: D; |I=: M8:A 8=6GI| >CID I=:
+DL:G+D>CI HA>9: $C 699>I>DC 6 A>C@ >H 8G:61:9 HD I=61 6CN 8=6C
B69: ID I=: 8=6GI 6EE:6G DC I=: +DL:G+D>CI| HA>9:

20>;.

A>8@ 6CNL=:G: >C |=: EADI 6G:6 D; |=: H8611:G 8=6GI E6HI:9 >CID I=:
+DL:G+D>CI HA>9: 4DJ L>AA H:: |=: H6B: M8:A =6GI /DDAH I67H 699:9
I=:->77DC H:!><JG: (D9>:N>C< 6C M8:A =6GI +6HI:9 >CID 6
+DL:G+D>Cl .A>9:

20>;.

A>8@ |=: 9DLC 6GGDL C:MI ID I=: .=6E: '>AA 7JIIDC >C |=: IDGB6I 167 D

|I=: ->77DC .:A:8l |=: L=>|: BDADG 7AD8@ ;GDB |=: E6A:lI>HIG:
(D9>;:N>C< 6C M8:A =6GlI +6HI:9 >CID 6 +DL:G+D>CI .A>9:

"D768@ ID I=: M8:A*7?:81>K: ;>A: 7N 8A>8@>C< >|>C I=: I6BH@76G

$C I=:Supply & Demand LDG@H=::| 8=6C<: |=: K6AJ: >C 8:AA ID

OH>C< =6GIH L>I= (>8GDHD:IQ 2DG9Q 6C9 (>8GDHD;IQ +DL:G+D>CIQ



=6El:.G +G:H:CI>C< 616 L>I= =6GIH

"D768@ ID I=: M8:A*7?:8I>K:  +DL:G+D>Cl ;>A: 7N 8A>8@>C< >| >C

I6H@76G
A>8@ I=: :H><C 167 >C I=: =6GI| /DDAH H:8I>DC D; I=: ->77DC A>8@ I
-;G:H= 616 7JIIDC H:: I><JG: -;G:H=>C< 6 >C@:9 M8:A =6GI

+6HI:9 >CID 6 +DL:G+D>CI .A>8: 8=6C<: B69: >C I=: M8:A
LDG@7DD@ >H CDL G:;A:81:9 DC |=: +DL:G+D>CI HA>9:

Integrity Check
-;G:H=>C< '>C@:9 =6GIH >C +DL:G+D>Cl 6C9 2DG9

2=:C 8G:61>C< 6 A>C@ ID 6 8=6GI >C 2DG9 DG +DL:G+D>Cl NDJ BJHI G:;G:H=I=
9616 >; NDJ B6@: 6CN 8=6C<:H >C |=: M8:ALDG@7DD@ /=>H >H :HE:8>6AAN I(
NDJ B6@: 8=6C<:H >C |=: M8:A ;>A: EG>DG ID DE:C>C< |=: 2DG9 DG +DL:G+D>(
I=61 8DCI6>CH 6 A>C@ ID 6 8=6GI /D G:;G:H= I=: 8=6G| B6@: HJG: >| >H 68I>K6I
I=:C 8A>8@ I=: -;;G:H= 616 7JIIDC >C |=: :H><C 167 D; I=: ->77DC !DG<:|I>C<

[=>H HI:E 86C G:HJAI >C DA9 DG :GGDC:DJH 9616 7:>C< 9>HEAG6N:9 DC |=: 8=6G

1><JG: -G H=>C< 6 ">C@:9 M8:A =6GI +6HI:9 >CID 6 +DL:G+D>CHABAH

I=: 6EE:6G6C8: D; I=: H86II:G 8=6GI| >C |=: +DL.G+D>CI HA>9: 6;I:G |=: 8DADG D; I=:
EADI 6G:6 L6H 8=6C<:9 768@ ID U=x0G. I>C6A =6GI">C@:91D 6

+DL:G+D>CI .A>¥=DLH I=: 6EE:6G6CS8: D; I=: H86I1:G EADI 6;1:G I=: 8=6C<: L6H
B69: >C |=: Supply & DemandLDG@H=::1 >C I=: M8:A ;>A: /=: 8=6C<: I=61 L6H

B69: >C I=: M8:A ;:>A: L>AA 6EE:6G >C I=: +DL:G+D>CI ;>A: 6;1:G 8A>8@>C< I=: -:;G
616 7JIIDC

OH>C< =6GIH L>I= (>8GDHD:IQ 2DG9Q 6C9 (>8GDHD;IQ +DL:G+D>CIQ



=6El:G +G:H:CI>C< 616 L>I= =6GIH

20>;. #.1,,<1270* 274.- A,.5 1*="*<=.-27=8*"8@.;"827= $52-.

20>;. 27*5 1*= 274.-=8*"8@.;"827= $52-.

UR PRICE TARGETIS $2.50

OH>C< =6GIH L>I= (>8GDHD;IQ 2DG9Q 6C9 (>8GDHD;IQ +DL:G+D>CIQ



=6El:.G +G:H:CI>C< 616 L>I= =6GIH

Integrity Check
KG9'>C@

2=:C 8G:6I1>C< 6 A>C@ ID 6C M8:A 8=6GI| >C 2DG9 DG +DL:G+D>C| NDJBJHI @
I=: M8:ALDG@7DD@ >C >IH DG><>C6A AD86I>DC DC NDJG 8DBEJI:G DG C:ILI
BDK: DG 9:A:l: I=: M8:ALDG@7DD@ NDJ L>AA <:1 6C :GGDG B:HH6<: L=:C NDJ
ID JE96I: I=: A>C@ >C NDJG 2DG9 DG +DL:G+D>CI ;>A: 4DJ L>AA 6AHD <:l 6C :(
I=: M8:ALDG@7DD@ >H H6K:9 DC 6 C:ILDG@ 9G>K: I=61 NDJG 8DBEJI:G 86CCI
688:HH /=:H: :GGDGH D88JG 7:86JH: I=: A>SC@ ID I=: M8:ALDG@7DD@ =6H 7::C
H:K:G:9 /=:G:;DG: >; NDJ @CDL >C 69K6C8: I=61 NDJ L>AA 7: JH>C< 6 0. 9G>K:

EJAA JE NDJG 9D8JB:CIH DG EG:H:Cl6I>DC BDK: I=: M8:ALDG@7DD@ ID NDJ
9G>K: 7:;DG: NDJ :HI67A>H=|=; A>C@ >C NDJG 2DG9 DG +DL:G+D>CI ;>A:

Skill Refresher: Pasting a Linked Chart Image into
PowerPoint

8I>K6l: 6C M8:A 8=6GI 6C9 8A>8@ I=: DEN 7JIIDC >C |=: #DB: 167

D; I=: ->77DC

A>8@ >C |=: +DL:G+D>CI HA>9: L=:G: |=: M8:A 8=6GI| L>AA 7: E6HI:9
A>8@ |=: 9DLC 6GGDL D; I=: +6HI: 7JIIDC >C |=: #DB: 167 D; I=:
->77DC

A>8@ I=: &:E .DJGS8: |DGB6II>C< '>C@ 616 DEI>DC ;GDB I=:

9GDE 9DLC A>HI

A>8@ |=: -;;G:H= 616 7JIIDC >C |=: :H><C 167 D; I=: ->77DC ID
:CHJG: 6CN 8=6C<:H >C I=: M8:A ;>A:6G: G:;A:81:9 >C |=: 8=6GlI

OH>C< =6GIH L>I= (>8GDHD:IQ 2DG9Q 6C9 (>8GDHD;IQ +DL:G+D>CIQ



=6El:.G +G:H:CI>C< 616 L>I= =6GIH

KEY TAKEAWAYS

P 2=:C E6HI>C< 6C >B6<: D; 6C M8:A 8=6GI| >CID 6 2DG9 9D8JB:CI DG
+DL:G+D>CI ;>A: JH: I=: +>81JG: DEI>DC ;GDB I=: +6HI: 9GDE 9DLC A>HI D;
DEI>DCH

P 2=:C 8G:61>C< 6 A>C@ ID 6 8=6GI >C 2DG9 DG +DL:G+D>Cl NDJ BJHI G:;G:
I=: 9616 >; NDJ B6@: 6CN 8=6C<:H >C |I=: M8:ALDG@7DD@

EXERCISES

2=:C E6HI>C< 6C >B6<: D; 6C M8:A 8=6GI >CID 6 2DG9 9D8JB:CI
L=>8=D; I=: ;DAADL>C< 8DBB6C9H LDJA9 NDJ JH:

6 A>8@ I=: +6HI: 7JIIDC >C I=: #DB: 167 D; I=: ->77DC

7 A>8@ I=: 9DLC 6GGDL 7:ADL I=: +6HI: 7JIIDC >C |=: #DB: 167
D; I=: ->77DC 6C9 H:A:8l I=: +>81JG: DEI>DC ;GDB I=: 9GDE
9DLC A>HI

8 A>8@ I=: 9DLC 6GGDL 7:ADL I=: +6HI: 7JIIDC >C |=: #DB: 167
D; I=:->77DC 6C9 H:A:8l I=: B7:9 2DG@7DD@ DEI>DC ;GDB
I=: 9GDE 9DLC A>HI

9 A>8@ I=:*7?:81 7JIIDC >C I=: $CH:GI 167 D; I=: ->77DC

2=>8=D; |=: ;DAADL>C< >H IGJ: L>I= G:HE:8I ID 8G:6I>C< 6 A>C@:9
8=6GI| >B6<: >C 6 +DL:G+D>CI| HA>9:

6 /=:>B6<:L>AA 6AL6NH G:;A:8| 6CN 8=6C<:H |=61 6G: B69: >C
I=: M8:ALDG@7DD@

7 4DJL>AACDI 7: 67A: ID GJC +DL:G+D>CI >C HA>9: H=DL BD?9:
JCA:HH I=: M8:ALDG@7DD@ >H DE:C

8 4DJ BJHI 68I>K6l: I=: >B6<: 6C9 8A>8@ I=: -:;G:H= 616
7JIIDC >C I=: :H><C 167 D; I=: ->77DC ID :CHJG: 6CN 8=6C<:H
B69: >C |I=: M8:ALDG@7DD@ 6G: G:;A:81:9 >C |=: >B6<:
E6HI:9 >CID I=: +DL:G+D>CI| HA>9:

9 4DJBJHI =6K: |=: M8:ALDG@7DD@ DE:C >C DG9:G ;DG I=:
>B6<:ID 7: G:;G:H=:9 >C I=: +DL:G+D>CI| HA>9:

OH>C< =6GIH L>I= (>8GDHD;IQ 2DG9Q 6C9 (>8GDHD;IQ +DL:G+D>CIQ



=6El:.G +G:H:CI>C< 616 L>I= =6GIH

4.5 Chapter Assignments and Tests

/D 6HH:HH NDJG JC9:GHI6C9>C< D; I=: B6I1:G>6A 8DK:G:9 >C |=: 8=6EIl:G EA:6H:
8DBEA:I: I=: ;DAADL>C< 6HH><CB:CIH



=6El:.G +G:H:CI>C< 616 L>I= =6GIH
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Personal Expenses

Gasoline
Insurance 5.29%,
5.8%

Entertainment

7.4%
Mortgage
Utilities 40.0%
8.1%

Food
11.1%

Car Payment

11.1% Taxes
11.5%
20>;.
8695.=.- 27. 1*;= 2" A.,;2<.
05 v Je | =D4+(85-C5)
8 c | ) 3 F G H | J K L M N o
, Savings Analysis
2 Beginning Savings Balance | § 1,500
Net Savings Analysis
3 Month Income | Spending | Savings 4,500
4 Jan ,000 3,000 1,500 2 —+—Net Income
5 [Feb ,000 2,000 2500 $4,000 —m—Spending
6 Mar 000 4,000 1.500 183800 /N A= A
7 [Apr 000 3,000 1,500 g o Sevines
8 [May ,000 50 1.350 3| $3,000 A\
5 [Jun 000 00 1.050 2| 2,500 \Q(
10 Jul ,000 50 800 =
11/Aug 000 00 7100 | $2,000
12Sep ,000 100 1,000 &| $1,500
13[0ct 000 350 650 N
A 1,0w e

14 Nov ,000 450 200 e ~
15 |Dec 000 .700 (500) $500 Dottt
16 $- ——————— |
17 $(500) Jan Feb Mar Apr May Jun Jul Aug Sep Oct:;kec

18
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