Microsoft Office 2003

Lesson 8: Worksheet Charts


Unit 3—Introductory Microsoft Excel

Lesson 8—Worksheet Charts

Objectives

· Identify the purpose of charting worksheet data.

· Identify the types of worksheet charts.

· Create a chart sheet and save a chart.

· Switch between charts and worksheets, zoom, and rename a chart.

· Preview and print a chart.

· Create an embedded chart.

· Edit a chart and change the type of chart.

Teaching Materials

· Learner text

· Data files from the Data Files for Students drop-down menu on the Instructor’s Resource CD-ROM 

· PowerPoint presentation from the PowerPoint Presentations drop-down menu on the Instructor’s Resource CD-ROM 

· Solutions to Step-by-Step exercises, review questions, and projects from the Solutions to Exercises drop-down menu on the Instructor’s Resource CD-ROM 

· ExamView( test questions from the Test Bank & Test Engine drop-down menu on the Instructor’s Resource CD-ROM 

· Grading rubrics and annotated solutions from the Additional Faculty Files drop-down menu on the Instructor’s Resource CD-ROM

Prepare

· Focus learners’ attention on the objectives for the lesson.

· Set up a projection system and show the PowerPoint presentation for the lesson, if desired.

· Make sure learners know how to access the data files for this lesson.

· Prepare questions from ExamView.

Technical Notes

Make sure all computers are connected to a functioning printer. 

Lecture Notes and Teaching Tips

This lesson teaches the creation of charts from data contained in a worksheet. In this lesson, learners will create several kinds of charts including a column, line, pie, and scatter charts. This is the longest lesson in the introductory Excel material. It is also a difficult lesson because the Chart Wizard “removes” the learner's perspective from the face of the worksheet for a comparatively long period of time.

Learners usually enjoy this chapter because they can create a “picture” from values in the worksheet. It is exciting to see the worksheet data turned into a chart that helps to interpret the calculations performed in the worksheet.

This lesson has seven Projects and a Critical Thinking Activity. These projects may be classified by the type(s) of chart produced and whether the chart is embedded or on a separate sheet. Learners should be given experience with all major categories of chart types.  
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What Is a Worksheet Chart?

This lesson covers how to create different types of charts and edit them. Explain how charts are used as a tool to interpret and analyze worksheet data.

Quick Quiz

1.
A(n) __________ is a graphical representation of data contained in a worksheet.


Answer: chart
2.
True or False? Charts can help make the data of a worksheet easier to understand.


Answer: True
Types of Worksheet Charts

The most commonly used types of charts are discussed in this lesson. You might start the Chart Wizard and select each chart type (see Figure 8-8) as you review the sections on column, line, pie, and scatter charts that follow. By selecting each chart type, learners can view a description of the chart and see the variations on it.

Quick Quiz

1.
A(n) __________ chart is ideal for illustrating trends over time.


Answer: line
2.
Which of the following is not a type of chart that you can create in Excel?

A.
axis


B.
line


C.
radar


D.
surface


Answer: A
Creating a Chart from Worksheet Data

To create a chart, you must first select the worksheet data that is to be charted. You can then place the chart on its own worksheet, called a chart sheet, or you can place it on the same worksheet as the data being charted.

Creating a Chart Sheet

A chart sheet gives you a “maximized” view of a chart. It enables you to focus on the analysis of the data without the distraction of extraneous worksheet data that is not being charted.

Switching Between Chart Sheets and Worksheets

Explain that a chart sheet is simply another worksheet within the workbook. You can create any number of charts from the same data and place each on its own worksheet. You can easily switch between chart sheets and worksheets by clicking the sheet tabs.

Zoom Command

In some charts, you might have a great deal of data or lengthy data labels squeezed on an axis, making it difficult to read all of the numbers or text. You can use the Zoom feature to get a closer look at a section of the chart or to zoom out and get a broader view of the chart.

Renaming a Chart Sheet

You rename a chart sheet the same way you rename any worksheet. You can also change the tab color of a chart sheet. If you have a great deal of chart sheets that are related to different worksheets, you might consider “color-coordinating” their sheet tabs and naming chart sheets to indicate which worksheet they are related to.

Previewing and Printing a Chart

The preview and printing functions work the same for chart sheets as they do for other worksheets. Remind learners that, by default, Excel prints the active worksheet. If you want to print a chart sheet and its related worksheet, you must first select each sheet tab and then select the Active sheet(s) option in the Print dialog box.

Quick Quiz

1.
True or False? A chart sheet contains a chart and the data that is being charted.


Answer: False
2.
True or False? When you print a chart sheet, the sheet containing the data that it charts also prints automatically.


Answer: False
Creating an Embedded Chart

Embedded charts enable you to view the worksheet data that is being charted as you analyze the chart. This can come in handy if the data being charted is regularly being updated—when you make changes to the data, they are instantly reflected in the chart.

Quick Quiz

1.
True or False? Once you embed a chart on a worksheet, you can move it and resize it as desired.


Answer: True
2.
To place a chart on the same sheet as the data it charts, which option in the Chart Wizard (Step 4) dialog box should you select?

A.
Embed


B.
Chart sheet


C.
As new sheet


D.
As object in


Answer: D
Creating Other Types of Charts

This section explains how to apply a three-dimensional effect to certain chart types and how to create a scatter chart. If time permits, you might demonstrate some of the other chart types that are not discussed in this lesson. 

Three-Dimensional Charts

Review the types of charts to which the three-dimensional format can be applied. Applying this format does not change the way data is charted; it simply adds another dimension to the graphic. 

Editing a Chart

Review carefully the parts of the chart, as identified in Figure 8-15. You should also make sure learners familiarize themselves with the options available through each part’s Format dialog box. Knowing how to access these options and how/when to apply them can help greatly in designing the most effective chart.

Changing the Type of Chart

It is important to select the type of chart that most effectively illustrates worksheet data. You can easily change the chart type, but make sure learners understand that choosing an inappropriate chart type can affect the interpretation of data.

Quick Quiz

1.
True or False? You must be careful when applying a three-dimensional format to a chart because it can drastically change the way the data is charted.


Answer: False
2.
Which of the following is not a part of a chart?

A.
Axis


B.
Plot area


C.
Data series


D.
Sheet tab


Answer: D
Discussion Questions

1.
What kind of chart do you think would be most appropriate for illustrating the proportion of total expenses in a company that were used for executive salaries? Explain your answer.

2.
You are preparing a presentation to your company’s board of directors that outlines your proposed budget for the upcoming year. Explain how you could use a chart or charts to help illustrate your budget requests.

3.
You want to show your family the relationship between income and expenses for the last year. What kind of data would be in your worksheet, and what type of chart would you use to illustrate it? 

Key Terms

· Axis: Line that identifies the values in a chart; most charts have a horizontal (or X axis) and a vertical (or Y axis).

· Chart: Graphical representation of data contained in a worksheet  

· Chart sheet: Area separate from the Excel worksheet in which a chart is created and stored; the chart sheet is identified by a tab near the bottom of the screen.
· Chart Wizard: Four-step, on-screen guide that aids in preparing a chart from an Excel worksheet.
· Column chart: Chart that uses rectangles of varying heights to illustrate values in a worksheet.
· Data labels: Values depicted by the chart objects (such as columns or data points) that are printed directly on the chart.
· Data series: Group of related information in a column or row of a worksheet that is plotted on a worksheet chart.
· Embedded chart: Chart created within the worksheet; an embedded chart may be viewed on the same screen as the data from which it is created.
· Image handles: Small boxes that appear around an object when it is selected. You can drag the handles to resize the object.
· Line chart: Chart that is similar to a column chart except columns are replaced by points connected by a line.
· Pie chart: Chart that shows the relationship of a part to a whole.
· Scatter chart: Chart that shows the relationship of two categories of data.
Projects to Assign

· In Project 8-1, learners will create a column chart on a chart sheet. They will rename the chart sheet and view it in the Print Preview window. They will print the chart sheet and then save and close the workbook file.

· In Project 8-2, learners will create an embedded line chart. They will then save, print, and close the workbook file.

· In Project 8-3, learners will create a pie chart on a chart sheet. They will rename the chart sheet. They will make formatting changes to chart parts and edit worksheet data that has been charted. They will print the chart sheet, and then save and close the workbook file.

· In Project 8-4, learners will create a three-dimensional pie chart on a chart sheet. They will rename the chart sheet. They will make formatting changes to chart parts, preview the chart, and determine the areas in which most spending occurs. They will print the chart sheet, and then save and close the workbook file.

· In Project 8-5, learners will create a scatter chart on a chart sheet. They will rename the chart sheet. They will make formatting changes to chart parts. They will preview the chart and determine whether a relationship exists between study time and examination results. They will print the chart sheet, and then save and close the workbook file.

· In Project 8-6, learners will create a column chart on a chart sheet. They will rename the chart sheet. They will make formatting changes to chart parts. They will preview the chart and determine which product has decreased in sales. They will print the chart sheet, and then save and close the workbook file.

· In Project 8-7, learners will create a line chart in a chart sheet. They will rename the chart sheet. They will make formatting changes to chart parts. They will print the chart sheet and determine from the printout whether the company’s sales have decreased, increased, or remained stable. They will change the type of chart to a clustered column chart. They will print the chart sheet, and then save and close the workbook file.

· In Project 8-8, learners will create a line chart on a chart sheet. They will rename the chart sheet. They will make formatting changes to chart parts. They will print the chart sheet, and then save and close the workbook file.

· In Critical Thinking Activity 8-1, learner solutions will vary, although there are typically one or two charts that are more appropriate than other charts.

Scenario 1: An XY or scatter chart would represent each of the 200 data points with a dot on the chart. Assuming that overwatering or underwatering stunts the growth of the plant, the XY chart would potentially display a cloud of dots in the form of an upside-down U. A bar or column chart would probably not be appropriate because the chart would produce 200 bars or columns. Likewise, a pie or doughnut chart would display 200 slices, making it difficult to interpret. A line or area chart would be useful only if the data were sorted in a logical manner before charting.

Scenario 2: An area, column, or line chart would be most appropriate for displaying the number of units sold during the 12 months. These charts would potentially show higher columns or line heights for the summer months and lower columns or line heights during the winter months. A pie or doughnut chart would show 12 slices and might be too “busy” looking to illustrate the seasonality.

Scenario 3: A pie or doughnut chart illustrates parts of a whole. In this scenario, the number of learners from each of the middle schools would be represented by a slice of the pie or doughnut. Because there are only five data points, a bar or column chart might also be appropriate for illustrating the comparative relationships between middle schools.  

· In Critical Thinking Activity 8-2, learners create a workbook to track inventory for a store that buys and sells used CDs and DVDs. They create a second workbook that shows the income and expenses for a month. They format the worksheets as desired, and then save and close the workbook files.
Assess  

Administer the ExamView test for Lesson 8.
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