Excel – Charts & Graphs
Presented by
Beth Ohlson

&

Mary Ruppert

October 29, 2003

2Changing the colors of a chart


3Changing the colors of a chart to be a picture


4Displaying percentages on a chart


5Chart comparing all students to the class average


8Chart comparing one student to the class average




Changing the colors of a chart

· Highlight the desired data

· Click the Chart Wizard

· Step 1 of  4

· Choose pie under Chart type

· Click Next

· Step 2 of 4

· Make sure series in says columns

· Click Next

· Step 3 of 4

· On the Titles tab, add a title

· Click Next

· Step 4 of 4

· Click Finish

· Click twice on one of the pie wedges to select it

· Right-click on the pie wedge and choose Selected Object

· Choose the desired color and click OK
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Changing the colors of a chart to be a picture

· Highlight the desired data

· Click the Chart Wizard

· Step 1 of  4

· Choose pie under Chart type

· Click Next

· Step 2 of 4

· Make sure series in says columns

· Click Next

· Step 3 of 4

· On the Titles tab, add a title

· Click Next

· Step 4 of 4

· Click Finish

· Click twice on one of the pie wedges to select it

· Right-click on the pie wedge and choose Selected Object

· Click on Fill Effects

· Click on the Picture tab

· Click Select Picture and choose the file name of the desired picture (I usually save pictures to the desktop, insert them into my chart, and then delete them off the desktop) and click Insert
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Displaying percentages on a chart
· Click once on the chart to select it
· Choose Chart – Chart Options from the menu bar
· Click on the Data Labels tab

· Make sure percentages is selected
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Chart comparing all students to the class average
Create a class average for each of the scores
· Copy the headings of each column to the columns to the left and add “Class Average” to the beginning of each column name
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[Added four columns renamed Class Average after the first four columns.]
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· Take the average from the bottom of each column and copy it to the new Class Average column to the right making sure to copy as an absolute reference using the $
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[On line 2, Class Average Letter Naming Fluency is equal to $C$27.]

· Copy the averages down to each student
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Create a chart to compare all students in one area to the class average
· Highlight all of the data for all students as well as the class average (B3:J26)
· Click the Chart Wizard
· Step 1 of  4

· Click on the Custom Types tab

· Choose Line-Column under Chart type
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· Click Next

· Step 2 of 4

· Click on the Series tab

· Remove all of the series except for the two you are comparing (such as letter naming fluency and class average letter naming fluency) by selecting each one you wish to delete and clicking Remove

· Click Next

· Step 3 of 4

· On the Titles tab, add a title

· On the Legend tab, change placement to bottom

· Click Next

· Step 4 of 4

· Select as new sheet and give it a name

· Click Finish
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Chart comparing one student to the class average

Create a class average for each of the scores

· Copy the headings of each column to the columns to the left and add “Class Average” to the beginning of each column name
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[Added four columns renamed Class Average after the first four columns.]
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· Take the average from the bottom of each column and copy it to the new Class Average column to the right making sure to copy as an absolute reference using the $
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[On line 2, Class Average Letter Naming Fluency is equal to $C$27.]

· Copy the averages down to each student
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Create a chart to compare one student in all areas to the class average

· Highlight all of the data for the individual student (B3:F3)

· Click the Chart Wizard

· Step 1 of  4

· Choose Column under Chart type

· Click Next

· Step 2 of 4

· Click on the Series tab

· Click Add to add a series

· Type “Class Average” in the Name field

· Click on the black and red box to the right of the Values field

· Highlight the data in the Class Average columns to the right of the individual student’s data and hit [Enter]
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Click Next

· Step 3 of 4

· On the Titles tab, add a title

· On the Legend tab, change placement to bottom

· Click Next

· Step 4 of 4

· Select as new sheet and give it a name (use “Student 1” instead of the student’s actual name so that you won’t have to change this information next year)

· Click Finish
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Copy the contents of the above four cells down for each student.  The same number will appear in each column.











Copy the contents of the above four cells down for each student.  The same number will appear in each column.
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