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Introduction 

Downloading the exercise files for this workbook 

The exercises referred to within this (and other) workbook(s) can be downloaded from: 
https://lrweb.beds.ac.uk/studyhub-library/workbooks. 

Downloading other workbooks  

Our workbooks can be downloaded from: https://lrweb.beds.ac.uk/studyhub-library/workbooks. 

Self-help guides 

Study Hub self-help resources, including our self-help guides to performing specific tasks in 
Word, Excel, and PowerPoint, can be downloaded from: https://lrweb.beds.ac.uk/studyhub-
library/a-z-resources. 

About us 

Our aim is to support you in your use of Microsoft Office applications whilst studying at the 
University of Bedfordshire. Our Microsoft Office training workshops are designed to equip you 
with the necessary skills required to complete your assignments and dissertation. Our workshops 
range from fundamentals, suitable for complete beginners, to workshops that develop existing 
skills and cover more advanced features. In addition to improving academic performance at 
university, good Microsoft Office skills will also help with your employability. 

Workshops can be arranged for 4 or more students. If you would like to arrange a workshop for 
your group, contact the Microsoft Office Training team on MOT@beds.ac.uk.  

If you have an individual training need, please contact us to discuss your requirements. 

 

Contact us 

Microsoft Office Training team 

01582 489258  
MOT@beds.ac.uk  

 

 

  

https://lrweb.beds.ac.uk/studyhub-library/workbooks/
https://lrweb.beds.ac.uk/studyhub-library/workbooks/
https://lrweb.beds.ac.uk/studyhub@library/a-z-resources
https://lrweb.beds.ac.uk/studyhub@library/a-z-resources
mailto:MOT@beds.ac.uk
mailto:cst@beds.ac.uk
mailto:MOT@beds.ac.uk
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Chart types 

The use of charts in your assignments and presentations help to demonstrate and support your 
understanding and interpretation of your data. Charts are used to display data visually, making it 
easier to show comparisons and identify trends.  There are many types of charts available in 
Excel.  The charts you will use the most are Column, Bar, Pie, and Line. 

Column 

Column charts use vertical bars to compare values across categories.  Most charts have a 
vertical axis (also known as a value axis or y axis) and a horizontal axis (also known as a 
category axis or x axis). The vertical and horizontal axes measure and categorise the data.  
The chart below is a clustered column chart.  It shows the sales revenue for a chain of 
takeaways in January, February, and March.  The legend tells us which colour represents each 
town.  For example, blue represents Luton and orange represents Dunstable.  

 

Bar 
Bar charts are like column charts, but they use horizontal rather than vertical bars. Use a bar 
chart when you have long labels on the x-axis as shown below. The following clustered bar chart 
shows responses to a customer service survey for a takeaway in Luton. If you need help to read, 
interpret and use a column or bar chart, click the following link: Interpreting and Using Bar and 
Pie Charts 
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Pie 

Pie charts are used to compare the sizes of categories to the entire data set, showing the 
contribution of each value (slice) to the total (pie). A pie chart shows just one series of data, this 
means one column or one row of data. The chart below shows the March sales revenue for a 
chain of takeaways. The slices represent the sales revenue for each location.  You can see the 
revenue contribution of each takeaway as a proportion of the total sales. The size of each slice 
depends on which fraction of the whole it represents, and this is displayed on the pie chart as a 
percentage. If you need help to read, interpret and use a pie chart, click the following link: 
Interpreting and Using Bar and Pie Charts 

 

 

Line 

Line charts are used to show trends, and make it easy to see whether values are increasing or 
decreasing over time. The chart below shows sales revenue for a chain of takeaways over a six-
month period. If you need help to read, interpret and use a line chart, click the following link: 
Interpreting and Using Line and Scatter Graphs 
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Before you create a chart 

The first thing you need to do is enter your data into an Excel worksheet. It is important to 
arrange your data correctly, because poorly arranged data can cause problems when creating a 
chart. 

Best practice 

 Avoid blank columns and rows. In the example below column B and row 3 are blank.  This will 
make selecting the data for a chart more difficult. This can be resolved by adjusting the 
column width and row height to fit your data. 

 Enter descriptive text (labels) for each column and row. This is important because the labels 
you enter should be included on the charts you create. 

 

To widen a column 
Position the mouse on the line to the right of the column heading, as shown in the example 
below. The mouse pointer shape will change.  Click and drag until the column is the width you 
want. Note: you can also double-click to adjust the column width automatically. 

To change the height of a row 
Place the mouse pointer on the line to the lower edge of the row heading you want to adjust, as 
shown in the example below. The mouse pointer shape will change.  Click and drag until the row 
is the height you want.  

 

Try it: Enter some data into a worksheet 
Open Microsoft Excel and enter the data shown above into Sheet 1.  Avoid blank columns and 
rows. Widen column A and change the height of row 1 and 3. Format the text in rows 1 and 2 to 
be bold.   
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Turn data into a chart 

The worksheet data below has been used to create the clustered column chart shown on this 
page.  Charts are plotted based on how your data is arranged, and the number of rows and 
columns.  The data below has more rows than columns, therefore Luton, Dunstable, Bedford, 
and Milton Keynes are placed on the horizontal axis. This can be changed after you create a 
chart (see page 15 - Change the way your data is plotted). 

 

Chart data explained 

Data series:  a row or column of numbers plotted in a chart. You can plot one or more data 
series in a column, bar, and line chart. A pie chart is different, you can plot only 
one data series.  The example above includes three data series, the sales 
revenue for January, February, and March for each takeaway location.  

Categories: in the chart shown above the data is categorised by location (Luton, Dunstable, 
Bedford, and Milton Keynes). 

Data point:  a data point is a single value plotted on a chart, for example the sales for Bedford 
in March is 2913.  
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Create a chart 
Before you create a chart 

1. Enter your data into a worksheet.  If the data you want to plot is not in rows and columns next 
to each other (see page 7 - Create a chart using non-adjacent cells). 

 

Method 1 - Insert the default chart (clustered column) 

1. Select the data you want to chart, including the column and row titles. 
2. Hold down the Alt key on your keyboard, then press the F1 function key (top of keyboard). 
 
Method 2 - Recommended Charts 

This is the best option if you are not sure which type of chart you need. Recommended Charts 
suggests the most suitable chart for your data. You can pick the chart most suited to your needs. 

1. Select the data you want to chart, including the column and row titles. 
2. Click the Insert tab, then click Recommended Charts, located in the Charts group. 
3. Choose the most appropriate chart and click OK. 

 

 
 

Method 3 - Charts from the Insert tab 

1. Select the data you want to chart, including the column and row titles. 
2. Click the Insert tab, then click the type of chart you need, located in the Charts group.  This 

displays the chart sub-types. In this example, a 2-D Pie is selected. 
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Method 4 - The Quick Analysis Tool 

1. Select the data you want to chart, including the column titles and row titles. 
2. Click the Quick Analysis button displayed on the bottom right of the selected data. 

Note: You can also use the keyboard shortcut Ctrl + Q 
3. Click the Charts tab and choose an appropriate chart type. 

 
 
Try it: Create a clustered column chart 
Use the data previously entered in Sheet 1 or download the workbook exercise file Chart 
essentials exercise file.xlsx 
If you are using the workbook exercise file 
Click the worksheet tab named Data. 
Create the following Clustered Column chart using each method described on pages 5 and 6.  
A chart can be improved by adding chart elements such as a descriptive chart title and axis titles. 
To change the look of a chart, see page 9 - Add and remove chart elements. 
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Create a chart using non-adjacent cells 

Sometimes you may want to plot only some of your data.  The data may not be in columns or 
rows next to each other (they are non-adjacent).  Non-adjacent cells can be selected using the 
mouse or keyboard.  
 
There are two ways to select non-adjacent data 

Method 1 - Use the mouse and keyboard Ctrl key 

1. Use the mouse to select the first cell range.  In the example below the locations (cell range 
A2:A6) is selected. 

2. Hold down the Ctrl key as you select the revenue for March (cell range D2:D6). Release the 
mouse and the Ctrl key. You can now create a chart using the selected data. 

 

Method 2 - Use Shift + F8 to select non-adjacent cells (mouse & keyboard) 
1. Use the mouse or keyboard (shift and arrow keys) to select the first range of cells. 
2. Press Shift + F8 (the text Add or remove selection is displayed in the status bar at the 

bottom of the screen). 
3. Use the mouse or keyboard to select the non-adjacent range of cells. 

Note: If using the keyboard to select - press Shift+F8 each time you need to add a 
selection. 

 
Try it: Select non-adjacent data 

Download the workbook exercise file Chart essentials exercise file.xlsx 
Click the worksheet tab named Data. Try method 1 and 2 to select the following non-adjacent 
cell ranges shown below.  
Cell range A2:A6 – the locations 
Cell range D2:D6 - the revenue for March 
 

 
 
Try it: Create a chart 
Using the data selected in the example above, create a clustered column chart.   



University of Bedfordshire   Chart essentials 

8 
 

Create a Pie Chart 

Pie charts are used to compare the sizes of categories to the entire data set, showing the 
contribution of each value (slice) to the total (pie). A pie chart shows just one series of data, this 
means one column or one row of data.If the data you want to plot is not in rows and columns 
next to each other (see page 7 - Create a chart using non-adjacent cells). 
 
Best practice 

• Too many pie slices may make the chart difficult to understand.  
• Choose 2-D pie charts. It may be difficult to judge the size of the slices on a 3-D pie chart.  
• Add data labels.  This will make the chart easier to understand.  The example below displays 

the data labels inside a Data Callout. The legend is not required and has been removed. 
 

 
 
Try it: Create a 2-D Pie chart 
Download the workbook exercise file Chart essentials exercise file.xlsx 
Click the worksheet tab named Pie chart.  Select the following non-adjacent cell ranges using 
one of the methods described on page 7. 
Cell range A2:A6 – the locations and C2:C6 - the revenue for February 
 

 
 
The 2-D Pie chart is available from the Insert tab and Recommended Charts. The chart can be 
improved by adding a descriptive title and data labels.   
To change the look of a chart, see page 9 - Add and remove chart elements. To add data labels, 
see page 12 - Add data labels.  
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Add and remove chart elements 

Charts are easier to read and understand if they display chart elements. The most common chart 
elements include chart title, axis titles, data labels, data table, gridlines, and a legend.  

 

1. Select the chart. You will see three buttons next to the chart. 
Note: You can also add chart elements from Add Chart Element on the Chart Design tab 
(available when a chart is selected). 

2. Click the Add Elements (+) button. The chart elements will be displayed with checkboxes 
before them. Hover your mouse over each element to see a live preview. When you tick a 
checkbox Excel will add that chart element. Additional elements/options are available when 
you click the arrowhead displayed next to each element.  

 
 

Try it: Add a chart element 
Download the workbook exercise file Chart essentials exercise file.xlsx 
Click the worksheet tab named Elements.  Add and remove the chart elements listed for each 

chart. Remove the gridlines from the clustered column chart. 
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Change the style and colour of a chart 

Changing the colour and style of a chart may give it more impact. Excel has built-in chart styles 
that change the look and colour of several chart elements in one go. Chart elements include the 
chart title, axis titles, data labels, gridlines, and legends.  
 
Best practice 
If you have more than one chart, always use the same chart style and colour scheme, particularly 
if you want to copy and paste them into a report, dissertation, or presentation. 

1. Select the chart. You will see 3 buttons displayed next to the chart. 
Note: Chart styles are also available from the Chart Design tab. 

2. Click the Chart Styles button, then click the Style tab. 

 

3. Hover mouse over each style to see a live preview. Click to apply your chosen style. 

4. Click the Color tab to change the colour scheme of your chosen chart style. 
Note: You can also use Change Color available from the Chart Design tab. 

 

Try it: Change the style and colour of a chart 
Download the workbook exercise file Chart essentials exercise file.xlsx 
Click the worksheet tab named Styles.  Change the chart style and choose a suitable colour 
scheme.  
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Change the layout 

A layout determines how data is arranged on the chart and which chart elements are included.  
The most common chart elements include chart title, axis titles, data labels, data table, gridlines, 
and a legend. Excel has predefined layouts available, so you don’t have to add each chart 
element manually.   

1. Select the chart.  

2. Click the Chart Design tab, then click Quick Layout. 

 

2. Hover the mouse over each layout to see a live preview, then click to apply your chosen 
layout. The example below shows a column chart using layout 5 which includes a data table. 
Note: Additional chart elements may be added, and you can also change the look. 
 

 

Try it: Add a quick layout 
Download the workbook exercise file Chart essentials exercise file.xlsx 
Click the worksheet tab named Layout.  Apply Layout 5 to the clustered column chart. 

  

January February March April May June
Luton 2814 4236 3921 2877 3400 4486
Dunstable 3046 4308 821 4925 5915 4478
Bedford 2339 4162 2913 2432 4771 2761
Milton Keynes 1054 2621 3507 6254 3562 3319
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Add data labels 

Data labels identify a data series (a row or column of data) or an individual data point (a single 
value) on a chart.  In the pie chart below, without the data labels it would be difficult to tell that 
the revenue for Luton is 19% of the total sales. The example below displays the data labels 
inside a Data Callout. The legend is not required and has been removed. 
 

 
 
Data labels can be added to any type of chart.  A data label is linked to the worksheet data so 
automatically updates if the data is changed. You can also edit each data label independently if 
you want to add additional information. 

1. Select the chart. You will see 3 buttons displayed next to the chart. 
 

 

2. Click the Chart Elements button, then click Data Labels.  To change where the data label 
is placed, click the arrowhead to see other locations.  Hover your mouse over each option 
to see a live preview. For additional formatting options click More Options…  For example, 
you may want to display the value and the % on a pie chart. 

 

 
Try it: Add data labels to a chart 
Download the workbook exercise file Chart essentials exercise file.xlsx 
Click the worksheet tab named Data labels.  Add the Data Callout data labels to the pie chart 
and remove the legend. Add data labels to the clustered column chart.  
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Filter a chart 

Chart filters are an easy way to control what is shown or hidden on a chart.   In the following 
example the chart shows sales revenue for takeaways in Luton, Dunstable, Bedford, and Milton 
Keynes. To focus on sales for Luton and Dunstable only, the sales for Bedford and Milton 
Keynes can be hidden. The Chart Filters button makes this easy to do and does not delete the 
worksheet data. 

1. Select the chart. You will see 3 buttons displayed next to the chart. 

2. Click the Chart Filters button, then click the Values tab. 

 

3. Click to check or uncheck the series or categories you want to show or hide. In this example, 
Bedford and Milton Keynes are unchecked and will be removed from the chart after Apply is 
clicked. Click Apply.  

Try it: Filter a chart 
Download the workbook exercise file Chart essentials exercise file.xlsx 
Click the worksheet tab named Filter.  The chart shows revenue for takeaways in Luton, 
Dunstable, Bedford, and Milton Keynes. Filter the chart to show sales in January and February 
for Milton Keynes and Dunstable. Change the chart title to reflect the changes. 
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Change the chart type 

If your chosen chart is not suitable, it can be changed, even if it has been pasted as a chart into a 
Word document or PowerPoint presentation.  
 
1. Select the chart. 
2. Click the Chart Design tab, then click Change Chart Type. 

 
The Change Chart Type dialog box is displayed. Each chart type has sub-types.  For example, 

the sub-types for a clustered bar chart include 3-D column, stacked column, and 3-D stacked 
column. You can also change how data is plotted on the chart (see page 15 - Change the way 

your data is plotted) 

 
3. Choose a new chart, sub-type and how you want the data plotted, then click OK. 

 
Try it: Change the chart type 
Download the workbook exercise file Chart essentials exercise file.xlsx 
Click the worksheet tab named Change Type.  Change the 2-D pie chart to a clustered column 
chart. Have a look at the available sub-types. 
Change the clustered column chart to a clustered bar chart. Have a look at the available sub-
types. 
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Change the way your data is plotted 

You can change the way your data is plotted on the chart by switching rows to columns or 
columns to rows. The example below shows sales revenue for each month grouped by location. 
This can be changed to show sales revenue for each location grouped by month. In both cases, 
the chart contains the same data, it's just organised differently. 

1. Select the chart. 

 
2. Click the Chart Design tab, then click Switch Row/Column  

 

 

 
 

Try it: Switch Row/Column 
Download the workbook exercise file Chart essentials exercise file.xlsx 
Click the worksheet tab named Switch.  The chart shows visits to venues for June to August, 
grouped by age group. Switch the rows and columns to show visits to venues June to August, 
grouped by venue. 

0
1000
2000
3000
4000
5000
6000
7000

Luton Dunstable Bedford Milton Keynes

Takeaway food outlets - monthly sales revenue (Jan - June)

January February March April May June

0

2000

4000

6000

8000

January February March April May June

Takeaway food outlets - monthly sales revenue (Jan - June)

Luton Dunstable Bedford Milton Keynes



University of Bedfordshire   Chart essentials 

16 
 

Further help 

The following video shows how to create and format a chart in Microsoft Excel 

Inserting and formatting a chart 

 

The following videos will help you read, interpret, and reference the charts you create in Excel. 

Interpreting and Using Bar and Pie Charts 

Interpreting and Using Line and Scatter Charts 

Referencing charts, graphs, and tables in your assignment (Harvard) 

 

Find self-help resources on Study Hub Online 

https://lrweb.beds.ac.uk/studyhub 

 

 

 

https://beds.hosted.panopto.com/Panopto/Pages/Viewer.aspx?id=5a777b50-8403-447a-b045-ac5900f35082
https://beds.hosted.panopto.com/Panopto/Pages/Viewer.aspx?id=4ff0aed3-0d26-4f05-980e-adc70117cbc3
https://beds.hosted.panopto.com/Panopto/Pages/Viewer.aspx?id=356bb076-c37a-496c-bd9b-adc70117ccd3
https://beds.hosted.panopto.com/Panopto/Pages/Viewer.aspx?id=9da8ba97-d108-49dc-b081-adb900896d1c
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