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Lesson 10
Creating Charts and PivotTables
Learning Objectives

Students will learn to:

· Building charts
· Formatting a chart with a Quick Style
· Formatting the parts of a chart manually

· Modifying the chart

· Creating PivotTables

MOS Skills

· Create charts based on worksheet data




6.1
· Use Line chart types





6.4.1
· Use Column chart types





6.4.2
· Use Win/Loss chart types





6.4.3
· Create a sparkline chart





6.4.4
· Customize a sparkline





6.4.5
· Format a sparkline





6.4.6 
· Show or hide data markers





6.4.7
Key Terms

axis 
A line bordering the chart plot area as a frame of reference for measurement.
chart
A graphical representation of numeric data in a worksheet.
chart area
An entire chart and all its elements.
chart sheet
A sheet that contains only a chart.
data labels
Text that provides additional information about a data marker, which represents a single data point or value that originates from a worksheet cell.
data marker
A bar, area, dot, slice, or other symbol in a chart that represents a single data point or value that originates form a worksheet cell.
data series
Related data markers in a chart.
embedded chart
A chart that is placed on a worksheet rather than on a separate chart sheet.
legend
A box that identifies the patterns or colors that are assigned to the data series or categories in a chart.
legend keys
A key that appears to the left of legend entries and identifies the color-coded data series.
plot area
The area bounded by the axes of a chart.
PivotTable
A report designed to quickly condense large amounts of data, which can be used to analyze and display the numerical data in detail and to answer unforeseen questions about data.
sparkline
A tiny chart in a worksheet cell that provides a visual representation of data.
title
Descriptive text that is automatically aligned to an axis or centered at the top of a chart.

Solutions for Step-by-Step Exercises

The Building Charts solution file is located in the Solutions/Lesson10 folder and is referenced in the following step-by-step exercises:

· Select Data to Include in a Chart
· Choose the Right Chart for Your Data
· Create a Bar Chart

The Chart Styles solution file is located in the Solutions/Lesson10 folder and is referenced in the following step-by-step exercises:

· Format a Chart with a Quick Style

· Change the Chart’s Fill Color or Pattern

· Change the Chart’s Border Line

· Format the Data Series

The Chart 1 solution file is located in the Solutions/Lesson10 folder and is referenced in the following step-by-step exercises:

· Modify a Chart’s Legend

· Add Elements to a Chart

· Delete Elements from a Chart

· Move a Chart

The Chart 2 solution file is located in the Solutions/Lesson10 folder and is referenced in the following step-by-step exercises:

· Resize a Chart

The Chart 3 solution file is located in the Solutions/Lesson10 folder and is referenced in the following step-by-step exercises:

· Choose a Different Chart Type

The Financial History PivotTable solution file is located in the Solutions/Lesson10 folder and is referenced in the following step-by-step exercises:

· Create and Add Data to a Basic PivotTable Report
The Sales vs. Expenses PivotTable solution file is located in the Solutions/Lesson10 folder and is referenced in the following step-by-step exercises:

· Add Data from Another Worksheet to the PivotTable
The Sales_Expenses_Charts solution file is located in the Solutions/Lesson10 folder and is referenced in the following step-by-step exercises:

· Add a Chart to the PivotTable
The Sales_Expense_Slicers solution file is located in the Solutions/Lesson10 folder and is referenced in the following step-by-step exercises:

· Use the Slicer to Bring Data Forward
The Sales_Expenses_Sparklines solution file is located in the Solutions/Lesson10 folder and is referenced in the following step-by-step exercises:

· Add Sparklines to a PivotTable
The Sales_Expense_PivotChart solution file is located in the Solutions/Lesson10 folder and is referenced in the following step-by-step exercises:

· Create a PivotChart Report
Answer Key

Knowledge Assessment

Matching
Match each vocabulary term with its definition.

a.

axis

f.
data marker

b.

chart

g.
data series

c.

chart area
h.
embedded chart

d.

chart sheet
i.
legend

e.

data labels
j.
title

_____1.
A box that identifies the patterns or colors that are assigned to a data series or categories in a chart.

Answer: i
Section Ref: Formatting the Parts of a Chart Manually

Difficulty: Medium
_____2.
A graphical representation of numeric data in a worksheet.

Answer: b
Section Ref: Building Charts

Difficulty: Easy
_____3.
A bar, area, dot, slice, or other symbol in a chart that represents a single data point or value that originates from a worksheet cell.

Answer: f
Section Ref: Building Charts

Difficulty: Medium
_____4.
A chart that is placed on a worksheet rather than on a separate sheet.

Answer: h
Section Ref: Building Charts

Difficulty: Easy
_____5.
A sheet in a workbook that contains only a chart.

Answer: d
Section Ref: Modifying the Chart
Difficulty: Medium
_____6.
The entire chart and all its elements.

Answer: c
Section Ref: Formatting the Parts of a Chart Manually

Difficulty: Easy
_____7.
Related data points that are plotted in a chart.

Answer: g
Section Ref: Building Charts

Difficulty: Medium
_____8.
A line bordering the chart plot area used as a frame of reference for measurement.

Answer: a
Section Ref: Formatting the Parts of a Chart Manually

Difficulty: Medium
_____9.
Descriptive text that is automatically aligned to an axis or centered at the top of a chart.

Answer: j
Section Ref: Formatting the Parts of a Chart Manually

Difficulty: Easy
_____10. A label that provides additional information about a data marker, which represents a single data point or value that originates from a worksheet cell.

Answer: e
Section Ref: Formatting the Parts of a Chart Manually

Difficulty: Easy
Multiple Choice

Select the best response for the following statements.

1.
Which chart type shows values as parts of a whole?

a.
Column

b.
Bar

c.
Area

d.
Pie

Answer: d

Section Ref: Building Charts

Difficulty: Easy
2.
What type of chart appears on a worksheet with other data?
a.
Chart sheet

b.
Embedded

c.
Pivot chart

d.
Mixed

Answer: b

Section Ref: Building Charts

Difficulty: Medium
3.
What part of a chart do you click when you want to select the entire chart?

a.
Chart area

b.
Plot area

c.
Chart title

d.
Legend
Answer: a
Section Ref: Formatting the Part of a Chart Manually

Difficulty: Medium
4.
What happens to a chart if the source data is deleted?

a.
Nothing.

b.
The chart will move to the area where the data was located.

c.
The data in the chart is deleted.

d.
You will be asked if you want the chart deleted.

Answer: c

Section Ref: Building Charts

Difficulty: Medium
5.
What is the first step that should be taken when creating a chart?

a.
Providing a name for the chart

b.
Selecting the chart type

c.
Selecting the range of cells that contain the data the chart will use

d.
Choosing the data labels that will be used in the chart

Answer: c

Section Ref: Formatting the Parts of a Chart Manually

Difficulty: Medium

6.
If you want to print only the chart in a worksheet, what should you do before printing?

a.
Click the chart to select it and then print

b.
Select the Print chart only option in the Page Setup dialog box

c.
Move the chart to a new sheet by itself and then print that sheet

d.
You cannot print only the chart if it is part of a larger worksheet

Answer: b

Section Ref: Formatting the Parts of a Chart Manually

Difficulty: Medium
7.
To change the location of a legend on a chart, use the Legend command on this Ribbon tab.

a.
Insert

b.
Format

c.
Layout

d.
Design

Answer: c

Section Ref: Formatting the Parts of a Chart Manually

Difficulty: Medium
8.
A column chart represents values as

a.
Horizontal bars

b.
Vertical bars

c.
Horizontal lines

d.
Vertical lines

Answer: b

Section Ref: Building Charts

Difficulty: Medium
9.
To move a chart from a worksheet to a chart sheet

a.
Use the move handles and drag it to the new location.

b.
Use the Move Chart Location command on the Design tab.

c.
Cut the chart from the worksheet and paste it to a new workbook sheet.

d.
You cannot move the chart after it has been created.

Answer: b
Section Ref: Modifying a Chart

Difficulty: Hard
10.
Which of the following statements is not true?

a.
You can change both the height and width of a chart with commands on the Format tab.

b.
You can use the sizing handles to change the height and width of a chart.

c.
You must delete an existing chart in order to have the data displayed in a different chart type.

d.
When a chart sheet is created, it no longer appears on the worksheet containing the data series.
Answer: c
Section Ref: Modifying a Chart

Difficulty: Medium
Solutions for Competency Assessment 

Project 10-1

The solution for Project 10-1 is named BY Financials 10-1 and is located in the Solutions/Lesson10 folder.

Project 10-2

The solution for Project 10-2 is named Financial History 10-2 and is located in the Solutions/Lesson10 folder.

Solutions for Proficiency Assessment

Project 10-3
The solution for Project 10-3 is named Financial History 10-3 and is located in the Solutions/Lesson10 folder.

Project 10-4
The solution for Project 10-4 is named BY Financials 10-4 and is located in the Solutions/Lesson10 folder.

Solutions for Mastery Assessment

Project 10-5

The solution for Project 10-5 is named BY Financials 10-5 and is located in the Solutions/Lesson10 folder.

Project 10-6

The solution for Project 10-6 is named Income Chart 10-6 and is located in the Solutions/Lesson10 folder.
Solution for Internet Ready
The solution for the Internet Ready exercise is named Chart Template and is located in the Solutions/Lesson10 folder.
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