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Excel 101: Char ts 
 
Overview 
A chart is basically a “picture”  of numerical data that can make the numbers easier to understand by 
presenting their meaning visually. There are many different kinds of charts that can be used for different 
purposes, and knowing which ones to use is a subject too large to cover in this class – our purpose here is 
just to make you aware of how Excel can make it easy for you to convert spreadsheet data into useful and 
informative charts, which is a very important skill to have in an office environment. 
 
Using Char ts  
For this example, let’s use some of the data from our earlier example, when you were ordering office 
supplies. Imagine that you wanted to make a chart to illustrate the difference in costs among the five 
items being sold. To begin, you will need the names and cost per unit of each item organized as a 
spreadsheet, as shown below. Next, you will select all of the data, and then click on the “Chart Wizard”  
button located on the toolbar near the top of the screen, like this: 
 

 
 

This will bring up the Chart Wizard window, which allows you to select the kind of chart you want to 
use. In this case, you will select the “3-D”  bar graph, as shown below: 
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Next, the Wizard will bring up a screen that allows you to confirm which data you want to include and 
decide how it should be oriented, like this: 

 

 
 

Next, the Wizard will bring up a window allowing you to assign titles to the horizontal (X) and vertical 
(Y) axes. In this case, you will enter “ Item” for the horizontal axis, and “Price”  for the vertical axis, like 
this: 
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Finally, the Wizard will bring up a window allowing you to select whether you want the chart to appear 
on the same worksheet as your data or on a new sheet. In this case, you will select “New Sheet”  and the 
result will look like this: 

 

 
 

This chart is now ready to be printed as a handout, or copied into a Word document, PowerPoint 
presentation, or Web page as part of a larger report. 
 
 
 
Using Char ts to Compare Two or  More Data Sets 
Charts are especially useful for making visual comparisons of two or more data sets, and Excel makes it 
very easy to construct charts like this. For example, imagine that you want to compare the prices of two 
suppliers – your current supplier (Supplier A) and their main competitor (Supplier B). To do this, you will 
add Supplier B’s prices to your existing spreadsheet, like this: 
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Next, as before, you will click on the Chart Wizard button to open the Chart Wizard. This time, you will 
select the “Double Bar Graph”  style, like this. 

 

 
 
After going through the next few steps as prompted by the Wizard, you will have a chart that visually 
illustrates the cost comparison, like this: 
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Formatting Char ts 
Although the chart discussed above makes it easy to see which supplier has higher costs for each item, it 
is not easy to tell exactly how much of a difference you are looking at. To make this easier, you can add 
the values of each data point to the bars on the chart. To do this, click on any bar, then click on the 
“Format”  menu, and select “Selected Data Series”  like this: 

 

  
 

This will bring up the “Format Data Series”  window. Click on the tab for “Data Labels”  and check the 
box marked “Values”  like this: 
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This will insert the values from the spreadsheet to the top of each corresponding bar for the data series 
you selected, which looks like this: 
 

 
 
To add the labels for the other data series, just click on one of the bars in that series and repeat the 
process.  You can also use the “Patterns”  tab, pictured below, to change the color, adjust the borders, or 
add patterns or textures to the bars on your chart. 
 

 
 
If you are making charts that compare two or more sets of data, you should be sure to use contrasting 
colors that will show up clearly when printed. You can select different colors using the window pictured 
above. It is also sometimes useful to add stripes or other patterns to the bars that will make them easier to 
tell apart. You can select a wide range of patterns and textures for your chart bars by clicking the “Fill 
Effects”  button on the window pictured above. 
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When you’re finished, the chart will be ready for publication and will look something like this:  
 

 
 

Again, this is just a small sample of the many ways that you can use Excel to create polished, professional 
looking charts to present the results of data analyses. This skill is extremely valuable to many employers, 
so you should take some time on your own to experiment and practice using Excel to make different kinds 
of graphs. 


