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Saratoga Springs City School District/Office of Continuing Education 

Introduction to Microsoft Excel 

04 – Charts 
 

1. Chart Types and Dimensions 

 

Types 

Pie – view what part data is when compared to the whole 

 

 
 

Bar or Column – view data over a series (usually time) 

 

 
 

Chart Dimensions 

You can alter a chart’s dimensions using the same techniques that we used with images in the 

Formatting topic (Topic 2).  You can move and resize them, drag the corner points (to resize and 

maintain the aspect ratio), drag the mid points (to resize and distort the aspect ratio) 

 

Example Data and Corresponding Charts 

Data set examples – what is the appropriate chart type? 

Superbowl score difference over years 

Student score distribution 

0

50,000,000

100,000,000

150,000,000

1
9

4
9

1
9

5
4

1
9

5
9

1
9

6
4

1
9

6
9

1
9

7
4

1
9

7
9

1
9

8
4

1
9

8
9

1
9

9
4

1
9

9
9

2
0

0
4

Total Energy Consumption, 1949 - 2008 
(billion btu)



 

© 2014 Saratoga Software 
Page 2 

 

Oil price changes 

Racial breakdown – City of Saratoga Springs 

 

2. Creating a Chart 

 

2.1 Create a Pie Chart – use the saratoga_schools.xlsx Excel file 

 

(1) Select the data that will be the subject of the chart 

 

 
 

(2a) On the Insert Tab/Charts group – choose one of the pie charts 
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(2b) Or choose Pie from the Charts tab of the Quick Analysis tool. 

 

 
 

2.2 Create a Column Chart - use the energy_consumption.xlsx Excel file 

 

Make a Total column to use for the data for the chart 
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(1) Select the data that will be the subject of the chart and click on the Quick Analysis button.  

(Or, on the Insert Tab/Charts group – choose one of the column charts.) 
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(2) Choose Clustered Column from the Charts tab of the Quick Analysis tool 

 

 
 

3. Chart Parts 

 

3.1 Identifying and Modifying Chart Parts 

 

Rest mouse over a chart part to see that 
chart part’s name 
 
Right click a chart part to modify it 
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Choose Format (chart part) to show 
formatting options 

 
 

3.2 Modifying the Legend on a Pie Chart 

 

(1) Right click on the Legend, choose Select Data… 
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(2) This shows the Select Data Source dialog box.  Click the Edit button over the Horizontal 

(Category) Axis Labels list box. 

 

 
 

(3) This shows the Axis Labels dialog box. 
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(4) Use this to select the range of cells that have the desired contents for the legend and click 

the OK button. 

 

 
 

(5) The new legend contents show in the Horizontal (Category) Axis Labels list box. 
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(6) You can resize chart parts the same way you resize images – by using the corner and/or mid-

point drag handles 

 

 
 

Example of a resized legend 
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3.3 Modifying the Horizontal Axis Labels on a Bar Chart 

 

(1) Right click on the Legend, choose Select Data… 

 

 
 

(2) This shows the Select Data Source dialog box.  Click the Edit button over the Horizontal 

(Category) Axis Labels list box. 
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(3) This shows the Axis Labels dialog box. 

 

(4) Use this to select the range of cells that have the desired contents for the legend and click 

the OK button. 

 

 
 

(5) The new legend contents show in the Horizontal (Category) Axis Labels list box. 
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(6) Now the year labels display in the horizontal axis of the bar chart 

 

 
 

(7) You can make additional modifications to the axis labels – right click on the axis labels and 

choose Format Axis… 

 

 
 

For example – you can set the interval between labels - Click on the axis options button (top red 

arrow in the above image) and specify the interval unit in the Labels group of the format axis 

tools. 
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3.4 Some Other Chart Parts 

 

Chart Area - You can modify the background fill color 

 

 
 

Plot Area - You can modify the background fill color 

 
 

Chart Title 

 

 
 

Axes – Horizontal and Vertical 
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Axis Title 

 

 
 

Data Labels 

 

 
 

Gridlines 

 

 
 

3.5 Adding Other Chart Parts 

 

If they are not displayed on the chart, you can add additional chart parts.  Click on the chart to 

select it, then click on the Design tab of the Chart Tools part of the ribbon. 
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Then Add Chart Element 

 

 
 

Choose the chart part to add 

 

 
 

4. Stacked Column Chart - Combination of Pie and Column charts 

 

A stacked column chart is a combination of a bar chart and a pie chart.  It shows the overall change over 

a series, and also shows the portion of each part over that series.  For example, in the data below, the 

total energy consumption is the sum of the residential, commercial, industrial, and transportation 

consumption components.  A stacked column shows the total energy consumption over the years, and 

also the portion of each energy consumption sector over the years. 
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To create a stacked column chart –  

 

(1) select that data for the subject of the chart 
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(2) Insert the Stacked Column chart using the Quick Analysis button or from the Insert tab of the 

ribbon (as shown in the image below) 
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Add labels to the legend following the instructions in the (3.3 Modifying the Horizontal Axis 

Labels on a Bar Chart) section above. 

 

 
 

Finished Stacked Column chart. 
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5. Using charts in other (including Office) applications 

 

You can easily include an Excel chart to other applications – like Word or PowerPoint. 

 

Follow these steps: 

 

1. Select the chart in Excel and copy it to the clipboard (right click and choose copy from the 

pop-up menu or click on copy on the xxx tab /xxx in the xxx group on the ribbon). Make sure you 

have the entire chart selected (the corner and mid-point drag handles are showing) and not a 

just chart part. 

 

2. Open the file that will be the destination for the copied Excel chart.  This example uses a 

Word document. 

 

3. Position the Insertion Point in the location that you want to paste the chart. 
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4. Paste the chart into the document (right click and choose Paste from the pop-up menu or 

Paste from the ribbon. 

 

 
 

5. (Charts in Word) Set the Text Wrapping.  Right click on the chart on choose Wrap Text from 

the pop-up menu.  Select the desired text wrapping style. 
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6. More Layout Options - Right click on the chart image, hover the mouse arrow over Wrap Text 

and select More Layout Options – you can use this dialog box to set the chart image’s distance 

from text (see the following images). 

 

 
Chart Image before setting Distance from text 
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More Layout Options from the pop-up menu 

 

 
Setting the Distance from text 
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Chart image after setting the Distance from text 

 


