


Working With Charts

Charts are an effective way to provide a rich, visual explanation of data

Creating a Column Chart
To create a chart using existing data:

1. Select the cells you want included in your chart.

2. From the Insert tab, under the
Charts section, click the style of
chart you want to create and
select from the drop-down list
of available charting options.
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Note: The Chart Tools contextual tabs will also appear on the Ribbon,
providing quick and easy access to design, layout, and formatting
features for your chart.

Customizing Chart Design, Layout, and Format

The Chart Tools Design, Layout, and Format Tabs allow you to further

customize the look of your chart.

Customizing Chart Design

The Design tab provides m
access to dozens of chart S S ‘
types. ?:- ] _‘ _l J@_} __] _J
To change a chart type: I ] —jl—]—_l—;{—éj—‘l—]—] !
. T dalius
1. From the Design tab, T !
select Change Chart Type.| 5 mn" |1 =)
2. Make your selection. | :iL‘J'IL.-;I_ N T e
3. Click OK. n:-mfn: [ontuortmncim | 7 @lll‘

Customizing Chart Layout

The Layout tab provides = ‘ I (= ""}'l-_wl
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Customizing Chart Format

The Format tab has the tools needed to alter speaf ¢ aspects on your
chart, such as
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Shape Styles, Q s
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chart size options.
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Using Formulas

Formulas calculate specific values in your spreadsheet and are useful
in reducing your workload while still ensuring accuracy.

Writing Formulas

Formulas begin with an equal sign (=) and are calculated using basic
mathematical order of operations. For example, items enclosed in
parentheses are calculated first, then multiplication and division
operations, followed by addition and subtraction operations, etc.

—4%243 Produces a result of 11.Four (4) is multiplied by

=ATet two (2) and then added to three (3).

=4%(2+3) Produces a result 'of'20.Three (3) is added to two
(2) and then multiplied by four (4).

Understanding Functions in Formulas

Functions perform calculations using values you specify. The structure
of a function begins with the function name (e.g., SUM, AVERAGE,
MAX), an open parenthesis, arguments separated by commas,and a
closing parenthesis.

All of the function options can be accessed in the Function Library
located under the Formulas tab.
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Practicing Formulas
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Equal sign (=) Function Arguments

begins a formula name

\ T
=SUM(A1,B3:B4,2)
/

Commas separate Parentheses enclose

each argument arguments
=SUM(A1,B3:B4,2) Total valuesin A1,B3 through B4,add 2 8
=AVERAGE(A1:D1)  Addvaluesin A1,B1,C1,& D4, divide by 4 25
=B1+10*D4 Multiply 10 by value in D4, add value in B1 32
=A4/C4+33 Divide value in A4 by value in C4,add 33 35

=(C2+80-3)*D4 Add value in C2 to 80, subtract 3, multiply by D4 243

Understanding Absolute vs, Relative References

Cell references in formulas change if the formula is copied to another
cell. For example, if a formula is copied one column to the right, the
reference of A1 will change to B1.

You can make a reference absolute (so it doesn't change) by placing a
dollar sign ($) in front of the reference when creating a formula.

$AS1  Both the column and the row values are absolute
$A1  Only the column value is absolute
AS$1  Only the row value is absolute
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Getting External Data

Web.

Enter the
URL where
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Importing Data From the Web
To get external data from the Web for use in your spreadsheet:

1. From the Data tab, under the Get External Data section, click From

2. The New Web Query dialog window will open automatically.
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3. Select the table(s) you want to
incorporate and click Import.

data you import.
5. Determine where you want to
place the imported data.

appear in your spreadsheet.

Importing Data From Access

From Access button.

import.
3. Click Open.

1. From the Data tab, 5
under the Get External -=
Data section, click the ||
From Other Sources |
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To get external data from an Access database:

1. From the Data tab, under the Get External Data section, click the

2. Search through your files and select the Access file you want to

Importing Data From Other Sources

To get external data from other sources:

From SQL Server

Create a connection to a SQL Server table. Import data
into Excel as a Table or PivotTable report.

From Anafysis Services

Create a connection to a SQL Server Analysis Services cube.
Import data into Excel as a Table or PivotTable raport.
From XML Data [mport

Open or map a ¥MLtile into Excel.

From Data Connection Wizard

Import data for an unlisted tormat by using the Data
Corinedion Wizard and OLEDB.

From Microsolt Query

Import data for an unlisted format by using the hicrosoft
Query \Wizard and ODBC,

Importing Data From Existing Connections

To get external data from other connections:

1. From the Data tab, under the
Get External Data section,
click the Existing
Connections button.

2. Select an available
connection.

3. Click Open.
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Inserting a Hyperlink

A hyperlink creates a shortcut to automatically redirect users to a
network server, intranet, or to open an Internet page.

To insert a hyperlink:

1. From the Insert tab, under the Links section, click the Hyperlink
button.

2. Enter the text you = —s
want your hyperlink | ez, teesse sosd s (oo ]

to display. i (oL N— ~heas
3. Choose the target for | , | = [*™* '
the link you want to &= |5 I
create.Note: When | et aee
linking to the Web, o R =
enter the target URL. | === ]
4. Click OK.
Saving Your Workbook

Excel 2007 enables you to save your workbook in Excel 97-03 format,
in Portable Document Format (PDF), or in XML Paper Specification
(XPS) format.

To save your workbook:
. Click the Office Menu button @

1
2. Click the arrow next to Save As to access all of the Save As features.
3. Select the type of file you want to save as.
4. Determine where to

save your file.
5. Enter afilename. B0 iy =
6. Next to the Save as

type section, click the

drop-down arrow to

select the file format

you want to use. For

example, PDF or XPS, ==
7. Click Publish (or Save).
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ﬁ' eLive Online Training

‘ Quick Start Cards

s Computer-and

‘ Web-based Training

«  On-site, Instructor-led
, Training

‘ Training Workbooks
‘ Training Seminars

To find out more about these training solutions, contact BrainStorm at
www.BrainStorminc.com or at 1.801.229.1337. If you manage the
software training in your organization, BrainStorm's consultants are
happy to help you customize a unique bundled training solution to fit
your business needs.
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