Creating a Graph in Excel

1.  Enter your data into an excel document.
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2.  Click the chart wizard icon on the menu bar.  Or, go to insert on the menu bar, and scroll down and click on insert.
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3.  Choose which type of chart you want by clicking on the name of the chart.  Use the scroll bar to move to more charts.  To choose what specific type of each graph you want, click on the type of graph you want on the left hand size, then click on which graph you want on the right hand side.  To view what your data will look like in the chart, click and hold the “press and hold to view sample” button.  
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4.  Click on the custom types tab to choose even more types of graphs.

5.  Click next

6.  If you highlighted the data that you want in the graph before you selected the chart wizard icon, then you can just click next for the next step.  If not, then choose whether you will be choosing data from rows, or choosing data from columns.  Click on the box next to the data range box, (it will minimize the chart wizard box).  Highlight the data you want in the graph, then click on the icon next to the data range box again to maximize the chart wizard box.  The data range box will now list the data range that the chart will be created from.  Click next.  This step is important when you have a large set of data that you want on separate charts.  It is much easier to keep all of your data on one data sheet instead of having a data sheet for each separate graph.
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7.  Choose the titles tab.  Give the graph a name, and label the X and Y axis.

8.  Choose the axes tab.  Put a checkmark next to the X and Y axis if you would like them shown on your graph.

9.  Choose the gridlines tab.  Put a checkmark next to the gridlines that you would like shown on your graph.

10.  Choose the legend tab.  Put a checkmark if you would like the legend shown.  Then, click the circle next to the position where you would like the legend displayed.

11.  Choose the data labels tab.  Put a checkmark next to the labels you would like displayed on your graph.

12.  Choose the data table tab.  Put a checkmark in the box if you would like the data table shown.  

13.  Click next.
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14.  If you would like the chart to appear as an object in the excel sheet you are working in, click the circle next to “as object in.”  Then, use the scroll bar to choose which sheet you want the graph to appear in.  Click finish.

15.  If you would like the chart to appear as a new sheet, click the circle next to “as new sheet.”  Click finish.
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16.  To move back and forth between your sheets of data and your charts, use the tabs that are right above your drawing tool bar.

17.  To change the colors of the tabs, right click on a tab and scroll to and click on tab color.  Choose the color you want and click ok.
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