Activity 21 - Creating Charts

Data File
21.Annual Sales.xlsx

Scenario

As a marketing analyst for Develetech Industries, you have received the
Annual Sales workbook from the sales team. The sales manager has asked
you to build charts for the data in the workbook to be used in the annual
company meeting.

1. In Excel, open the workbook 21.Annual Sales.xlsx.
2. Create a clustered column chart from the quarterly sales data.
a. Verify thatthe Quarterly Sales worksheet is selected and select
the range A1:ES.
b. Select Insert > Recommended Charts.
c. Explore the Recommended Charts by selecting the chart
thumbnails.
d. Select the first recommended chart, a Clustered Column
chart, and select OK.
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A clustered column chart is used to compare values across a few categories.
Use it when the order of categories is not important.
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e. Verify that the clustered column chart was created.
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f. Move the chart to below the table, as necessary.

3. Create a line chart from the monthly sales of laptops.
a. Selectthe Sales Trends worksheet and selectthe range A1:A13.
b. Hold Ctrl and select C1:C13.

c. Select Insert 2 Insert Line or Area Chart ]@'{' and select Line,
the first 2-D line chart variant.
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Use this chart type to:
= Show trends owver time (years,
months, and days) or categories,
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Use it when:

» The order of categories is

important. F
» There are many data points.
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4. Create a pie chart from the sales comparison data.
a. Select the Sales Comparison worksheet and select the range
A1:B5.

b. Select the Quick Analysis button = and select the Charts tab.

c. Hover over the various chart types and select the Pie chart type.
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Use this chart type to:
Clustere... Pie * Show proportions of a whole,
Use it when:

= Mumbers equal 100%.
» The chart contains only a few pie slices (many slices make the angles hard to estimate).
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5. Save the workbook as My Annual Sales.xlsx and keep the file open.
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