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EXCEL 2000

Lesson Notes

Lesson 5

	Sorting Data


1. Select the range of data you want to sort (i.e. A3:E22 in our class barbecue example to sort items in alphabetical order).

2. On the Data menu, select Sort, then Description (click the Header row option to see Description) in the Sort by option or click [image: image1.bmp] to sort in ascending order or [image: image2.bmp] in descending order on the Standard toolbar.
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	Creating Charts


N

umbers can usually be represented quicker and to a larger audience in a picture format. Excel has a chart program built into its main program. The Chart Wizard [image: image4.bmp] will step you through questions that will (basically) draw the chart from the data that you have selected. There are many types of charts. The two most widely used are the bar chart and the pie chart.

· The Column Chart

A column chart shows data changes over a period of time or illustrates comparisons among items. Categories are organized horizontally, values vertically, to emphasize variation over time.

Using the expenditure example, follow the steps below to create a column chart.
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1. Select data from A15 to C20.
2. Click [image: image6.bmp] to start the chart wizard.

3. The wizard starts :
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4. In the Chart type option, click Column if not already selected.

5. Choose the first sub-type and click on Next.

6. In step 2 of the wizard, click Rows to show comparison between the two years in the Data Range tab.
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7. In step 3 of wizard, format the chart by clicking on the respective tabs.

8. To insert a title, x and y axis labels, click the Title tab.
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9. To change the position of the legend, click the Legend tab.
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10. To display values above each column, click Show value on the Data Labels tab.
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11. In step four of wizard, choose to either insert chart as an object in the current sheet or in a new sheet.
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12. The chart completes.
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· The Pie Chart

The Pie Chart is usually used to look at what makes up a whole something. If you had a pie chart of where you spent your money you could look at the percentages of dollars spent on food (or any other category). 

Using the spending record example, follow the steps below to create a pie chart.
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1. Select data from A4 to B8.
2. Click [image: image15.bmp] to start the chart wizard.

3. The wizard starts :
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4. In the Chart type option, click Pie if not already selected.

5. Choose the first sub-type and click on Next.
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6. Proceed to step three of wizard and type in a title on the Titles tab.
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7. Click on the Legend tab to change the position of the legend.

8. To insert the percentage of each pie, click the Data Labels tab.

9. In step four of wizard, choose to either insert chart as an object in the current sheet or in a new sheet.
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10. The chart completes.
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	Formatting Charts


After creating the charts, we can use the Chart Toolbar to change different parts of the chart. Experiment with the options below to see changes to the charts.
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For instance, to make changes to the chart area, do as follows :

1. Select the chart.

2. Select [image: image27.png]Chart Area.



 from the chart objects on the Chart toolbar.

3. Click [image: image28.bmp].
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4. Click on Patterns tab to change the background colour, apply a shadow, border or round corner.

5. Click on Fonts to change font type, style, size and effects.
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6. To change the chart type, click the arrow next to [image: image31.bmp] and select a chart to change to.
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7. To show or hide the legend, click [image: image33.bmp].
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