Microsoft Excel 2007
Lesson 7: Charts and Comments

Open Example.xlsx if it is not already open.

Click on the Example 3 tab to see the
worksheet for this lesson. This is essentially
the same worksheet that we completed in
Lesson 4.

In Lesson 7 we will plot some of the
information on this worksheet.

Creating a Column Chart

Let’s plot the daily total receipts for each day.

First, select the data you want to plot.

Choose the Insert ribbon and click on Column in the

Chart section.

Excel: Charts and Comments
July 31, 2007

A B E D E F G
1 Example Worksheet 3
2
3
4
5 Register
6 Day 1 2 3 4 Daily Total
7 Monday $ 2032 § 1227 § 2143 % 566 $ 5968
8 Tuesday § 1785 $ 1567 $ 2271 % 803 $ 6,426
9 Wednesday $ 2237 $ 1454 § 1983 § 965 $ 6,630
10 Thursday $§ 2876 $ 1981 $ 3249 § 327§ 8433
11 Friday $ 2118 $§ 1527 $§ 2671 $ 543 $ 6,859
12 Saturday $ 3873 § 2173 § 43711 $ 699 $ 11,116
13 Sunday $ 877 % 425 § 1655 % 158 % 3115
14 Register Total ' $ 15798 '3 10354 '$ 18343 '$ 4061 $ 48556
15 Percent 3% 21% 38% 8%
16
17 Highest: § 18343
18 Lowest: $ 4061
19 Average: $ 12139
20
21
\27< » M| Example 1 . Example 2 ] 0 —
4 Daily Total
% 566 | 5968
$ 802 1% 6426
$ 965 | $ 6639
% 327 (% 8433
$ 54314 6859
$ 699 [($ 11,116
% 158 1§ 3115
$ 40861 $§ 48556
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For this example choose a standard clustered column 2-D Column chart. | g ¢ &® = &y |-
Column| Line Pie Bar Area  Sca
2-D Column Y
M[ﬂ |Lﬂﬂ mﬁ !
. . 3-D Column
You will see the chart in the workspace. We can use the Chart Tools 1 i H@ Mw
ribbon to put more detail on the chart. ' IMEﬁ |lgﬂ | | |
{ m? H oy - 5 Example_Revised.xlsx - Microsoft Excel Chart Tools
Home Insert Page Layout Formulas Data Review View Design Layout Format @ -
Change  Sawe As Switch Select Ji'-h-_ -Du—ﬂi- == | — . . . . _ Move
Chart Type Template || Row/Column Data i T Chart
Type Data Chart Layouts hart Styles Location
Chart 1 -~ A
A B K
1 |Example Worksheet 3
2 512,000
3
4 510,000
3 58,000
& Day 1 '
7 |Monday $ 2032 % $6,000
8 |Tuesday $ 1785 § HSeriesl
3 Wednesday $ 2237 % 54,000
10 | Thursday § 2876 %
11 |Friday $ 2118 % $2,000
12 | Saturday $ 3873 %
13 Sunday $ 877 % $-
14 Register Total ' $ 15798 ' §
15 Percent 33%
Select the Chart TOO]S Layout Example_Revised.xlsx - Microsoft Excel m
ribbon and CliCk on Title Page Layout Formulas Data Review View Design m Format
apes * Chart Floor
- § Chart § Axis Legend Data Data Axes  Gridlines Plat . Trendli
Edl Text Box [ Title - fTitles  +  Labels~ Table~ - - Area~ 3-D Rotation -
Insert Labels Axes Background
=

Choose a Center Overlay Title to add the title without resizing the chart. k1] [we] (i) [
FRLLITR S = LI= we| | =5

Chart | Axis Legend Data Data
Title = | Titles = * Labels * Table
— MNone
In¥"| Do not display a chart Title

= Centered Overlay Title

|I1 Overlay centered Title on
chart without resizing chart|

— Above Chart

,_ Display Title at top of chart
area and resize chart

More Title Options...
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Double-click on the title box and type in the
phrase “Total Receipts.” Drag the title box
slightly so it fits between the horizontal lines.

The legend of the chart is the name of the items
that are being plotted — generically called “Series
1’ on the current chart. Let’s move the legend to

the bottom of the chart.

Click on Legend and choose Show Legend at

Bottom.
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Chart Floor

art  Axis flegendf Data Data Axes  Gridlines Plot _ . en
le~ Titles~f + abels ~ Table = M - Area~ 3-D Rotation |
g MNone E Background
lmz Turn off Legend
c Show Legend at Right | F G H
iEd]  show Legend and align
- right [
512,000 | == Show Legend at Top
ln | Show Legend and top
$10,000 align
§ Show Legend at Left
$8,000 Eldn|  show Legend and align
' t
Show Legend at Bottom
$6,000 "% Show Legend and align
bottom
$4,000 Overlay Legend at Right
\ﬂ Show Legend at right of
52,000 the chart without resizing
" Overlay Legend at Left
5- —Jﬂ Show Legend at left of

the chart without resizing

More Legend Options...

.-_;enesl«

Sometimes, Excel will make a guess at the legend on the basis of the spreadsheet. In this case it

has not, so we need to give the legend a name.

Right-click on the Legend (currently named “Series 17) to
select it and to display the pop-up menu. Choose Select

Data from the menu.
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In the “Select Data Source” window, click on Series
1 to select it and then click on Edit under Legend

Entries (Series)

In the “Edit Series” window that appears, enter Daily Total in | EEEaIE
the Series Name text box. Click on OK.

You should see “Daily Total” displayed
as the name of the series in the “Select
Data Source” window and in the chart.
Click on OK.

The x-axis labels currently are “1, 2, 3, . .
doesn’t tell much about the chart. We need to

change them to the days of the week.

Select Data Source

Chart data range: |='Example FI4F$TEFEL3

Legend Entries (Series’

E Switch Row/Column

Horizontal {Category) Axis Labels

[ Edit

Hidden and Empty Cells

Series pame:

2]

IDain Tatal

Series values:

@ Select Range

|=Example 314F§7:6F$13

[ o ]

B - s598, 56,

54,000

52,000

Cancel
Select Data Source 3 2 x|
Chart data range: I:'Examp\e FI$FETHFELI E
E Switch Row,Column |
Legend Entries (Series) Horizontal {Category) Axis Labels
#5 Add Edit | X Remove & = Edit
Daily Total 1 = :!
2
3
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Hidden and Empty Cells oK Cancel

$8,000

$6,000

54,000

$2,000
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Right-click somewhere along the line of x-axis & Resetto Maten sy

labels to select them. In the pop-up menu, choose

Select Data.
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In the “Select Data Source” window, click on Edit W1 E
Chart data range: |='Examplea'!$F$?:$F$13 @

under Horizontal (Category) Axis Labels.
_?3 Switch Row/Column

Click on the Select Range icon in the “Axis Labels”

Legend Entries (Series)

window.

Axis Labels

Axis label range:

| =
oK

2|

lect Range

Cancel |

Hidden and Empty Cells | Cancel |
Select the days of the week in .
T Axis Labels 2 x|
cells A7 through A13 of the .
worksheet. You should see this E |=Example 314247:50413 =
range displayed in the “Axis 6 1 2 T3 4 Da
Labels” window. 7 2032 $ 1227 § 2143 $ 566 | $
8 1785 § 1567 § 2271 §% 8031%
g 2237 & 1454 § 1983 % 965 | %
2876 & 1981 $ 3249 % 3271 %
2118 & 1527 $ 2671 % 5431 %
3873 % 2173 § 4371 % 699 | §
8?? $ 425 $ 1,655 |I'|! ArCn it
15798 ' 10354 '§ 18343 | 512000 T
Click on the Select Range icon again 2.
|=Example 31505754513
You should see the days of 2
the week along the x-axis. oot _
[=Example 31484758513 E =Monday, Tuesda..
Day _______ — el | |_Daily Total
. . Monday HE] 5 $ 5968
Cllck on OK thce. Tuesday '$ 1785 $ 1567 $ 2271 % 803 $ 6426
Wednesday 1% 2237 5 1454 § 1983 $ 985 $ 6,639
Thursday '$ 2876 $ 1981 $ 3249 $§ 327 $ 8433
Friday ' 2118 § 1527 $ 2671 5 543 $ 6859
Saturday 'S 3873 § 2173 $ 4371 S 699 $ 11118
Sinday 18 877 § 425 § 15 o ——<ce e nar
Register Tolal ' $ 15798 '8 10354 '§ 18343 | *12°% Total Receipts
Percent 33% 21% 38% | $10,000
Highest $ 18343 zzzzz
Lowest $ 4061 ’
Average: $ 12139 $4,000
$2,000
.
(\g\ e i & *‘9'5\ & Qbro*
® & o
W Daily Total
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A B Cc D E F
By default, the chart has been created as a 1 Example Worksheet 1 713012007
. . . 2
floating object in the worksheet. You can “grab” |
it with the mouse and position it on the ; Reghee
4o s Day 1 2 3 4 Daily Total
spreadsheet. Move the chart so that it is below = Monday s s0mls 127(s 21455 Ees s Eese
1 s Tuesday $ 1785 | $ 1,567 | $ 2271 $% 803 |$ 6,426
the table’ as shown at the I‘lght. 5 Wednesday $ 2237|$ 1454[% 1983[$ 965 |$ 6639
10 Thursday $ 2876|% 1981 (% 3249 % 327 |% 8433
11 Friday $ 2118|% 15627 |$ 26713 543 |$ 6,859
12 Saturday $ 3873|% 2173|% 4371|% 699 | $ 11,116
13 Sunday $ 877 | % 4251 % 1655 | $ 158 | $ 3,115
14 Register Total [$ 15798 [$ 10354 [$ 18343 | $ 4061 |$ 48,556
15 Percent 32.5% 21.3% 37.8% 8.4% 100.0%
16
17 Highest: $ 18,343
15 Lowest: $ 4,061
19 Average: $ 12139
E? i 12,000
22 s Total Receipts
23 $10,000
24
25 $8,000
26 $6,000
27
28 54,000
29 i s2,000
30
3 s
32
33
34
35
gg u Daily Totals
38
H 4 » | Examplel  Example 2 ~ Example 3 %]
Chart Tools ; =R
You also can make the chart a = — @.- = x
separate sheet. ‘
INNMmr NN -
Under the Chart Tools, Design e — —
tab SeleCt MOVe Chart. E F H J K L M | Move this chart to another sheet or
« v 2|
In the. Move Chart” window, select New sheet and R
name it Total Receipts.
‘l{lﬂ ' New shest: ITotaI Receipts
|kl g " Object in: IExampIeS j

Click on OK.

You should see the chart created as a new sheet
with the tab “Total Receipts.”
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Adding Comments to a Worksheet

Frequently it is useful to attach comments to cells, either 1
to help you remember something later or to help explain |,
something to another person using the spreadsheet. ;

Suppose that we would like to attach a comment to the
number representing each register explaining where the

register is located.

Select the Example 3 tab and right-click on cell B6,
which holds the number of register #1. Click on Insert

Comment in the menu that pops up.

In the comment box that pops up, enter the
information shown here. You will need to
pull on the lower right corner of the
comment box to make it larger.

When you have entered the information,
click elsewhere on the worksheet and the
comment box will be hidden.

A B [ D
Example Worksheet 3
Aral <12 <A 8 % o F
(m| 1 e A NE T
& Day I 4 1 L) 2
7 |Monday § |®| ]
5 | Tuesday $ |2 Com
9 \Wednesday $ || Baste
10 | Thursday 5 Paste Special...
11 |Friday $ Insert...
12 | Saturday $ Delete...
13| Sunday $ Clear Cantents L]
14 Register Total ~$ 1 o = ,
15 | Percent e
16 gort A
17 |Highest: $ 1 ' Insert Comment
18 Lowest: $ &F Format Cells...
19 Average: $ 1 Pick From Drop-down List...
20 Mame a Range...
g; ﬁ, Hyperlink...
23
David Whisnant:
Day 1 egister #1is located on the 4
@ihorth side of the store, which is
Monday 5 2032 A the entrance from the main 5
Tuesday $§ 1785 % 5
Wednesday $ 27237 $
Thursday $ 2876 3
Friday $ 2118 § AR R Torm s
Saturday $ 3873 $ 2173 $§ 4371 %
Sunday $ 877 § 425 § 1655 %
- Ld Ld Ld Ld
Register Total ' $ 15798 $ 10354 '§ 18343 '§ 4

Notice that the comment only shows when the cursor is moved over the cell to which is attached.

Register
Day 1 2 3
Monday $ 2032 % 1227 § 2143
Tuesday $ 1785 % 1567 § 2271
Wednesday $ 2237 | § 1454 §F 1983
Thursday $ 2876 % 1981 § 3249
Friday $ 2118 % 1527 § 2671
Saturday ¢ 3873 % 2173 § 4371
Sunday $ 81T § 425§ 1855
Register Total ' $ 15798 ' $ 10354 ' § 18,343 7
Percent 33% 21% 38%
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Day 1#} ;‘:glz?;n;?li?-located on the
Monday $ 2 .032 gmorth side of the skore, whiFh _$
Tuesday $ 1785 femmr o romiEman g
Wadnesday $ 2237 ¢ $
Thursday $ 2876 ¢ $
Friday $ 2,118 i =T By A $
Saturday $ 324872 0% 2173 0% 4371 ¢
Sunday 3 877 % 425 5§ 1655 ¢
Register Total % 15798 '§ 10354 "§ 18343 " §
Percent 33% 21% 28%




Add comments to cells C6, D6, and E6:

C6 : “Register #2 is located on the East side of the store, which is a side entrance from the main

parking lot.”

D6: “Register #3 is located on the West side of the store, which is a side entrance from the main

parking lot.”

E6: “Register #4 is located on the South side of the store, which is the entrance from the rear

parking lot.”

Editing a Comment

Suppose that you would like to change the wording on the
Register 1 comment. Right-click on cell B6 to bring up the
menu and choose Edit Comment.

Ifl a -
5 203+ =
s 178 2 <™ o
§ 223|@ peste *
$ 2:87 Paste Special... b
$ 2,11 Insert... 54
$ 3,8? Delete... 5d
,$ 87 Clear Contents E
$ 15-‘22 Filter DE
Sort 9
$ 1834 2l Edit Comment
% 4,06 &1 Delete Comment
$ 12,‘] 3 Show/Hide Comments

This will display the comment box. Drag the edge

of the box to make it larger and add the text

shown at the right. 1
2,032
1,785
2,237
2,876
2118

:: store, which is the entrance from the main
#parking lot.

Deleting a Comment

Note that Delete Comment also is on the menu above. You can click on this to delete a

comment if you don’t need it anymore.
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Showing a Comment

Register #4 is the obvious outlier, so it might be useful to keep its
comment always visible. Right-click on cell E6 and select

Show/Hide Comments.

The comment box how will show no
matter where the cursor is located.

Click on the comment box to select it.
When the box is selected, you will see that
it is surrounded by a fuzzy gray border.
Grab this border and move the comment
box down so that it does not cover
anything in the table.

Printing a Page with Comments Showing

[ Blr[Es-H-A-duE
T 4 1Dailv Totall
3§ g cut
1 8 g3 Copy
B3 $ G Paste
1O $ 3 Paste Special...
V1 $ 3 Insert...
V1 $ g Delete..,
pS v$ 1 E\earComtants
;% $ 4 Filter »
Sort »
<4 Edit Comment
A4 Delete Comment
Show/Hide Comments
ff‘ Format Cells...
Register
Day 1 2 3 4 ?}Daily Total
\onday $ 2032 § 1227 $ 2143 $§ 566/ $ 5968
lfuesday $ 1785 § 1567 § 2271 % 803 $ 6426
Vednesday $ 2237 § 1454 $ 1983 $ 969 $ 6639
Mhursday $ 2876 § 1981 $ 3249 $ 32 $ 8433
Friday $ 2118 § 1527 $ 2671 % 54 $ 6859
Baturday $ 3873 S 2173 $ 4371 $ 699 $ 11116
bunday $ 877 § 425 $ 1655 § 198 & 3,115
Register Total ' $ 15798 ' $ 10354 ' $ 18343 '$ 4,031 $ 48556
Percent 33% 21% 38% %
Highest: $ 18343 D WhiEnant: )
| owest: S 4,061 [neniore, hich s he enance from e
Pwerage: $ 12,139 rear parking lot.
Page Layout Formulas Data Review View

Under the Page Layout tab, click on the expansion arrow
in the lower right corner of the Page Setup section.
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Select the Sheet tab and choose As displayed on sheet in
the Comments menu. Click on OK.

Try Print Preview. You should see that the comments

box is printed out.
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Page Setup 2=l
Page | Margins | Header/Footerl]  Sheet I
Print area: | Eﬂ
Print tites
Rows to repeak at kop: I Eﬂ
Columns ko repeat at left: I Eﬂ
Prink
I ridines I Comments: #As displayed on sheet -
™ Black and whits ETT] =
§ Cell errors as: —
I Draft guality -
™ Row and column headings

Page order

" Down, then over
" ower, then down

Print. ..

| PrintPreviayl Options... |




