Creating a Graph using Office 2007

Go to Courseware

Open Microsoft Word 2007. This is a word-processing application.

Go to the Insert tab and click Chart
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Select the type of chart you want to create. Click OK.

You will see a sample chart inserted into your Word document. You will also

notice an Excel document opened on the right-hand side of the screen. Excel is a
separate application that is used mainly to manipulate data, create graphs, and
organize lists. You will notice there is data in the Excel document that correlates

with the chart

in your Word document.

P Excel - rows
Word - word- pr in e
Ld o d p ocess g I - Microsoft Ward hart Toals - |'b'1 = = Chartin Microsoft Office Wolg - Microsoft Excel = and C0|umns
eferel | Maill | Design | Layout | Format | - Home | Inset Page layout Formulas Data Re » - E
with chart | | | @ 7 A at contain
[e=2 sz ==z It = 1) =) ¥ | calibri w1y = = o Tl
ii EE‘ ;zl L : L 11 d | = A ) B
L fl £ L = » e r
_ ] ] : .4 o |meaaa - »| dataforthe
Change SaveAs Switch Select Edit R Quick Quick Paste i Alignment Mumber| Styles | Cells 5
Chart Type Template || Row/Column Data Data Layout = Styles = = T ||[E | On - | - - = - @~ Chart
Type Data Chart Layouts | Chart Styles Clipboard ™ Font 7] Editing
| A6 -G £|
BET A | = c D E F c §
ik | Series 1 Series 2 Series 3
2 |Category L 4.3 24 z
3 |Category 2 25 4.4 Z
4 |Category 3 35 18 3
Gotothe Inserttaband click Chart 1 SO
5 |Category4 4.5 2.8 5
B W90 =l| & 1
3::'::: O el B8 P 72 il 8 To resize chart data range, drag lower right corner of range.
. pie | Powe Cip Shapes Smanan Chan |
V=2 Page Break At . 9
[ o o 1
10
11|
12| =
7 12|
14|
5 15 |
16
Vertical [Value] Axis Major Grldlme{kl? T
4+ |
18 |
19 |
31 20
n
2+ 22
23 |
qd— _— 24|
25 |
[ Il I | 44 v Sheets (T3 2
‘Words: 8 1B = {100% e G— ii| Ready

) start| () office 2007

| \5 Coursehiare |

@ Document] - Microsoft .. | [ Microsoft Excel - Char...




y-axis (vertical line on a graph)

mrs -starts at O where the x and y-axis meet (called the
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Excel

Excel contains columns (vertical) and rows (horizontal). The columns are named
be letters and the rows are named by a number.
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called a cell.
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To change the category, key, or the amount, go to the Excel document and
change the corresponding cell. As you change the Excel document, the chart will
change.

Don’t forget to add a title to your chart. Insert tab, Text Box, Draw Text Box. Type
your title.



