Building Charts and Graphs with Excel

Bar Chart of Categorical Data

The bar chart is particularly useful in comparing data by categories.

Step 1

Enter the data in the spreadsheet. The data that goes into the chart are the response categories and the counts for each response.

Sometimes the data is sorted by frequency before entering  so that the chart will progress from the largest to the smallest category.
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Average Units Sold (per person) by Product Line 



2
Product
Before Training
After Training


3
B41
12.34
18.52


4
Ba42
2.03
3.05


5
B41F
5.64
12.66


6
C21
8.76
14.32


7
Other
1.05
3.09


8





Step 2

Highlight the table.  Include row and column labels.

Step 3

Start the Chart Wizard.

Press the Chart on the Standard Toolbar,  or on the Menu Bar, select Insert/Chart.

Step 4

· Choose Column as Chart type. (In my example, I selected the chart in the upper left corner as Chart sub-type.) You can use the “Press and Hold” button below the diagrams to view a sample of your selection.

· Click Next and confirm the data range and get a preview.

· Click Next for the Chart Options box. 

· Under the title tab, 

give the chart a title. (I used Performance Appraisals)

give the horizontal axis (Category) a title. (I used Product)

· give the vertical axis (Value) a title (I used Average Sold/Person)

· Choose the Legend Tab to locate the position of the Legend.  

· Choose the Data Labels Tab to indicate how to label the segments. (I used None.)

· If you want to show how the table relates to the chart, use the Data Table Tab. 

· Click Next and specify the location of the chart. (I choose to include it on the existing sheet.)

· Click Finish and the chart is inserted.

Step 5

Use the Chart Toolbar to edit the finished product.

Note: if you change the data in your reference table, there is an automatic change in Chart that reflects the change.
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