


Bar chart (continued)
described, 32–33
floating, 140–141
gap width, 239
individual data points, 240–242
outdoor, 141–142
overlap and gap width, 238–240
series lines, formatting, 244–245
subtypes, 49–50
3-D views, 250, 252–253
trendline, 279

base unit, 199–200
beauty, replacing with common sense,

345–346
bins, grouping data into, 354–355
bites of data

described, 33
individual slices, moving, 247–248
multiple series, 87–89
rotating, 248
single series, 89–90

black-and-white charts
Area chart, 136–137
Column chart, 137
Line-Timescale chart, 138
Pie chart, 138–139

Blue Pie chart, 139–140
Bluttman, Ken (Excel Formulas and

Functions For Dummies), 355
border

attributes, setting, 157, 158
Bar, Column, and Area charts, 235–236
formatting, 159–161

Bubble chart
described, 33
formatting, 121–123
label, 64
movie viewers and snack sales example,

119–120
plotting, 120–121
3-D effect, 250

building blocks, 359
bull’s-eye diagram, 361

• C •
categories

change charts, 91–92
defined, 10
label, 64
reducing, 348–349

category axis
between, value crossing, 196–197
described, 25
labels, 56, 58, 189–190
maximum, value crossing at, 196
non-time-based, 203–206
reversing order, 197–198
scale settings, 213–218
specific, value crossing at, 194–195
time-based, 198–203
title, 60
type, choosing, 191–193

cells
linking to underlying data, 184–185
moving and resizing, 173

change charts
Area charts, 104–106
categories, 91–92
data, delineating, 94–96
Line charts, 96–104
stock price fluctuations, 107–111
time-based performance, 93–94
wrong type, choosing, 92–93

changing chart types
to Bar chart, 75–77
described, 13–14
to Stacked Bar, 77–78
to Stacked Column chart, 78–79

chaos, sanity in, 346–347
chart area

borders, 157
font settings, 170–171
formatting, 155–156

chart objects, 36–38
chart sheet

described, 36–38
placement on, 67, 146–148
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chart type, Area
black-and-white, 136–137
border style, color, and weight, 235–236
change charts, 104–106
creating, 104–105
data points area, 236–238
described, 33
drop lines, 243–244
gradient formatting, 138
hidden data, seeking, 105–106
100% Stacked subtype, 106
3-D views, 250
trendline, 279

chart type, Bar
border style, color, and weight, 235–236
changing type to, 75–77
comparisons, plotting, 101
components, percentage shown, 27
data points area, 236–238
described, 32–33
floating, 140–141
gap width, 239
individual data points, 240–242
outdoor, 141–142
overlap and gap width, 238–240
series lines, formatting, 244–245
subtypes, 49–50
3-D views, 250, 252–253
trendline, 279

chart type, Blue Pie, 139–140
chart type, Bubble

described, 33
formatting, 121–123
label, 64
movie viewers and snack sales example,

119–120
plotting, 120–121
3-D effect, 250

chart type, changing
to Bar chart, 75–77
described, 13–14
to Stacked Bar, 77–78
to Stacked Column chart, 78–79

chart type, Column
black-and-white, 137
border style, color, and weight, 235–236
category axis crossing, 216–218
components, percentage shown, 27
Cone chart, 32–33, 80–82
Cylinder chart, 32–33, 80–82
data points area, 236–238
described, 32–33
formatting axis, 208
gap width, 239
overlap and gap width, 238–240
Pyramid chart, 32–33, 80–82
series lines, formatting, 244–245
side-by-side comparisons, 74–75
3-D views, 250, 256–257
trendline, 279

chart type, Combination
described, 111
mixing types, 291–296
reversed values, 223–224
scaling to data, 347–348
secondary axis, 289–291
when to use, 28, 287–289

chart type, custom
Area Blocks, building, 135–136
Blue Pie chart, 139–140
B&W Area chart, 136–137
B&W Column chart, 137
B&W Line-Timescale chart, 138
B&W Pie chart, 138–139
Chart Wizard, 134
described, 34–36
Floating Bars chart, 140–141
Outdoor Bars chart, 141–142
sample data, 135

chart type, Doughnut
described, 33
individual slices, moving, 247–248
multiple series, 87–89
rotating, 248
single series, 89–90

chart type, Floating Bars, 140–141
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chart type, Line
axis, 208
change charts, 96–104
comparisons, plotting, 101
described, 21, 33
formatting data series, 225–226
labels, 63
logarithmic scale, 221–222
multiple-series time-based data, 101–103
Pie chart versus, 21
scaling to data, 347–348
single time-based series, 96–101
stacking multiple series, 103–104
subtypes, 47
supply and demand curve, 353–354
3-D views, 250
trendline, 279
up-down bars, 232–234

chart type, Line-Timescale, 138
chart type, Outdoor Bars, 141–142
chart type, Pie

black and white, 138–139
blue, 139–140
described, 21–23, 33
individual slices, moving, 246–247
labels, 64, 85–86
plot area, 156–157
previewing data in, 46
rotating, 248, 255
scaling height, 259
3-D views, 250, 252–253

chart type, Radar
creating, 125
described, 33, 123–124
series, reordering, 125–126

chart type, Stacked Bar
comparison charts, 77–80
data characteristics, 47
previewing, 49
series lines, formatting, 244–245

chart type, Stacked Column
changing to, 78–79
comparison charts, 77–80
data appropriate for, 48
data characteristics, 47
100%, displaying, 79–80
previewing, 49
series lines, formatting, 244–245

chart type, Surface
described, 33, 126–127
subtypes, 130–131
3-D views, 250
value, plotting by, 127–130

chart type, XY (Scatter)
creating, 116
described, 33
nonsense, displaying, 349
points, changing to line, 118
trend, finding, 116–118
trendline, 279

Chart Wizard
appearance, 58–66
Bubble chart, 120–121
bypassing with default chart, 12
chart type, selecting, 43–50
collection, adding user-defined custom

chart, 298–301
Column chart, 74–75
custom chart types, 134
formatting drawbacks, 15, 97
location, choosing, 145–146
pivot table and pivot chart, 306–307,

319–321
placing, 66–68
positioning charts, 145–148
secondary axis, manipulating, 289–291
on separate chart sheet, 146–148
source data, establishing, 41–43, 50–58
starting, 39–40

Clip Art, 274–275
clutter, removing, 343–345
coefficient of determination, 285
collection, 298–301
color

Area chart border, 235–236
axis, 178–179
data points, 135
map in chart design, 355–356
plot area, 98
solid fills, 162
varying by point, 242–243

color gradient
Area chart, 138
black-and-white, 137
contrasting patterns, 137
formatting, 163–165
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Column chart
black-and-white, 137
border style, color, and weight, 235–236
category axis crossing, 216–218
components, percentage shown, 27
Cone chart, 32–33, 80–82
Cylinder chart, 32–33, 80–82
data points area, 236–238
described, 32–33
formatting axis, 208
gap width, 239
overlap and gap width, 238–240
Pyramid chart, 32–33, 80–82
series lines, formatting, 244–245
side-by-side comparisons, 74–75
3-D views, 250, 256–257
trendline, 279

columns
pivot table, 321
setting, 54

Combination chart
described, 111
mixing types, 291–296
reversed values, 223–224
scaling to data, 347–348
secondary axis, 289–291
when to use, 28, 287–289

common sense, beauty versus, 345–346
comparison charts

Cylinder, Cone, and Pyramid charts, 80–82
data, handling, 72–73
Doughnut charts, 87–90
Pie charts, 83–86
series-segregated side-by-side, 82–83
side-by-side, Column and Bar charts,

73–77
stacked Column and Bar charts, 77–80
time changes, 93–94

concession sale Bubble chart, 119–120
Cone chart, 32–33, 80–82
Contour 3-D surface, 130–131
copying charts, 153
correlation, lack of, 349
cost components, product chart, 26
counties, changes over time

Area chart, 104–106
data, creating, 96

Line chart, 96–103
stacked Line chart, 103–104

counts, comparing
Cylinder, Cone, and Pyramid charts, 80–82
data, handling, 72–73
Doughnut charts, 87–90
Pie charts, 83–86
series-segregated side-by-side, 82–83
side-by-side, Column and Bar charts, 73–77
stacked Column and Bar charts, 77–80
time changes, 93–94

curve, supply and demand, 353–354
custom chart types

Area Blocks, building, 135–136
Blue Pie chart, 139–140
B&W Area chart, 136–137
B&W Column chart, 137
B&W Line-Timescale chart, 138
B&W Pie chart, 138–139
Chart Wizard, 134
described, 34–36
Floating Bars chart, 140–141
Outdoor Bars chart, 141–142
sample data, 135

customer traffic during rainy days, 115–117
cutting charts, 153
cycle diagram, 357–358
Cylinder chart, 32–33, 80–82

• D •
data

chart selection and, 44
combination chart, 28–32
common sense, replacing beauty with,

345–346
comparison charts, 72–73
delineating in change charts, 94–96
grouping into bins, 354–355
hiding, 350
labels, 63–65
legend, 62
orientation, changing to series-segregated

side-by-side, 82–83
points area in Bar, Column, and Area

charts, 236–238
range, selecting with Chart Wizard, 51–55
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data relationship
Bubble charts, 119–123
described, 113–115
nonexistent, forcing, 349
Radar charts, 123–126
Surface charts, 126–131
values, judging, 114, 117
XY (Scatter) charts, 116–118

data series
described, 24, 25
individual, 55–58
order, changing, 350
reordering, 125–126
segregated side-by-side comparison

chart, 82–83
selecting, 27–32
source, establishing, 50

data series formatting
Bar, Column, and Area charts, 234–240
colors, varying by point, 242–243
described, 225–226
drop lines, 243–244
first and last series, accentuating with 

up-down bars, 232–234
high-low lines, 230–232
individual data points, 240–242
line style, color, and weight, 226–228
lines, 244–245
marker style, foreground, and

background, 228–230
Pie charts and Doughnut charts, 

245–248
Radar chart, 125–126

data source
changing in PowerPoint or Word, 329
establishing, 50–58
pivot tables and pivot charts, 307–308
selecting, 41–43

Data Table, 65–66
database, 307
dates

as categories, 94
labels, 190

dedicated sheet, embedded versus, 
36–38

default settings
finishing chart, 40
full chart, 12
undoing, 41

deleting
extra elements, 347
high-low lines, 232
series, 56
up-down bars, 234

demand curve, 353–354
designing. See also custom chart types

axes, 177–179, 290–291
borders, 157–161
Bubble charts, 121–123
chart area, 155–156
described, 15–16
fills, 162–169
fonts, 169–172
fonts, axes, 182–183
gridlines, 174–176
numbers, 184–185
photographs, 276
plot area, 16, 100–101, 156–157
positioning properties, setting, 172–174
text alignment, 185–188
tick-mark types and labels, 179–182
trendlines, 284–285
value axis, 207–208

determination, coefficient of, 285
diagrams

bull’s-eye, 361
cycle, 357–358
organizational chart, 356–357
pyramid, 359
radial, 358–359
Venn, 360

direct mail campaign chart
described, 114
points, changing to line, 118

direction
changing, 148
selecting with Chart Wizard, 51–55
series-segregated side-by-side data,

switching to, 82–83
text alignment, 187
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Display as Icon, PowerPoint presentation
or Word document, 330–331

display units, 219–221
DJIA (Dow Jones Industrial Average)

comparing to NASDAQ, 20–21, 287–288
plotting, 20–21
secondary axis, 289–291

document
Display as Icon, 330–331
editing chart, 328–329
graphic, converting chart to, 331–332
linking chart, 330
pasting chart, 325, 326–327
resizing and moving chart, 328
Shift and Copy to create, 332–333

Doughnut chart
described, 33
individual slices, moving, 247–248
multiple series, 87–89
rotating, 248
single series, 89–90

Dow Jones Industrial Average (DJIA)
comparing to NASDAQ, 20–21, 287–288
plotting, 20–21
secondary axis, 289–291

Drawing toolbar
Arrow button, 268–270
AutoShapes, inserting, 266–268
Clip Art, 274–275
displaying, 265
Line button, 268
photographs, inserting, 275–276
text, inserting, 270–272
Word Art, 272–273

drop lines, 243–244
drop-down lists, 321–322

• E •
economics equilibrium, 353–354
editing chart in PowerPoint or Word,

328–329
elevation

described, 250
raising and lowering, 251–253

embedded charts, 36–38
enlarging chart

described, 16–17, 150–152
legend, 62
in PowerPoint, 327, 331–332
from PowerPoint presentation or Word

document, 328
in Word, 331–332

equation, displaying, 285
equilibrium, 353–354
Excel Formulas and Functions For Dummies

(Aitken and Bluttman), 355
external programs

data file, 307
PowerPoint presentation or Word

document, pasting chart into, 325–333
Web pages, placing charts on, 334–340

• F •
fabric texture, 165–166
file, external data, 307
fills

effects, 237
gradients, 163–165
patterns, 162–163
patterns, contrasting, 136–137, 167–168
pictures, 168–169
solid colors, 162
textures, 165–167
3-D walls and floors, 260–261

filter, pivot table, 321–322
financial data

DJIA and NASDAQ, 20–21, 287–288
finding and plotting, 108–110
plotting, 20–21
secondary axis, 289–291

first and last series, accentuating with 
up-down bars, 232–234

Floating Bars chart, 140–141
floor, 3-D chart, 260–261
flow diagram, 357–358
fonts

axes, 182–183
formatting, 169–172

forecast, 283–284
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foreground, 228–230
Format Axis dialog box, 207–208
Format Chart Area dialog box, 157, 158
formatting. See also custom chart types

axes, 177–179, 182–183, 290–291
borders, 157–161
Bubble charts, 121–123
chart area, 155–156
described, 15–16
fills, 162–169
fonts, 169–172, 182–183
gridlines, 174–176
numbers, 184–185
photographs, 276
plot area, 16, 100–101, 156–157
positioning properties, setting, 172–174
text alignment, 185–188
tick-mark types and labels, 179–182
trendlines, 284–285
value axis, 207–208

forward forecast, 283–284
fundraising trip chart, 91–92

• G •
gap width

Bar and Column charts, 238–240
3-D chart, 262–263

geographic data, 355–356
glowing Pie chart, 139–140
goals, steps toward, 361
gradient fills

Area chart, 138
black-and-white, 137
contrasting patterns, 137
formatting, 163–165

graphics
chart layout, creating, 297–298
chart snapshot, creating, 153
misusing to inflate results, 351–352
PowerPoint presentation or Word

document, converting chart to, 331–332
green gradients, Outdoor Bars chart,

141–142
gridline

appearance, 58, 61–62
formatting, 174–176
inserting, 59

grouping data into bins, 354–355

• H •
handles, chart, 150
height, changing, 150
height % of base, 251
height of 3-D charts

Auto Scaling, 251, 260
manual adjustment, 258–259
Pie chart example, 259

hidden data, showing
Area chart, 105–106
Radar chart, 125–126

hiding
category labels, 204
data, 350
values, rotating, 254

highest dates, 200–202
highest value

horizontal axis crossing at, 218–219
scale settings, 209–210

high-low lines, 230–232
histograms, 354–355
hole, doughnut, 248

• I •
IBM stock performance, 93–95, 107–111
icons, linking charts as, 330–331
images

chart layout, creating, 297–298
chart snapshot, creating, 153
misusing to inflate results, 351–352
PowerPoint presentation or Word

document, converting chart to,
331–332

individual data points, 240–242
individual data series, 55–58
individual slices, moving

Doughnut charts, 247–248
Pie charts, 246–247

inflating results, 351–352
interactivity, Web page, 338–340
intercept, trendline, 285

• K •
KISS (“Keep it simple, stupid”), 25
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• L •
labels

Bubble chart, 121–123
category axis, 25, 56, 189–190, 348–349
custom chart, 35–36
dates, 190
described, 24–25
Doughnut chart, 88–89
formatting, 179–182
number between, non-time-based

categories, 203–204
overzealous, 347
Pie chart, 85–86
placing at data points, 59

labor costs chart, 26
last series, accentuating with up-down

bars, 232–234
layout

creating, 297–298
pivot tables and pivot charts, 311–315,

316–318
layout, user-defined

adding to collection, 298–301
creating, 297–298
using, 301–302

legend
appearance, 62–63
associating, 59
color-coding, 355
defined, 24
key, displaying, 65

line
drawing, 268–270
high-low, 230–232
series, 244–245
style, color, and weight, 226–228

line around chart
attributes, setting, 157, 158
Bar, Column, and Area charts, 235–236
formatting, 159–161

line between categories
appearance, 58, 61–62
formatting, 174–176
inserting, 59

Line chart
axis, 208
change charts, 96–104

comparisons, plotting, 101
described, 21, 33
formatting data series, 225–226
labels, 63
logarithmic scale, 221–222
multiple-series time-based data, 101–103
Pie chart versus, 21
scaling to data, 347–348
single time-based series, 96–101
stacking multiple series, 103–104
subtypes, 47
supply and demand curve, 353–354
3-D views, 250
trendline, 279
up-down bars, 232–234

line marking trend
adding, 280–281
described, 279–280
equation or R-squared value,

displaying, 285
formatting, 284–285
forward or backward forecast, applying,

283–284
naming, 281–282
XY (Scatter) charts, 116–118

Line-Timescale chart, 138
linking chart

cells to underlying data, 184–185
PowerPoint presentation or Word

document, 330
locking chart, 174
logarithmic scale, 221–222
logo, 298

• M •
major units

demarcation, 62
gridlines, anchoring, 174–176
tick marks, value-axis scale, 180, 211–213
time-based categories, 202–203

map, 355–356
marker

formatting, 179–182
major and minor units, declaring, 211–213
number between, 204–206
style, 228–230
value and category axes, described, 25
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maximum dates, 200–202
maximum value

horizontal axis crossing at, 218–219
scale settings, 209–210

meeting presentation
Display as Icon, 330–331
editing chart, 328–329
graphic, converting chart to, 331–332
linking chart, 330
native chart utility, 325
pasting chart, 326–327
resizing and moving chart, 328
Shift and Copy to create, 332–333

Microsoft Office sharing
Display as Icon, 330–331
editing chart, 328–329
graphic, converting chart to, 331–332
linking chart, 330
native chart utility, 325
pasting chart, 326–327
resizing and moving chart, 328
Shift and Copy to create, 332–333

Microsoft PowerPoint presentation
Display as Icon, 330–331
editing chart, 328–329
graphic, converting chart to, 331–332
linking chart, 330
native chart utility, 325
pasting chart, 326–327
resizing and moving chart, 328
Shift and Copy to create, 332–333

Microsoft stock price
data, 108–109
High-Low-Close chart, 109–110
volume with price, 110–111

Microsoft Word Art, 272–273
Microsoft Word document

Display as Icon, 330–331
editing chart, 328–329
graphic, converting chart to, 331–332
linking chart, 330
pasting chart, 325, 326–327
resizing and moving chart, 328
Shift and Copy to create, 332–333

minimum dates, 200–202
minimum value scale setting, 209–210

minor units
demarcation, 62
gridlines, anchoring, 174–176
tick marks, value-axis scale, 

180, 211–213
time-based categories, 202–203

misleading charts
common sense, beauty versus, 345–346
correlation, absence of, 349
extraneous information, 346–347
hiding data, 350
inflating results with graphics, 351–352
perspective tricks, 351

mixed color
Area chart, 138
black-and-white, 137
contrasting patterns, 137
formatting, 163–165

mixing chart types, 291–296
monochrome charts

Area chart, 136–137
Column chart, 137
Line-Timescale chart, 138
Pie chart, 138–139

mouse
arrows, drawing, 268–269
AutoShape, inserting, 266–267
chart, selecting, 150
data, selecting, 309–310
data series, adding, 101–102
pie slices, moving, 246
worksheet data, selecting, 52

movie viewers and snack sales Bubble
chart, 119–120

moving
category axis into plot area, 213–214
fields in pivot table or pivot chart,

316–318, 324
legend, 63

moving chart
positioning, 152
in PowerPoint, 327, 331–332
to PowerPoint presentation or Word

document, 328
in Word, 331–332

MSN, 108
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multiple series
chart type, selecting, 44, 47
differentiating, 75
Doughnut charts, 87–89
Surface charts, 126–131
time-based data in Line charts, 101–103

multiple series Combination chart
described, 111
mixing types, 291–296
reversed values, 223–224
scaling to data, 347–348
secondary axis, 289–291
when to use, 28, 287–289

• N •
name

series data, 10, 56, 58, 64
trendline, 281–282
worksheet, 52

name, category
change charts, 91–92
defined, 10
label, 64
reducing, 348–349

name labels
Bubble chart, 121–123
category axis, 25, 56, 189–190, 348–349
custom chart, 35–36
dates, 190
described, 24–25
Doughnut chart, 88–89
formatting, 179–182
number between, non-time-based

categories, 203–204
overzealous, 347
Pie chart, 85–86
placing at data points, 59

NASDAQ (National Association of
Securities Dealers Automated
Quotations) chart

DJIA comparison, 27–31, 287–288
secondary axis, 289–291

nonexistent relationship, forcing, 349
non-time-based categories

labels, number between, 203–204
number between tick marks, 204–206

number. See also stock price charts;
value axis

display units, 219–221
formatting, 184–185
logarithmic scale, 221–222
between tick marks, non-time-based

categories, 204–206

• O •
obscured data, showing

Area chart, 105–106
Radar chart, 125–126

obscuring
category labels, 204
data, 350
values, rotating, 254

Office (Microsoft)
Display as Icon, 330–331
editing chart, 328–329
graphic, converting chart to, 331–332
linking chart, 330
native chart utility, 325
pasting chart, 326–327
resizing and moving chart, 328
Shift and Copy to create, 332–333

offset, text, 187, 188
100% Stacked subtype

Area chart, 106
Column chart, 79–80

online pages, chart placement
interactivity, adding, 338–340
saving, 334–337

online resources, 21, 108
opacity

gradient, 164
text background, 171–172

organizational charts, 356–357
orientation

changing, 148
selecting with Chart Wizard, 51–55
series-segregated side-by-side data,

switching to, 82–83
text alignment, 187

Outdoor Bars chart, 141–142
overlap

Venn diagram, 360
width, 238–240
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• P •
page fields, 323–324
paper texture, 165–166
pasting charts

into PowerPoint presentation or Word
document, 326–327

onto worksheet, 153
pattern fills

contrasting, 167–168
formatting, 162–163
gridlines, 175–176

percentage label, 64
performance

Cylinder, Cone, and Pyramid charts,
80–82

data, handling, 72–73
Doughnut charts, 87–90
Pie charts, 83–86
series-segregated side-by-side, 82–83
side-by-side, Column and Bar charts,

73–77
stacked Column and Bar charts, 77–80
time changes, 93–94

perspective, 3-D chart
adjusting, 255–257
described, 251
tricks, 351

photographs, 275–276
picture fills, 168–169
pictures

chart layout, creating, 297–298
chart snapshot, creating, 153
misusing to inflate results, 351–352
PowerPoint presentation or Word

document, converting chart to,
331–332

Pie chart
black-and-white, 138–139
blue, 139–140
described, 21–23, 33
individual slices, moving, 246–247

labels, 64, 85–86
plot area, 156–157
previewing data in, 46
rotating, 248, 255
scaling height, 259
3-D views, 250, 252–253

pivot chart
data, 303–306
data source type and report type,

307–308
layout and options, 311–318
range of data, 308–311
report, reviewing, 315–316
wizard, 306–307

pivot table
data, 303–306
data source type and report type,

307–308
filter, applying, 321–322
layout and options, 311–318
page fields, 323–324
range of data, 308–311
report, reviewing, 315–316
toolbar, 318–320
wizard, 306–307

PivotTable and PivotChart Wizard
described, 306–307
layout, creating, 311–314
location and source data, 307–308
options, 314–315
range of data, 308–311

placing chart
Chart Wizard, 66–68, 145–148
formatting, 172–174

plot area
color, changing, 98
defined, 156
described, 25
formatting, 16, 100–101, 156–157

plotted data series, 24
plotting

Bubble charts, 120–121
Surface charts by value, 127–130
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pointing device
arrows, drawing, 268–269
AutoShape, inserting, 266–267
chart, selecting, 150
data, selecting, 309–310
data series, adding, 101–102
pie slices, moving, 246
worksheet data, selecting, 52

points
anchoring individual, 75
changing to line in XY (Scatter) charts, 118
data relationship, viewing, 117
labels, placing, 59, 63–65
too many for Pie chart, 84

positioning chart
Chart Wizard, 66–68, 145–148
formatting, 172–174

positioning objects, 172–174
PowerPoint (Microsoft) presentation

Display as Icon, 330–331
editing chart, 328–329
graphic, converting chart to, 331–332
linking chart, 330
native chart utility, 325
pasting chart, 326–327
resizing and moving chart, 328
Shift and Copy to create, 332–333

previewing
chart types, 45
printing, 147

printing
chart sheets, 146–147
embedded chart without worksheet, 38
hiding objects, 174

product sales chart, 54–55
programs, external

data file, 307
PowerPoint presentation or Word

document, pasting chart into, 325–333
Web pages, placing charts on, 334–340

prominent information, displaying, 26–27
Pyramid chart, 32–33, 80–82
pyramid diagram, 359

• R •
Radar chart

creating, 125
described, 33, 123–124
series, reordering, 125–126

radial diagram, 358–359
rainy days, customer traffic during,

115–117
range of data

adjusting, 102
histograms, 354–355
multiple series of data, 288
pivot tables and pivot charts, 308–311
similar, selecting chart type, 44
source, establishing, 50

relationship, data
Bubble charts, 119–123
described, 113–115
nonexistent, forcing, 349
Radar charts, 123–126
Surface charts, 126–131
values, judging, 114, 117
XY (Scatter) charts, 116–118

removing
extra elements, 347
high-low lines, 232
series, 56
up-down bars, 234

report, pivot table and pivot chart, 
315–316

resizing chart
described, 16–17, 150–152
legend, 62
in PowerPoint, 327, 331–332
from PowerPoint presentation or Word

document, 328
in Word, 331–332

resources, online, 21, 108
reversing order

category axis, 197–198
value-axis scale, displaying, 223–224

375Index

31_584731 bindex.qxd  4/27/05  2:55 PM  Page 375



right-angle axes
described, 251
forcing, 257

right-to-left reading text, 187
rotating

Doughnut charts, 248
Pie charts, 248
3-D chart, 250, 253–255

rows
changing Columns to, 54
pivot table, 321, 323

R-squared value, displaying, 285

• S •
sales graphs

Bar chart, 76–77
Bubble chart, 119–120
Column chart, 74–75
contest, 80
data orientation, changing, 82–83
data points, 72–73
Doughnut chart, 87–90
100% Stacked Column chart, 79–80
Pie chart, 84–85
Stacked Bar chart, 77–78
Stacked Column chart, 79

sample data, 135
sanity in chaos, 346–347
scaling

axes, 177
to data, 347–348
fonts, 182
gridlines, 176
logarithmic, 221–222
plotted data, 210
reversing categories along axis, 

197–198
time-based data, 98–99, 190
values plotted between categories,

196–197
scaling height of 3-D charts

Auto Scaling, 251, 260
manual adjustment, 258–259
Pie chart example, 259

Scatter chart
creating, 116
described, 33

nonsense, displaying, 349
points, changing to line, 118
trend, finding, 116–118
trendline, 279

seamless graphics, 166
secondary axis, 289–291
security, 174
selecting

chart, 150, 151
source data, 41–43, 309–310
subtype, 14–15
type, 44–46

separator, data label, 64–65
sequential steps, 359
series data

described, 24, 25
individual, 55–58
order, changing, 350
reordering, 125–126
segregated side-by-side comparison

chart, 82–83
selecting, 27–32
source, establishing, 50

series data formatting
Bar, Column, and Area charts, 234–240
colors, varying by point, 242–243
described, 225–226
drop lines, 243–244
first and last series, accentuating with 

up-down bars, 232–234
high-low lines, 230–232
individual data points, 240–242
line style, color, and weight, 226–228
lines, 244–245
marker style, foreground, and

background, 228–230
Pie charts and Doughnut charts, 245–248
Radar chart, 125–126

series lines, 244–245
series name, 10, 64
shading style, 164
shapes, pre-designed, 266–268
sharing Microsoft Office elements

Display as Icon, 330–331
editing chart, 328–329
graphic, converting chart to, 331–332
linking chart, 330
native chart utility, 325
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pasting chart, 326–327
resizing and moving chart, 328
Shift and Copy to create, 332–333

short dashes, border with, 161
shrinking chart

described, 16–17, 150–152
legend, 62
in PowerPoint, 327, 331–332
from PowerPoint presentation or Word

document, 328
in Word, 331–332

side-by-side comparison
Column and Bar charts, 73–77
series-segregated, 82–83

simplicity, 25
single series

Doughnut charts, 89–90
Line charts, 96–101

slices of data
black-and-white, 138–139
blue, 139–140
described, 21–23, 33
individual, moving, 246–247
labels, 64, 85–86
plot area, 156–157
previewing data in, 46
rotating, 248, 255
scaling height, 259
3-D views, 250, 252–253

slide-show presentation
Display as Icon, 330–331
editing chart, 328–329
graphic, converting chart to, 331–332
linking chart, 330
native chart utility, 325
pasting chart, 326–327
resizing and moving chart, 328
Shift and Copy to create, 332–333

snack sale Bubble chart, 119–120
software, external

data file, 307
PowerPoint presentation or Word

document, pasting chart into, 325–333
Web pages, placing charts on, 334–340

solid color fill, 162
source, data

changing in PowerPoint or Word, 329
establishing, 50–58

pivot tables and pivot charts, 307–308
selecting, 41–43

specific category, value crossing at,
194–195

Stacked Bar chart
comparison charts, 77–80
data characteristics, 47
previewing, 49
series lines, formatting, 244–245

Stacked Column chart
changing to, 78–79
comparison charts, 77–80
data appropriate for, 48
data characteristics, 47
100%, displaying, 79–80
previewing, 49
series lines, formatting, 244–245

stacking multiple series, 103–104
star AutoShape, 266–267
steps, 361
stock price charts

described, 33
financial data, finding and plotting,

108–110
High-Low-Close, creating, 109–110
IBM value, 93–95, 107–111
subtypes, 107–108
types and subtypes, 107–108
volume with price data, plotting, 

110–111
subtype

chart, changing to Stacked Bar, 77–78
described, 34
selecting, 14–15, 46–50
stock price charts, 107
Surface charts, 130–131
3-D options, viewing, 250

summed value
chart type, selecting, 47
pivot table data, 303–305, 313
unnecessary chart, 344

supply and demand curves, 353–354
Surface chart

described, 33, 126–127
subtypes, 130–131
3-D views, 250
value, plotting by, 127–130
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• T •
table data, 59
table, pivot

data, 303–306
data source type and report type,

307–308
filter, applying, 321–322
layout and options, 311–318
page fields, 323–324
range of data, 308–311
report, reviewing, 315–316
toolbar, 318–320
wizard, 306–307

target diagram, 361
text

aligning, 185–188
fonts, applying, 169–172
inserting, 270–272

texture fills, 165–167
3-D charts

Area chart, creating, 135–136
attributes, 250–251
Cone chart, 32–33, 80–82
Cylinder chart, 32–33, 80–82
elevation, raising and lowering, 251–253
menu, opening, 249
misleading, 351
options, 261–264
perspective, adjusting, 255–257
Pyramid chart, 32–33, 80–82
right-angle axes, forcing, 257
rotating, 253–255
scaling, 258–260
Stacked Bar effect, 140–141
subtype options, viewing, 250
Surface chart, 250
walls and floors, 260–261
z-axis, 177

tick marks
formatting, 179–182
major and minor units, declaring, 211–213

number between, 204–206
style, 228–230
value and category axes, described, 25

tiling graphics, 166
time changes

data, delineating, 94–96
performance, 93–94

time-based categories
base unit, setting, 199–200
change charts, 93–94
chart type, selecting, 44
described, 198
displaying, 61
major and minor units, 202–203
minimum and maximum dates, 200–202
value axis crossing, 195

title
defined, 24
entering, 59–60

toolbar, Drawing
Arrow button, 268–270
AutoShapes, inserting, 266–268
Clip Art, 274–275
displaying, 265
Line button, 268
photographs, inserting, 275–276
text, inserting, 270–272
Word Art, 272–273

toolbar, pivot table, 318–320
transparency

gradient, 164
text background, 171–172

trendline
adding, 280–281
described, 279–280
equation or R-squared value,

displaying, 285
formatting, 284–285
forward or backward forecast, applying,

283–284
naming, 281–282
XY (Scatter) charts, 116–118
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turning
Doughnut charts, 248
Pie charts, 248
3-D chart, 250, 253–255

type
category axis, 191–193
stock price charts, 107

type, Area chart
black-and-white, 136–137
border style, color, and weight, 235–236
change charts, 104–106
creating, 104–105
data points area, 236–238
described, 33
drop lines, 243–244
gradient formatting, 138
hidden data, seeking, 105–106
100% Stacked subtype, 106
3-D views, 250
trendline, 279

type, Bar chart
border style, color, and weight, 235–236
changing type to, 75–77
comparisons, plotting, 101
components, percentage shown, 27
data points area, 236–238
described, 32–33
floating, 140–141
gap width, 239
individual data points, 240–242
outdoor, 141–142
overlap and gap width, 238–240
series lines, formatting, 244–245
subtypes, 49–50
3-D views, 250, 252–253
trendline, 279

type, Blue Pie chart, 139–140
type, Bubble chart

described, 33
formatting, 121–123
label, 64
movie viewers and snack sales example,

119–120

plotting, 120–121
3-D effect, 250

type, changing
to Bar chart, 75–77
described, 13–14
to Stacked Bar, 77–78
to Stacked Column chart, 78–79

type, Column chart
black-and-white, 137
border style, color, and weight, 235–236
category axis crossing, 216–218
components, percentage shown, 27
Cone chart, 32–33, 80–82
Cylinder chart, 32–33, 80–82
data points area, 236–238
described, 32–33
formatting axis, 208
gap width, 239
overlap and gap width, 238–240
Pyramid chart, 32–33, 80–82
series lines, formatting, 244–245
side-by-side comparisons, 74–75
3-D views, 250, 256–257
trendline, 279

type, Combination chart
described, 111
mixing types, 291–296
reversed values, 223–224
scaling to data, 347–348
secondary axis, 289–291
when to use, 28, 287–289

type, custom
Area Blocks, building, 135–136
Blue Pie chart, 139–140
B&W Area chart, 136–137
B&W Column chart, 137
B&W Line-Timescale chart, 138
B&W Pie chart, 138–139
Chart Wizard, 134
described, 34–36
Floating Bars chart, 140–141
Outdoor Bars chart, 141–142
sample data, 135
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