	NC Excel Basics for ESL – Lesson 8
	



	Lesson # 8: Creating Charts

	Activity
	Materials/Notes

	
Previous Lesson Check 
1. Any questions from Lesson 7, or Lesson 7 Practice Assignments?
2. Review:
· Can I put a picture on my budget sheet?
(Sure, if you want. It doesn’t matter what kind of data is on a sheet. The look, formatting, and extra items are up to you.)
· Can I use AutoSum to only add up some of the numbers, just the utilities for example?
(Yes, as long as the numbers can be selected together in a range, and there is an empty cell for the total.)
· [image: ]Optional: 
What should I do if I don’t want to see the cents ($2, not $2.00)? 
(Select the number(s) and, in the Number group, click twice on the Decrease Decimal button. 
Note that the number will be rounded up or down – 
435.55 will go to 436. 
And the original number is still there – check the Formula Bar.)
 Lesson 8 Main Points: 
· Chart types
· Creating a chart 
Introduction to Creating Charts 
1. (Open Drinks list in the ESL extra files folder)
2. What is a chart? (A graphical way to see information)
3. A chart is something you add, so they are on the INSERT tab
INSERT tab  >  Charts group 
4. Charts use numerical data
· Looking at the Drinks sheet – can we chart this information?
No, there are no numbers
· Looking at the Per Wk sheet– can we chart this information?
Yes, now we have numbers
5. We want to use this information. How do we do that? Select it!
Select the Drinks and Cost Each cells including the headers
6. But we have 3 choices here. What if I want to chart the Cost Per Week, but not the other data?  The Control key can help you:
1. Select the Drinks cells including the header
2. Move your cursor over to the Cost Per Week header
3. Hold the Ctrl key and drag down to select the Cost Per Week data
7. Chart types 
· Roll over the buttons to see chart labels and short descriptions
· Click to see the chart options  
Charts display data in different ways to be able to show different types of information
Charts should make information easier to understand - if it is confusing, it is not a good chart for that data
Example: Pie charts are better with a lower number of parts – compare a Pie chart with all the drinks vs. one with only 5 or 6 drinks
· The Recommended Charts button can be a better option as it 1) has a better display of the chart options and 2) guesses which chart might work well for the data selected
· Some charts are for more than 2 sets of data
Select data in 3 or 4 rows as needed
· Note that Excel users can make many changes to charts, so just focus on which chart type is best for the data
8. Click the Recommended Charts button and select whichever chart you think best displays the data
9. Like images, charts can be moved and resized
10. Chart items can also be adjusted  
· click on different parts of the chart to see what opens up
· Click on the title Cost Each*, then click again to get the editing I beam
· Delete the asterisk so that the title is only “Cost Each” then edit it to be “Bulk Cost Each Drink”
· Double-click on the bars/graphics. Note CHART TOOLS now available above the Ribbon. See what new options it includes, and select a nice style/color.
· Also note the 3 small buttons at the top right of the chart for similar choices
11. Excel charts can be copied and pasted, even into other programs
1. Click to select chart
2. Ctrl + C / copy chart
3. Go to/open a program where you want the chart
4. Ctrl + V / paste chart
OK. Let’s create a chart together.
Practice Together – Creating a chart
1. Open the “Monthly Budget” file from lesson 7 (class, not personal)
2. Save As “Monthly Budget with Chart”
3. Select data and headers
Review using Ctrl key as option for selecting data
4. INSERT tab  >  Charts group  > select chart >  basic 2-D Column
5. Check out the Quick Layout options
DESIGN tab  >  Layouts group  >  Quick Layout dropdown
Select one you like
6. Make any changes wanted to the chart’s format or colors
Now everyone can chart their own budgets from lesson 7
       
Practice Assignments
1. Give students Lesson 8 practice handout, EX_L08-Practice, for them to do Adding a Column Chart to My Budget in class. 
2. Redo for homework practice if possible. 
3. [bookmark: _GoBack]Note optional video.
	
5 min.

















15 min.


  








































10 min.






15 min.
Lesson 8 practice handout: 
EX_L08-Practice
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