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Creating Charts 

Creating Charts Using Quick Analysis 

In Excel 2013, some frequently used, but hard to find, commands and buttons are now 
on a Quick Analysis drop-down menu, including creating Charts.  

1. Select the data to be charted.  Click into the first cell of the data and hold the 
mouse as you drag across the rows and down the columns, thereby highlighting 
the data.  Then release the mouse.  The rows will be selected and the Quick 
Analysis button will display in the bottom right corner of the selection (shown 
right). 

2. Click the Quick Analysis button to display the available options.   

3. Click Charts.  The options will include recommended charts in various designs 
and formats (shown below).  

4. Hover on the recommended charts to display a preview of your 
data in the chart format.  

5. Click the appropriate chart type and it will be inserted at the 
point of your cursor. 

6. Click More Charts to open the Recommended Charts window.  

Creating Charts Using Recommended Charts  

Recommended Charts provide a preview (shown below) which displays the selected data in different chart styles and 
formats.  You can select combined charts as well.    

1. Click into the first cell of the data and 
hold the mouse as you drag across the 
rows and down the columns, thereby 
highlighting the data.  Then release the 
mouse.  The rows will be selected.  

2. Click Insert Tab | Recommended 
Charts.  The Insert Chart window 
displays (shown right). 

3. Select the recommended chart that you 
prefer.   

4. Click OK.  The chart will be inserted. 
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Creating Combo Charts 

To emphasize different types of information in a chart, you can combine two or more chart types in one chart.  For 
example, you can combine a column chart with a line chart for an instant visual effect that might make the chart easier 
to understand.  Combo Charts can now be created easily using the All Charts Tab in the Insert Chart window.   

When the range of values represent different data series in your chart, or when you have mixed types of data, you can 
plot one or more data series from a different chart type on a secondary vertical (value) axis. 

1. Click into the first cell of the data and hold the 
mouse as you drag across the rows and down 
the columns, thereby highlighting the data.  
Then release the mouse.  The rows will be 
selected. 

2. Click Insert Tab | Recommended Charts | All 
Charts Tab.  The All Chart screen displays 
(shown right). 

3. Click Combo to the left in the screen.  The 
Combo Chart options display.   

4. Select the combo chart type that you prefer 
from the options at the top of the window.   

5. Click the drop-down arrow for a series you 
wish to change and select the desired chart 
type.   Click to select from the list provided. 

6. Click OK.  The chart will be inserted. 

 

Modifying Charts 

Use the Chart Tools Design Tab and the Chart Tools Format Tab to modify the chart.  Click into the chart to display 
the Chart Tools Tabs.  

Chart Tools Design Tab:  Chart Layouts, Chart Styles, Data, Type and Location. 

 

1. Select the Chart by single clicking within the Chart. 

2. With the Chart selected, click the Chart Tools Design Tab to display the tools.   

3. From the Chart Tools Design Tab, make the following edits as needed: 

a. Click Add Chart Elements to change the Axes, Axis Titles, Chart Titles, Data Labels, Data Table, Error 
Bars, Gridlines, Legend, Lines (if applicable), Trendline or Up/Down Bars. 

b. Click Quick Layout to change the overall design of the Chart. 

c. Click Change Colors to adjust the colors used for the data bars, lines, etc. 

d. Select from the available Chart Styles to change the design. 

e. Click Switch Row/Column to swap the data over the axis. 

f. Click Select Data Source to adjust the data incorporated into the chart.  The Select Data Source dialog box 
displays (shown next page).  Use the dialog box to make the following edits to the Legend Entries (series): 
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i. Click Add to include another data 
series. 

ii. Click Edit to change the selected data 
series. 

iii. Click Remove to delete a data series. 

iv. Click the Up/Down arrows to move a 
data series up or down in the chart.  

v. Click Switch Row/Column to swap 
the data over the axis. 

vi. Click Edit in the Horizontal (Category) 
Axis Labels to adjust the Axis series 
data range.  

g. Click Change Chart Type to select a different 
format.  The Insert Chart dialog box display.  Select 
the new chart type and click OK. 

h. Click Move Chart to create a new worksheet for the 
chart or move it to another existing worksheet.  The 
Move Chart dialog box displays (shown right).  
Select New Sheet and provide a name in the field 
provided if preferred.  Click the Object in drop-
down arrow and select the existing sheet if 
preferred. 

Chart Tools Format Tab:  Format Section, Reset to Match Style, Insert Shapes, Shapes Styles, WordArt 
Styles, Arrange and Size. 

 

Use the Format tools to customize the various elements of the chart.   

1. Select the Chart by single clicking within the Chart. 

2. With the Chart selected, click the Chart Tools Design Tab to display the tools.   

3. Click the drop-down list arrow for the first field and select the area to be formatted.  You can also click on the chart 
to select the part to be edited and then click Format Selection. 

4. Make the following edits as needed: 

a. To add a shape or text box within the chart area click a shape in 
the Insert Shapes options.  This example includes both a text 
box and a callout box with text inserted.   

b. To highlight a single column bar in your chart (example below), 
double-click the bar and then click the Shape Fill, Shape 
Outline and Shape Effects buttons to adjust the design. 

c. To edit the text for a series or title, select the object in the chart and 
click the WordArt style, Text Fill, Text Outline or Text Effects 
button. 
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Formatting Chart Elements 

1. Select the Chart by single clicking within the Chart. 

2. Right-click on an element in the chart.  In this 
example, we will change the color of a data series. 

3. From the right-click shortcut menu click Format 
Data Series.  The Format Data Series task pane 
displays to the right (shown right). 

The Format button is linked to the element selected in the 
chart.  If you right-click on the Legend, the option will be to 
Format Legend, if you click on the background of the chart, 
the option will be to Format Chart Area, and so on. 

4. Use the Series Options to change the fill color 
and/or line color.   

5. Click the “X” in the upper right corner to close the 
Task Pane. 

 

• Charts now include 
buttons to refine 
the Chart 
Elements, Styles 
and Filters. 

Chart Elements 

 

Chart  Styles 

 

Chart Filter 

 

Formatting Chart Data Labels 

Chart Data Labels can now be enhanced with object formatting 
for the fill color, border and effects.  This enables you to highlight 
a particular data point in the chart. 

• Include rich and refreshable text from data points or any 
other text in the data labels. 

• Data labels stay in place, even when users switch to a 
different type of chart.    

• Can connect them to their data points with leader lines 
on all charts, not just pie charts. 

1. Select the Chart by single clicking within the Chart. 

2. Click the Chart Elements button displayed to the right of 
the chart (shown below).   

3.  Select Data Labels from the drop-down list. 

4. Right-click on one of the data labels, and click Format Data Labels.  The Format Data 
Labels Task Pane displays to the right (shown above). 

5. Customize the formatting for the Data Labels.  In the example above, the data label has 
red font with a larger font size and a white background.   

6. Click the “X” in the upper right corner of the Task Pane to close it. 
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Printing Charts 

It is simple to print only a particular chart independent of the worksheet data it represents. 

1. Click Home Tab | Find and Select | Selection Pane.  A pane opens to the right with a 
list of the object that can be selected.   

2. Make sure Show All is selected and then click on the Chart to be printed. 

3. Click the File Tab | Print or press Ctrl + P.  You will see the chart displayed in the print 
preview area and the Print settings will default to “Print Selected Chart.” 

 To change the orientation, click the Orientation drop-down arrow and select from 
Portrait Orientation or Landscape Orientation. 

 To change the margins, click the Margins drop-down arrow and select from the pre-
defined gallery or click Custom to create unique margins manually. 

 To make changes to the workbook, click Page Setup.  

4. When done selecting your printing options, click Print. 

 

 

 

 

 


