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Chart in MSWord

In some good exercises at the end of the year, the end of the year, ... you may have to draw a chart based on the
aggregated data to show the image data for many others to see, QuanTriMang. com instructs you to manipul ate
chartsin MS Word program.

MS Word: In some good exercises at the end of the period, the end of the year, . you may have to draw a
chart based on the aggregated data to show the image data for many others to see , QuanTriMang.com
instructsyou to manipulate some chartsin MSWord program:

1- Draw achart

2- Change the chart type again

3- Edit the content displayed on the chart

4- Rotate & display chart according to 3-D image
5- Change chart format

6. Change the data point format

7. Change chart background color

8- Change the bottom of the chart

1- Draw achart
1. To draw a chart that requires a data table, you can enter the data into the previous table and select the
chart icon; or you can select the chart icon first and then enter the data into the Data Sheet table.
Example chart with the following data table:

Y ear

Revenue

Cost

Profit before tax

VTC

Profit after tax

2004

100,000
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80,000
20,000
5,600
14,400
2005
150,000
150,000
0

0

0

2006
200,000
120,000
80,000
22,400

57,600

2. Select (black out) the data sheet.

3. Click ontheicon



on the Standard toolbar (Or go to Insert Object . The Object dialog box appears. On the Create New tab,

select the Microsoft Excel Chart program)

4. Appears the chart drawing program window and Data Sheet data entry panel allows to import or edit the
table data contents. At this time on the data sheet & chart there may be font errors, you can edit them

directly in that data sheet.
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5. Double-click on the drafting screen if the chart is complete. At that time, editing the chart almost to edit
photos, especialy, has atoolbar for editing.

6. Want to edit the content & chart style: Double click on the chart. Or right-click on the chart, select

Chart Object Edit:
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2- Changethechart typeagain

1. You are in the graph editing screen, right-click, select Chart Type .

% Format Chart &rea. ..

Chart Type...

Chart Cpkions. ..

3-0 View, .,

Datasheet

Clear

2. Display the Chart Type dialog box, select the Standard Types tab.



Chart Type

Standard Tvpes | Custom Twpes

Chart byvpe: Chart sub-tvpe:

o) ST~
I T
@Line

i Pie
. WY (Scatber) l'l wi=
‘ Area I | | [ [
Q Coughnut 3 IlILIL Illl.ll,
@r Radar
@ Surface
o Bubble v
Options : :

Clustered column with a 3-0 visual effect,
[] pefaulk formatting

[ Press and Hold ko Wiew Sample ]

[ Set as default chart ] [ K, ] [ Cancel ]

- Please select the chart type according to the Chart type list and select the chart image in the Chart sub-
type box.

- Select the Set as default chart button if you want to let the selected chart type be used for the following
chart drawing.

3. You can select the Custom types tab to choose a different type of chart
4. Click the OK button to complete the chart type change

3- Edit the content displayed on the chart

1. You are in the graph editing screen, right-click, select Chart Option .



% Format Plot Area. ..

Chart Type...

Chart Cpkions. ..

3-D Wiew, .,

Datasheet

Clear

=> The Chart Option dialog box appears:

2. Tags Titles: Thetitle on the chart

Chart Options

Titles Axes Gridines | Legend || Datalabels | Data Table
Chart: title:
TEM BIEL BO TEN BIEUE0

Category () axis:
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- Chart title: Name of the chart

- Category (X) axis: Title X axis

- Series (Y) axis: Y axistitle

- Vaue (2) axis: Value displayed on Z axis.




3. Axes card: Value displayed by the axis

Chart Options

Titles Axes |Gril:||ines Legend

Data Labels | Data Table

Primary axis
TEN BIEU B
Category (4 axis
O Aukomatic n
() Cateqgary :::
(%) Time-scale 1
1zn
0 B ZHEA
- [l W= ZEEY
L] 0w ZHEE
1] —
4 -
-
QuanTriMang’com ok ] [ cancel

p Category (X) axis: Displays the value of the X axis

Z Automatic: Under automatic mode
Z Category: By type
Z Time-scale: According to the time axis.

b Series (Y) axis. Displaysthe value of the Y axis
p Value (Z) axis: Displays the value of Z axis.

4. Gridlines tab: Change the bottom of the chart.

Chart Options

Titles Axes cridines | Legend

Data Labels | Data Table

Cakegory (5 axis
Major gridines
Minor gridines

Series () axis

- ow o o N

Walue (Z) axis
Major gridlines
[] -0 walls and gridlines

TEN BIEU B0
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[ Ok ] [ Cancel




5. Legend card: Annotation

Chart Options

Titles Axes Gridines | Legend | Datalabels || Data Table

Show leqend
Placement

TEN BIEU B0

108 4
4N 4
140 7
120
1NN 7

(LB

AFAFAIEE WFISAIEE AFISANEE SAAA3EE AFEFAIER

Qmml"iuaﬂg.m [ oK ] [ Cancel

p Show legend: Show / Hide comments
Placement: Placement:

Z Bottom: Under the chart

Z Corner: In the corner of the chart
Z Top: On the chart

z Right: on the right of the graph

Z Left: Left of the chart.

6. Data L abels tab: Displays data and value labels

Chart Options

Titles Axes Gridines | Legend | Datalabels | Data Table

Label Contains

[ series name TEN BIEU B0
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- Labe Contains: Labels
- Separator: Separator of numerical value.

R Legend key: Show / Hide the legend icon on the data |abel .

7. Data Table Card: Displaysthe data table

Chart Options

Titles Axes Gridines | Legend | DataLabels DataTabIe
Show data table
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i
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b |
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R Show datatable: Show / Hide data table
R Show legend keys. Show / Hide the legend icon in the data table.

4- Rotate & display chart according to 3-D image

1. You are in the graph editing screen, right-click, select 3-D View .



)

Forrat Plok &rea. ..

Chart Type...
Chart Cpkions. ..

3-D Wiew, .,

Datasheet

Clear

=> Appear 3-D View diaog box:

Rotation:

[ 7% ]
(L]

Perspective:;
35

[ ] Right angle axes
Height: |100 % af base

MM

] o= ) (o

- Elevation: Rotate the chart horizontally.
- Rotation: Rotate the chart vertically.

- Perspective: Remote perspective.
Y ou can use the appropriate chart rotation function buttons.

5- Change chart format



1. You are in the chart editing screen, want to change the font in any area, right-click in that area. Next,
choose Format Axis . (Format Legend .)

ﬂ:‘ Farrakt Axis, ..

Clear

Right-click the data area on the coordinate axis

ﬂ:" Format Legend. ..

Clear

Right-click the legend area
=> Appear the Format Axis dialog box

2. Pattern Cards: Line style



Format Axis
Patterns | Scale || Fant || Mumber || Alignment |
Lines Majar tick mark bype
{3 Aukamatic ) Mone (%) Oukside
() Mone () Inside () Cross
© Custom Minar kick mark bype
Style: (%) Mone {73 outside
Color: ) Inside () Cross
wigight: Tick mark labels
O Mone
sample () Low (3 Mext ko axis

3. Card Scale: Stretch chart

QuanTriMang'com N i
Format Axis ['5__<|
Patterns Scale | Font || Mumber || Alignrment |
Category (%) axis scale
Mumber aof categories
between tick-mark |abels;
Mumber aof categories
between tick marks:
[ Jicateqaories in reverse order
QuanTriMang!com Lo J [ coned

R Categoriesin reverse order: Reverse the chart

4. Font Card: Change the font




Format Axis

Font: Faont skyle:
|Ta|'u:|ma |Eh:|||:| |
Reqgular
Ttalic
Bold
Bold Ikalic
Inderline: Color: Background:
|N|:|ne V| | Aukormatic V| |.ﬁ.ut|:|mati|: w
Effects Preig
[] strikethrough
|:| Superscript . AaBbCcYyZz ]
[ subseript

Auto scale

This is a TrueType fonk, The same font will be used on both your prinker and
wOUF SCREEn.

QuanTriManglom o ] [ cone

5. Number Card: Types of dataformats. number, date, currency, percentage, .

Format Axis ['5__<|
| Patterns || Scale || Font Mumber | Alignment |
Category: Sample
General Loi nhudn sau thué
Murmber
CUFFENCY Decimal places: |z %
Accounting
Dake Svmbol:
Time ETER————
Percentage : -
Fraction Megative numbers:
Scientific WD 1, 234,10
Texk VMO 1,234,10
Sperial {WND 1,234,100
Cuskam PWMD 1,234, 10

[ ] Linked ta source

Currency formats are used for general monetary values, Use Accounting
fFormats to align decimal points ina column,

QuanTriMangom o] [ cones

6. Alignment Card: Align




Format Axis

Fatterns | Scale Fant Mumber |.ﬁ.l|gnment |
Crienkation Right-to-left
'@} Aukornatic Tewk direction: | Conkexk W |
it :
-*
T .
E Texk —#
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6. Change the data point format (With the example chart in the lesson, data points are columns).

1. You are in the chart editing screen, want to change the format of any data column, right-click the data
column, select Format Data Point .

ﬁf‘ Formal Data Poink, ..

Chart Type...

Add Trendline. ..

Clear

=> The Format Data Series dialog box appears

2. Patterns Card: Change the background color and column border data



Format Data Series

X]

Patterns| Shape | Datalabels | Options
Border frea
@ Autarmatic @ Aukamatic
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:

Qnaumr' ang’com [ ok ][ cancel |

Y ou can click on the Fill Effect button . to select the more interesting background colors in aformat: dot-

dots, use 2 colors, even use images available on your computer to make the column color background
material.

3. Card Shape: Shape of data column:

Format Data Series E|

Patterns | Shape |Data Labels | Options

!
i

Colurnin shape

Qllallml'fimn scom oK | [ Cancel

4. Data Labels tab: Data column label of the chart.




X]

Format Data Series

| Patterns || Shape |

Label Contains
|:| Series name

|:| Category name

[ value

QuanTriMang’com o [ oo

5. Options Card: Option to be big and small; tilt column data.

Format Data Series

| Patterns || Shape || Draka Labels |

Gap depth: i

Gap width:

Chart depth; 210 %
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After each change to the data point format, the color points in the legend section will also be changed
accordingly.

7. Change the chart bottom for mat



1. You are in the graph editing screen, right-click on the chart bottom position, select Format walls .

S Format Walls, .

3-0 Wiew, .,

Clear

=> A Format walls dialog box appears

2. Choose color according to your preferences (color should be contrasted with the color of the data
column for easy viewing).

Format Walls ['5__<|
Border Area
":J' Aukornakic {:} Aukornatic
) Mone O Mang
() Cuskaom EEEEEEREER
EEEEEENR
[ | [ | HEN
| | |
HE EERENE
Fa— [ Fil Effects. .
L&
QuanTriMang’com Lo ] [ concel ]

You can click on the Fill Effect button . to select the more interesting background colors in a format: dot-

dots, use 2 colors, even use images available on your computer to make the column color background
material.

8- Change the bottom of the chart



1. You are in the graph editing screen, right-click on the bottom of the chart, select Format Gridlines.

Ef" Faormak Gridlines. ..

Clear

=> A Format Gridlines dialog box appears.

2. Card Patterns: Line style

Format Gridlines

X

Patterns | Scale

Line

O Aubomatic

@ Cuskan
Skwle:
Color;

Wieight:

mmﬁimn com [ Ok ] [ Cancel

3. Scale Card: Some modes of data column elasticity.




X

Format Gridlines

Patterns || Scale |

Walue () axis scale

Auko
MR 0
Mazirmum: 200

Major unit: 20
Mimor unik: 4

[] Floor {2y plane)
Crosses ak: 20

[] Logarithmic scale
[] values in reverse order

[ Floor (¥ plane) crosses at minimum value

mmﬁimn com [ O l [ Cancel ]

These are some of the features that are frequently used when drawing graphs. In addition, when in the graph
editing screen, there is also a toolbar to edit. Anyone who needs to know how to draw a chart in MS Excel can
use this article as areference. The above example has the following result of the chart editing process:
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Y ou finished reading the article "Chart in MSWord" edited by the TipsM ake team. We hope this article has
provided you with many useful tech tips and tricks. Y ou can search for similar articles on tips and guides. Thank
you for reading and for following us regularly.
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