SECTION E: EXCEL

CHAPTER E4

OUTCOMES OF THIS CHAPTER ARE TO BE ABLE TO:
x Sort data in a workbook into either ascending or descending order
x Create different types of charts in Excel

SORTING DATA IN EXCEL

INTRODUCTION
Sorting data in a specific order has many uses. Data can be sorted into ascending
(from the smallest to the highest) or descending (from the highest to the smallest)
order and according to any specified column. When sorting data in a workbook the
following should be kept in mind:

U all numeric values come after text values and are sorted in order to magnitude

i

numbers entered as text are sorted

come before *3

charact

U where two characters are the same, lower case letters will be sorted before

capitals.

TO SORT DATA IN A WORKBOOK
Highlight / select ONLY the block of data that should be sorted. Note that
usually column labels are not included but all columns that should form part of

1.

the sorting process must be selected.
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2. Click on the Data menu.
3. Click on Sort. The following screen appears:
Sort
Sort by
Column s g & Ascending
" Descending
Then by
I j & Ascending
" Descending
Then by
I j & Ascending
" Descending
Pl lisk has
" Header row % Mo header row
opkians. ., | K I Cancel |
4, Indicate which column should be sorted by in the Sort by box. The user can
choose to sort by any column which contains values i.e. column A, B, C, D,
etc.
5. If necessary more than one column can be indicted to sort by. To do this,
click on the two boxes Then by and specify the columns.
6. Next to each box the user can specify whether the content should be sorted in
Ascending (from low to high) or Descending (from high to low) order.
7. If the selected area includes a row of labels (headers), click on Header row.
If only the data that has to be sorted is selected, click on No header row.
8. Click on OK and the data will be sorted.
TUTORIAL E4.1
A \ B | C D
1 MY BUDGET 2000
2
3 EXPENSE INCOME JAN FEB
4 R2000-00
5 Car R600-00 R600-00
6 House R600-00 R600-00
7 Petrol R100-00 R150-00
8 Food R300-00 R250-00
9 Clothes R50-00 R150-00
10
11 Total RXXXX-XX RXXXX-XX
12 Difference RXXXX-XX RXXXX-XX
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1. Open the file BUDGETS that was created in TUTORIAL E3.2.

2. Sort the data in the spreadsheet in descending order of column C.
3. Print the spreadsheet.

4. Sort the data in descending order of column D.

5. Print the spreadsheet.

6. Save the file as BUDGET®.

CREATING CHARTS IN EXCEL

INTRODUCTION

In EXCEL (as in most spreadsheet packages), a chart may be defined as a graphic
representation of spreadsheet data. When you create a chart, Excel plots the chart
shape based upon the data contained within the range of selected cells, as well as
the type of data in the rows and columns.

You can create a chart to be displayed directly on a spreadsheet and save it as part
of the spreadsheet. This is called an embedded chart. Alternatively, you can create a
separate chart sheet. In this case the worksheet and the chart are kept separate.

CHART TYPES

The user can create different types of charts. The best chart to choose, will depend
on the data that has to be represented. The following table is a summary of the most
commonly used chart types:

Chart type Purpose

Pie This chart can be used to show the relationship amongst
parts of a whole.

Bar This chart is used to compare values at a given point in
time.

Column This chart is used to emphasise the difference between
items.

Line This chart is used to emphasise trends and values over
time.

E31



SECTION E: EXCEL

EXAMPLES OF CHARTS

Column Chart Bar Chart

Pie Chart Line Chart

TERMINOLOGY USED WITH CHARTS

TERM EXPLANATION

Data series The cell references to values that are represented as
bars, pie wedges, lines or other plotted values in
charts.

Categories Categories reflect the number of elements in a series.
Categories usually respond to the columns in the
spreadsheet.

AXis The axis is one side of the spreadsheet. A two-

dimensional chart has an X-axis (horizontal) and a Y-
axis (vertical). The X-axis contains all the data series
and categories in the chart. The Y-axis gives an
indication of the values of the bars, lines or plotted
points.

Gridlines Gridlines emphasise the Y-axis or the X-axis scale of
the data series.

Legend The legend gives a definition of each series of a chart.
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CREATING A CHART

When data is entered into a well organised worksheet, the user is ready to create a
chart. The following example creates a bar chart. The steps given will guide you in
creating a chart.

1. Create the following workbook:
Budget
Description | Jan Feb March
Clothing 100 150 200
Food 20 250 200
Travelling 50 70 30

2. Select the data that will be displayed on the chart.
Budget
Description | Jan Feb March
Clothing 100 150 200
Food 20 250 200
Travelling 50 70 30

3. Click on the Insert menu.

4. Click on Chart. The following dialog box appears:
Chart Wizard - Step 1 of 4 - Chart Type BE

Standard Types | Cuskom Types I

Chart sub-type:

=

Chart bype:

M Calurnn -

2 B (Scatker)

|‘ Area

i Doughnut
@r Radar
| Surface

o+ Bubble

Lﬁ;ﬁ Staock, ll

akeqgories.

Flustered Bar. Compares values across

5. Select the type of chart that has to be created. In the example we want to
select Bar. A number of different bar-chart options are given on the right hand
side of the screen. Select the one you prefer.

6. Click on the Next button. The following dialog box appears:
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10.

11.

Chart Wizard - Step 2 of 4 - Chart Source Data |

Data Range | Seties |

March M

O Travellin
Feb o Food
O Clathing
Jan E
0 50 100 150 00 50 300
Daka range:
Seties in: ' Rows
" Columns

Make sure the data range is correct. If necessary, type the correct range in
the required box. Click Next. The following dialog box appears:

Chart Wizard - Step 3 of 4 - Chart Options

| Bwes I Gridlines | Legend I Data Labels | Data Tal:ulel

Chart kitle:
Category () axis:
O Travellin

YWalue () axis: Feb & Food

| B Clathing
Second categaory (€] axis:

I Jan E
Second value () axis: | |

I 0 50 100 150 200 250 300

Ell Cancel | < Back “ Mext = I Einish

Type in the title Budget in the Chart title box.

Type in a description for the Category (X)-axis i.e. in this case the description
is Rand.

Type in a description for the Category (Y)-axis i.e. in this case the description
is Month.

Click on Legend. The following dialog box appears:
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12.

13.

14.

15.

Chart Wizard - Step 3 of 4 - Chart Options

| Titles | fxes I aridlines | Legend I Data Labels | Data Tal:ulel

Chart Litle:

Category (¥} axis:

Mlarch

Walue (%) axis:

Feb

Second category (8) axis:

Second value () axis;

Jan

-
é__
L

O Travellin
B Faood
O Clothing

0 S0 100

150 200 250 300

o)

Cancel |

< Back. “ Mexk = I

Eirish |

Select the position of the legends in the Placement option. If you do not want
the legend to be displayed, click on the option Show legend to remove the

check mark in the box.

Click on Next. The following dialog box appears:

Chart Wizard - Step 4 of 4 - Chart Location

—Place chart:

mt

——

" As new sheet:

B

* s ohiect in:

IChartl

T A -

)

Zance|

| < Back | Mexk = | Einish I

In this dialog box, you can choose whether the chart should be displayed As a
new sheet or As object in a specific sheet. In the case of the example, click

on As object in Sheet 1.

Click on Finish. The chart will be displayed in the workbook.
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16.  The chart can now be customised by manipulating it as an object i.e. it can be

enlarged, moved to different positions in the sheet, etc.
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TO SAVE A CHART
1. Click on the File menu.

2. Click on Save. The chart will be saved in the workbook.

TO PRINT AN EMBEDDED CHART
1. Click on the File menu.
2. Click on Print.

TO PRINT A SEPARATE CHART
1. Select the Chart sheet where the chart is displayed.
2. Click on Print.

pet MK

rPrinter
Mame! I@ HP LaserJet III j Propetties
Status: Idle
Type: HP LaserJek IIT
Where! LPT1:
Comment: ™ Print ko file
Prink rang i
& all =
= Murnber of copies: Iﬁ
" Page(s)  From: I E‘ To: I 5‘
Print what |j¥|  Collate
" Selaction " Entire workbook 1
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Preview Cancel |

3. Select Active sheet(s).
4, Click on OK.
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