How to create a basic Excel spreadsheet and chart – 
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This is how most spreadsheets will begin, with a series of data that you’d like to manipulate. We are going to write a simple subtraction formula first.
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In a cell, type the “=” sign, informing Excel that you are going to write an equation, then select the cell you want to subtract from. Type the “-“ sign to inform Excel of the function you want to perform, then select the cell you want to be subtracted. In this case, we are subtracting 5,486.00 from 100,000.00. Press Enter and get your result. What we’ve done is in effect told Excel to subtract whatever is in cell B4 from cell C3. This means, should the values in B4 or C3 change, the subtraction result will reflect those changes.
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Next, select the cell with the result and formula in it, and copy it, by holding down Ctrl + C, or going to Edit ( Copy. Then select all the cells below it by clicking on one and dragging with your mouse. Then paste the result and formula into those cells by holding down Ctrl + V, or going to Edit ( Paste. What we’ve done is now applied the one formula to every one of those cells, giving us a running budget expenditure. And of course, since it’s the specific CELLS that are being subtracted from one another, and not absolute formulas, should any number change, the resulting calculation will reflect that accordingly.
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This process can be applied on a much larger scale, simply by copying and pasting. 
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The next function we’re going to cover is the SUM function, which literally gives you the sum of any set of values. Type “=SUM(“ to begin the function, then use your mouse by clicking and dragging to select the cells you’d like to sum. Similarly, you can expand the scale by copying and pasting the SUM function.
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Now we will graph our data into a visual representation. Click on the Chart Wizard button in your toolbar, and select your graph style of choice, then click next. Click on the “Series” tab then “Add” to select the data you wish to graph.  

[image: image12.png]Chart Wizard - Step 1 of 4

hart Type 21|

S |

o
oz Lne

are

o2 2 (scater)

M e

Chart type: Chart subrtype:
@ Doughnut

[T e
e ]

[Custered Column. Compares valuss across
ategories.

|

Press and Hold to Yew Sample

ot [ sen |




  [image: image13.png]Chart Wizard - Step 2 of 4 - Chart Source Data 21 x|

To create a chart, clickn the Data range box. Then, on the
warkshest, select the cels that contain the data and abels you
wart inthe chart,

Data range:

Seiesin C pows

© Columns

ot | <t [_ou> ] _owh




  [image: image14.png]otorimge et |

To create & chart, click Add to add a data seres. Then, type the
Series information or enter cel references n the Name and
Values baxes,

Series

add | [Remove

L. .

et | [ > | o






[image: image15.png]2

otorimge et |

Series

—

Neme:

values:

jﬂ.
| ST |

Cotegory () axis lsbels:

|

Cancel

== e T en




     [image: image16.png]Month Current Payroll Expense Budget Principal

~ 8000000
January {486,600 \84,514.00
February 18.457.00 178,067.00
March 110,000.00 196,057.00
Apri 1584000 169,217.00
May 18.546.00 {60,671.00
June {8.795.00 141,876.00
July 11,123.00 130,753.00
August {7.984.00 122769.00
September {8.874.00 113,895.00
October 13,248.00 110 547.00
Noverber {8.578.00 14,069.00
December 841200 434300






[image: image17.png]i

Series

r} Neme: =
=] vales: [<payroligess:geg1s] =

add | memove
Cotegory () axis lsbels: =

sl | <ot [moi> | e |




     [image: image18.png]Month Current Payroll Expense Budget Principal

il 50,0000
Janiary {5.486.00 6451400
February 1845700 76.057.00
March 110,000.00 66,057.00
April 1684000 53.217.00
May 18.545.00 5057100
June 18,795.00 41876.00
July 111.123.00 3075300
August {7984 00 22789.00
Septerber 1887400 1388500
October 13.248.00 10,647.00
Novernber 1657800 408300
December 1841200 -4,343.00

x|

ol §A54:$A$15. =





At this point, the graph can be considered finished. To add more data, simply click on the “Add” button then repeat the steps from before.
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Click “Next” to customize your graph even more, with things like titles, labels, placements, etc. When you are finished, click “Finish” to insert the graph into your spreadsheet.
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Click on the button next to the field for “Values.” This will bring you back to your chart where you can select fields for data. Click and drag your mouse to select, then click on the little button again to return to the Chart Wizard.








Do the same for the “Category (X) axix labels:” field. You may also give your data series a name other than “Series1” in the “Name” field.








