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L A B :  P R O G R E S S  M E T E R .
You have been tasked to create a Progress Meter info graphic. 

MODULE REQUIREMENTS 

‣ Insert a bar chart.

‣ Link the bar chart.

‣ Format the bar chart to appear l ike an info graphic.

HINTS 

STEP-BY-STEP INSTRUCTIONS 

Click Steps Screen Shots 

1. Open Module 15 –
Info Graphics. Start
on the Progress
Meter tab.

2. Highlight cel l  F2,
which contains the
survey results.

3. With F2 highlighted,
insert a new 2-D
Clustered Bar Chart
by going to Insert >
2-D Bar > Clustered
Bar.



Click Steps Screen Shots 

4. Set the Horizontal
Value Axis
properties: set the
minimum bounds to
0 and the maximum
bounds to 1.  (Do not
forget this step!)

5. Set the Gap Width
of the chart to be
0%, so it  takes up
the entire plot area.

6. Delete the chart
tit le .

7. Delete the
Horizontal (Value)
axis from the chart.

8. Delete the Vertical
(Category) axis from
on the chart.

9. Delete the Major
Gridl ines from the
chart.

10. If  al l  goes according
to plan, your chart
should look l ike the
one that appears in
the image.



Click Steps Screen Shots 

11. Now this next part is
tr icky. In the above
to the r ight,  you can
see plot area of the
chart has been
selected. That
leaves a very large
margin between the
plot area and the
chart area. For this
next step, we want
to make the plot
area to be exactly
the same size as the
larger chart area.
You can do this by
dragging the
anchors of the plot
area beyond the
contours of the
chart area. You can
see I ’m doing this
for the top anchor in
the chart to the
right.  You’l l  need to
it for al l  four sides.

12. If  al l  goes according
to plan, it  should
look l ike the image
to the left .



Click Steps Screen Shots 

13. In this next step,
we’re going to
anchor the entire
chart to a cell .
Specif ical ly ,  in the
image to the r ight,  I
am going to anchor
the chart to cell  B7.

14. To get the chart to
fit  to the cell
exactly,  we’re going
to use the Snap-To-
Grid feature. Once
you’ve selected the
chart,  you can
enable Snap-To-Grid
from in Al ign
dropdown from the
on the Format
context tab. Simply
drag the anchors to
fit  in the cell  as I  do
in the image to the
right.

15. I ’ve decided to give
the bar an electric
green color.  I ’ve also
right-cl icked the bar
chart and added
data labels from on
the popup menu.
Feel free to style as
you see f it .
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16. You can select the
data label to change
it ’s options and
make it  prettier .
From the Format
tab, you can change
how the data label is
presented. For
starters, I ’ve
changed it ’s shape
to a rounded
rectangle. The
Change Shape
dropdown is in the
Insert Shapes group
on the Format tab
(not available in
2010 and earl ier) .

17. To make things
easy, I ’ve simply
selected one of the
preloaded defaults
( it ’s rare I  ever do
that,  but the colors
fit  so well )  for its
background and font
color.

18. Now, with the data
label selected, turn
off Snap-To-Grid
and then resize the
label for effect.  In
addit ion, you can
also select the plot
area and give it  a
more styl ist ic
background color as
I ’ve down below.
Finally,  you can add
some color
formatting in the
cells that surround
the chart.



Click Steps Screen Shots 

19. Our f inal task wil l  be
to give the chart
above that
appearance being
rounded. Select the
chart above, and
from on the Format
context tab, ensure
the shape outl ine
has been set to
none. Next,  from on
the Inset tab, insert
a new rounded
rectangle shape. The
shape wil l  require
some formatting, so
do this:

20. Set the f i l l  color to
none.

21. Set the shape
border to be the
same color as the
cells surrounding
the bar chart.

22. Once you’ve done
these steps, f l ip
Snap-To-Grid back
on and size the
shape to f i l l  up the
same cell  area
currently holding
your bar chart.  Your
screen should look
something l ike the
associated image.




