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LAB: EXCEL TABLE CHART DEMO

You have been asked to create a chart based on regional sales data that you can add data
too quickly. Your boss wants the chart to always show the latest data. You want to create a
system where all you would need to do is add data to the table and the chart would

automatically update.

MODULE REQUIREMENTS

> Inserting a new Excel Table.
> Inserting a chart on a table.
> Adding and deleting chart data.

HINTS

STEP-BY-STEP INSTRUCTIONS

Click Steps Screen Shots
1. Open the Mod 5-4 A 5 = D
Excel Table Chart 1 Person North South East
Example.xIsx Excel 2 |Melissa 5000 300 200
Workbook file from 3 |Jacob 4000 200 100
within the module 4 |Sarah 3500 300 5000
files. 5 |Michael 4000 1000 2000
2. Begin on the Excel 6
Table worksheet tab. 7
8
9
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A B C D E
3. Highlight the range 1 |Person  |North South East
of the table (A1:D5). 5> |Melissa 5000 300 200
3 |Jacob 4000 200 100
4 |Sarah 3500 300 5000
5 |Michael 4000 1000 2000
6
=
4. With the data Page Layout Formulas Data Review View
selected, go to
Insert > Table.
5. In the Create Table Add-ins
C Tabl ? X
pOpUp bOX dOUble Tables lllustrations reate fable
check that correct Where is the data for your table?
range appears in the Al v f« | Person =SAS1:5DSS| &
InpUt fleld and Mg ) A B C D E rx_'iytablehasheaders
table has headers is 1 [Person North South East
checked. If > IMelissa o 33 200 Cancel
everything looks 3 fiacob i e e S
good, click OK. 4 lSarah 3500 300 5000
5 [Michael 4000 1000 2000
6. A table will appear. L —]
Immediatelg change Table Name: Sunm‘nanzewlth PivotTable :
the table's name. Database{ B+A Remove Duplicates Insert | Expr
D Resize Table %Conved to Range Slicer v
| recommend _
changing t0 Properties Tools
“Database”. (Design
Al v fx P
tab > Table Name.) - =r=on
A B G D |
1 |i; M North B2 South B4 East v
2 |Melissa 5000 300 200
3 |Jacob 4000 200 100
4 |Sarah 3500 300 5000
5 |Michael 4000 1000 2000
6




Click Steps

Screen Shots

. i Page Layout Formulas Data Review View Developer ACROBAT Design Q Tell me what you want to do
7. With the table
selected, go to the i2] ? O g 27 dsoe 1% '2';!1' B oale 0V . BB
. ctur . El . - olumn Win/ icer Ime
Insert tab and PivotTable Re;::g:;zrzsfd Pictures p(l)crxy:s o & My Add-ins ~ Recos::::ded o \_LJL - Line Column b Slicer Ti
IﬂSIght anew 2_d Tables lllustrations Add-ins J_lb i Sparklines Filters
Column Chart Chart 2 fx 3-D Collashn ] \ -
v T 1 A v
- In 89 09 51 Lo
2 Melissa 5000 300 200 2-D Bar
3 |Jacob 4000 200 100 S
4 |Sarah 3500 300 5000 ;\ I—'i —“‘
5 |Michael 4000 1000 2000
6 3-D Bar
7 6000 ;v 7; L‘—\
8 5000 ‘—I == ‘_'_‘
9
10 4000 lud More Column Charts,
11 3000 N
12
13 2000
14 1000
15
16 issa Jacob h Michael
17
18 North uth st
19
8. Notice your chart
does not include the A C
West region. To get
that data, go to the 1 |Person
Example worksheet 2 |Melissa
tab. b
3 Jaco
S. Select the West
data, press CTRL+C 4 |Sarah
to copy. .
Py 5 |Michael
A
10. Go back to the Excel Aot c D E F G H ! ) K L M
Table worksheet tab. 2 [Melissa 5000 300 200 300
3 |Jacob 4000 200 100 200 Chart Title
Select cell E'_I‘ Press 4 |Sarah 3500 300 5000 100 000
CTRL+V. Notice the 5 |Michael 4000 1000 2000 300 ) 4
. 6 5000
chart automatically ;
updates. 5
10 2000
11 1000
12
13 .
12 Melissa Jacob ah Michael
15 rth South st st
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Screen Shots

11. Go to cell A6. Add
your name and some
sample data for each
region. Notice chart
now updates once
again to reflect the
additional data.
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Melissa 5000 300 200 300
Jacob 4000 200 100 200
Sarah 3500 300 5000 100
Michael 4000 1000 2000 300
Jo 2000 300 400 200]
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