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About the Tutonial

Advanced Excel is a comprehensive tutorial that provides a good insight into the latest
and advanced features available in Microsoft Excel 2013. It has plenty of screenshots that
explain how to use a particular feature, in a step-by-step manner.
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This tutorial has been designed for all those readers who depend heavily on MS-Excel to
prepare charts, tables, and professional reports that involve complex data. It will help all
those readers who use MS-Excel regularly to analyze data.

Prerequisites

The readers of this tutorial are expected to have a good prior understanding of the basic
features available in Microsoft Excel.
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1. EXCEL—CHART RECOMMENDATIONS

Change in Charts Group

The Charts Group on the Ribbon in MS Excel 2013 looks as follows:

= - = - o
T
Recommended PivotChart

Charts @~ [ .

Charts P

You can observe that:

e The subgroups are clubbed together.

¢ A new option ‘Recommended Charts’ is added.
Let us create a chart. Follow the steps given below.
Step 1: Select the data for which you want to create a chart.

Step 2: Click on the Insert Column Chart icon as shown below.

tutorialspoint
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Insert Column Chart

mew o
e P dulee e Do
WAR ey AT WA BN S N

When you click on the Insert Column chart, types of 2-D Column Charts, and 3-D Column
Charts are displayed. You can also see the option of More Column Charts.

Step 3: If you are sure of which chart you have to use, you can choose a Chart and proceed.

If you find that the one you pick is not working well for your data, the new Recommended
Charts command on the Insert tab helps you to create a chart quickly that is just right for
your data.

w tutorialspoint
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Recommended Charts

BEl o v mcruvour  omwass  osTa  REEW  [ew  mOURE  PoweRRy DESIGH  FORMAT
4

1

1
¢l
Ll

o
-y

SHE 580 S5 1% SLE 3N ST Si5.034
STE9TD S8BT M7 SAE i) S5 SES 571423
S22 06 S131, 550 ST0I2 STL003 SELAM
S16.7I0 £1%, 730 11109 S11.35% 517884
£15.35 a2 6% 520,850 S6.068 SrLam
Chart Recommendations

Let us see the options available under this heading. (use another word for heading)
Step 1: Select the Data from the worksheet.

Step 2: Click on Recommended Charts.

The following window displaying the charts that suit your data will be displayed.

w tutorialspoint
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Insert Chart 7

Recommended Charts  all Charts

#  Clustered Column

i

oy

Fo I

""" ol I[ ikl .

Chart Title
ul I|

W
1 —

560,000

. e 40,000
S —ual
P IO MOIC EEAT EGI0 IMEIXIISED 3AaS =Lux
. 1 Mkl .

|ll I |I|
11 2012

Cancel

. 2008 008 0 011
s — WClamics W hystery M Romance WSCHFE Fantasy W Young Adult
== I
s T
— - — A clustered column chart is used to compare values across a few categories,
e W W Use it when the order of categories is not important,

Step 3: As you browse through the Recommended Charts, you will see the preview on the

right side.
Step 4: If you find the chart you like, click on it.

Step 5: Click on the OK button. If you do not see a chart you like, click on All Charts to see

all the available chart types.
Step 6: The chart will be displayed in your worksheet.
Step 7: Give a Title to the chart.

I@' tutorialspoint
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G oM | MSERT O PAGELAYOUT  FORMULAS  DATA  REV VIEW  INQUIRE  POWERPWOT DESIGN Rarnan,

o W = A .

, o Cut Calibri - W #- ap Test Genersl E 4 Ty 5 2 Aatosum - Ay F Y
2 Copy ~ h - & T Fill = -

Paste B I U- Py . = & § -0 s o @ anad Formatas  Cell Irsert Delete Format Sont & Find &
¥ Farmat Paanter - Formatting = Table= Styles~ - Cheas = Filter = Select =
liphoard Fant Alignment Nusmber styles Ed

Al fr || Genre

A B C D E F G H K M M o P Q R

(lGence  BJ2o0s  El2000 [ - ECCI - ETCCO - TR - |

2 Classies 518,580 $49,205 616,326  $10017  $26134 .

» Fiction Book Sale: i

3 Mystery S7970  $82260  S4B,640  S49,985  ST3AZB ) o s Chart Title

i Romance 524,236 $131,3%0 79,022 $71,009 581,474 £140,000

5 Sci-Filk Fantasy 516,730 $19,730 £12,109 £11,355 $17,686 $120,000

6 Young Adult 35,358 SA26B5 520,893 51 21,388 £100.000

vl I|I| 1 |-I . |-| |‘ll
2008 2009 2000 2011 012
u Oasscs Myzery mRomance mScHFI& Fantasy @ Young Adul

Fine Tune Charts Quickly

Click on the Chart. Three Buttons appear

are:

next to the upper-right corner of the chart. They

Chart Elements
Chart Styles and Colors, and
Chart Filters

You can use these buttons-

&

To add chart elements like axis titles or data labels
To customize the look of the chart, or

To change the data that’s shown in the chart

11
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[T

SO, S S

gy b K A I P
Mty FE R S a Say LR ] Ernage
i p L M jran o LA
s F o Famtang 358, T S8 T §a2 WA ELLE 17 .
Femarng il dan, may s o dass Lo

s Charh Elemeents
o+ a=—— Chark Styles and Colors
7 +— Chart Fillers

Select/ De-select Chart Elements

Step 1: Click on the Chart. Three Buttons will appear at the upper-right corner of the chart.

Step 2: Click on the first button Chart Elements. A list of chart elements will be displayed

under the Chart Elements option.

H J K L M N P Q R 5
=1 & Aoes
140,000 A 5 o

- |:| Aois Titles

{120,000 ¥ Chart Title

5100,000 ] Data Labels

80,000 D Data Table

o D Errar Bars
50,000

’ Gridlines
540,000 Legend
520,000 I I I [] Trendline

. | HUN ikl ol Kl

2008 2009 2010 2011 2012
m Classics Mystery mRomance mSci-Fi& Fantasy mYoungAdult
tutorialspoint
EIMPLYEAEYLEARMNING
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Step 3: Select / De-select Chart Elements from the given List. Only the selected chart
elements will be displayed on the Chart.

&y % Cu T Rl . #
By »- A dide
clect
Jx v
Classics | 18580 $49,225  $16326  S10007 526,134 Fiction Book Sales S CHART LIMINTS
Mystory $78,970 $82,262 48640 549,989 $73428 ; o
¢ Romance S4.256  S1313%  $M022  STO00M  SE1AM s
% i,&l;v‘..n.': $16,730 $19,730 $12,109 $11,385 $17,680 . Vi Chaet Title
T
¥ Adult X L X 2 ' A . 9
oungAdult | §35,358 S42685  $20.893 16065 $21.388) i3 I I AI : : L Selected
< almal Dbl afha ofhae il ~Sped Chart Elements
% g 7 Gridline

Step 1: Click on the Chart. Three Buttons will appear at the upper-right corner of the chart.

Step 2: Click on the second button Chart Styles. A small window opens with different options
of STYLE and COLOR as shown in the image given below.

Step 3: Click on STYLE. Different options of Style will be displayed.

13
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. LN

B (00

o Il I I
20

g Wyrery  mEgTane

Fiction Book Sales
III I‘II " Ill ||||

STYLE

P
+
|‘J| STME  COLOS
T

- oul {L ._|_.| |. |_|-1

Step 4: Scroll down the gallery. The live preview will show you how your chart data will look
with the currently selected style.

Step 5: Choose the Style option you want. The Chart will be displayed with the selected Style

as shown in the image given below.

&
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BEEE ot NSERT  RMGELAOUT  FORMULAS  DATA  REVEW  VIEW  INQUIRE  POWERPNVOT DESIGH Rarmana Vacana =

P X i ks ==l Bwwm o B B B W) Treen by gy

1 - - - [ Fa = =
Paat BF U - . Pra g - oy . % Condional Foematas Cell  Insest Delete Fornat Sk Find &
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Format Color

Step 1: Click on the Chart. Three Buttons will appear at the upper-right corner of the chart.
Step 2: Click on Chart Styles. The STYLE and COLOR window will be displayed.

Step 3: Click on the COLOR tab. Different Color Schemes will be displayed.
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Advanced Excel

Step 4: Scroll down the options. The live preview will show you how your chart data will look
with the currently selected color scheme.

Step 5: Pick the color scheme you want. Your Chart will be displayed with the selected Style
and Color scheme as shown in the image given below.
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You can change color schemes from Page Layout Tab also.
Step 1: Click the tab Page Layout.
Step 2: Click on the Colors button.

Step 3: Pick the color scheme you like. You can also customize the Colors and have your own
color scheme.

Filter Data being displayed on the Chart

Chart Filters are used to edit the data points and names that are visible on the chart being
displayed, dynamically.

Step 1: Click on the Chart. Three Buttons will appear at the upper-right corner of the chart.

Step 2: Click on the third button Chart Filters as shown in the image.
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Step 3: Click on VALUES. The available SERIES and CATEGORIES in your Data appear.
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Step 4: Select / De-select the options given under Series and Categories. The chart changes
dynamically.

Step 5: After, you decide on the final Series and Categories, click on Apply. You can see that
the chart is displayed with the selected data.
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2. EXCEL—FORMAT CHARTS

The Format pane is a new entry in Excel 2013. It provides advanced formatting options in
clean, shiny, new task panes and it is quite handy too.

Step 1: Click on the Chart.
Step 2: Select the chart element (e.g., data series, axes, or titles).
Step 3: Right-click the chart element.

Step 4: Click Format <chart element>. The new Format pane appears with options that
are tailored for the selected chart element.

Format Axis

Step 1: Select the chart axis.

Step 2: Right-click the chart axis.

Step 3: Click Format Axis. The Format Axis task pane appears as shown in the image
below.
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You can move or resize the task pane by clicking on the Task Pane Options to make working

with it easier.

AT PG L QT O AS DT L by VEW LY FOWERFTVDT DERCN FORALT

' - Bme Baon Beu =

18580 IR RN famr Mok

STEAM SLNG  MAM0 SN STIAN Fiction Book Sales
L SMIM SULMO SR STLOY  SLAM 4142 00
P70 SISO Sl S e 138,800

¢S SUSE Do RGO Siim 1o 500
HiC X0

580 D00

B

a0niss sMyBry giieeact oML Pietily @ Toen| At

- IIIII I]‘ll |I|.l .I|.| IIIII_

Farmara Ve -

Format Axis
Pane

X

+

AN RTINS ™ TIXT DFTONS
S ]

S SIS

_/ :.\
T
—— Task Pane

AmS Options

MUIER

The small icons at the top of the pane are for more options.

M ' tutorialspoint

EIMPLYEAEYLEARNINGEG

20



Advanced Excel

I
BEI cove  nsom mctLeouT | RORMULAS  DATA  BEVEW  VEW  INQURE  POWERPNOT  DESGN  FORMAT Ramnara Varani = |
B [ R St @ ,
A Fanty + t -
Themes Marging Oreristion  Sae  F i Background Selection  Aign
= |9 Effects~ - - - Fane =
Themes Scale 10 Fit © Arange Fill & Line Size & Properties .,
Chart1 - fl
E C D E F G H ] K LY * 0 Po- .
008 Mo Haow Hon Bae Fprmat Ax "X
2 $18580  S8,20%  S16326 510007 K261 - + e
3 STEST  SEL262  MGGMD  S45585 STAAM Fiction Book Sales SOFTIONS =} TR GRS
4 4236 513,390 $T8022 STLOOS  SELATE §140,000 g > O l— ..
5 516,730 519,73 $12109  SIL3SS  S17.686 510,000 Axis Optiors
5 356 542685 3 S16.068 - T R I—
; $20,000 TIK
3 550,000 LABEL
W0 S48, 001 I NUMEER
' 30,000
: -l II il b Bl
= [ 2008 201 012
o ' . ) Effects
e EONEEG g Mymery EROTENE  mSOFILFERMy @Yo ASa
16
-

Step 4: Click on Axis Options.
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Step 5: Select the required Axis Options. If you click on a different chart element, you will
see that the task pane automatically updates to the new chart element.

Step 6: Select the Chart Title.
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Format Chart Title

Step 7: Select the required options for the Title. You can format all the Chart Elements using
the Format Task Pane as explained for Format Axis and Format Chart Title.
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Provision for Combo Charts
There is a new button for combo charts in Excel 2013.
Comba Charts
3 1% . . L - S - =

The following steps will show how to make a combo chart.

Step 1: Select the Data.

Step 2: Click on Combo Charts. As you scroll on the available Combo Charts, you will see

the live preview of the chart. In addition, Excel displays guidance on the usage of that
particular type of Combo Chart as shown in the image given below.
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Step 3: Select a Combo Chart in the way you want the data to be displayed. The Combo
Chart will be displayed.
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3. EXCEL—-CHART DESIGN

Ribbon of Chart Tools

When vyou click on vyour Chart, the CHART TOOLS tab, comprising of the
DESIGN and FORMAT tabs is introduced on the ribbon.

Step 1: Click on the Chart. CHART TOOLS with the DESIGN and FORMAT tabs will be
displayed on the ribbon.
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Let us understand the functions of the DESIGN tab.
Step 1: Click on the chart.
Step 2: Click on the DESIGN tab. The Ribbon now displays all the options of Chart Design.
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Chart Design Options

Gewse _ Eows |
Qeatrs s

oo RN ey
Uyt taes I a0 =00 4 ey
L e Bz e e Sriom
= A wtan fad " Sz e L S
egAsA | touaw Saan DA A

2Rm
sy
sian
S17 .40

s

= B
Lid MALil LAl . L- ” ™ : .

-

: 4

The first button on the ribbon is the Add Chart Element, which is the same as the Chart
Elements, given at the upper right corner of the Charts as shown below.
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End of ebook preview
If you liked what you saw...
Buy it from our store @ https://store.tutorialspoint.com
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