Asia Database – Making Excel Charts


First, open the Excel database file.
Instructions A: (SORTING)
1. Click on the tab for the data you will be sorting. 
2. Click in the top left hand cell labeled Country.
3. Look at the right hand side of the Home menu and click on Sort&Filter.

4. Select “Custom Sort.” In the window, click on “Sort by” on the left hand side, at the pull down menu select the data you want to sort.
5. On the right hand side, select Smallest to largest for  People Per Car- all the other data will be sorted Largest to smallest
Instructions B: (CHART SELECTION)
1. Decide on your 5 countries – the best, the worst, your country and two other countries. DO NOT select a country with NA in the cell.
2. Highlight the best country and its data. Let up on the mouse button.
3. Hold down the Control Key - continue to hold the Control Key and select the other countries along with their data cells.
4. Click on Insert in the tool bar.
5. Select Column chart for the chart type (pull down the menu for Column  chart and select the top left hand chart)
6. Continue with Instructions C.
7. For the Life Expectancy chart continue with Special Instructions D.
Instructions C: (CHART CREATION)
For People per Car, Literacy Rate and Per Capita GDP follow these instructions:

1. Click on the Layout option at the top of the toolbar. Select Chart Title, select Above Chart. In the text box that appears on your chart, type in the title of the chart: Standard of Living in Asia. This will be the title for all four of your charts.
2. Click on Axis Titles and select Primary Horizontal Axis Title and select Title Below Axis –in the text box type Countries. 
3. Click on Axis Titles, select Primary Vertical Axis Title, and select Horizontal Title – in the text box type in the title of the data you are charting. 
Instructions D: (CHART CREATION - Special)
For Life Expectancy follow these directions:

1. Click on the Layout option at the top of the toolbar. Select Chart Title, select Above Chart. In the text box that appears on your chart, type in the title of the chart: Standard of Living in Asia
2. Click on Axis Titles and select Primary Horizontal Axis Title and select Title Below Axis –in the text box type Countries. 

3. Click on Axis Titles, select Primary Vertical Axis Title, and select Horizontal Title – in the text box type in the title of the data you are charting. 
4. To label the series information correctly, note that Series 1 is the male data and Series 2 is the female data. Place your curser over the Series box and right hand click. Click on Select data. On the left hand side, click once on the word Series 1 and then on the button Edit. In the next window, type in Male. Click O.K.

5. Click on Series 2, click Edit, and type in Female. Click O.K.

