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 i  •  Course Information

EXCEL 2019: LIFE BEYOND THE SPREADSHEET 
PART 1

This course covers charts and graphics. Topics covered include: customizing charts from the chart tools 
context tab, data visually with Sparklines, adding text box and arrow to a chart, adding WordArt and 
SmartArt, printing charts, and more.

LEARNING ASSIGNMENTS AND OBJECTIVES 

As a result of studying each assignment, you should be able to meet the objectives listed below each 
individual assignment.

SUBJECTS

Chapter 1: Excel 2019: Life Beyond The Spreadsheet Part 1

Study the course materials from pages 1 to 47
Complete the review questions at the end of each chapter
Answer the exam questions 1 to 10

Objectives:

• Identify how to create great-looking charts.
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NOTICE
This course and test have been adapted from supplemental materials and uses the materials 
entitled Excel 2019 for Dummies by Greg Harvey, PhD. Copyright © 2018 by John Wiley & 
Sons, Inc. Displayed by permission of the publisher, John Wiley & Sons, Inc., Hoboken, New 
Jersey. All rights reserved.

Limit of Liability/Disclaimer of Warranty: While the publisher and author have used their best 
efforts in preparing this book, they make no representations or warranties with respect to the 
DFFXUDF\�RU�FRPSOHWHQHVV�RI�WKH�FRQWHQWV�RI�WKLV�ERRN�DQG�VSHFL¿FDOO\�GLVFODLP�DQ\�LPSOLHG�
ZDUUDQWLHV�RU�PHUFKDQWDELOLW\�RU�¿WQHVV�IRU�D�SDUWLFXODU�SXUSRVH��1R�ZDUUDQW\�PD\�EH�FUHDWHG�
or extended by sales representatives or written sales materials. The advice and strategies 
contained herein may not be suitable for your situation. You should consult with a professional 
ZKHUH�DSSURSULDWH��1HLWKHU�WKH�SXEOLVKHU�QRU�DXWKRU�VKDOO�EH�OLDEOH�IRU�DQ\�ORVV�RI�SUR¿W�RU�DQ\�
other commercial damages, including but not limited to special, incidental, consequential, or 
other damages.

The End User shall be permitted to use the Licensed Content for internal purposes only and 
not for resale or distribution. The Licensed Content is provided on an “as is” basis and with-
out any warranties of any kind, express or implied. CCH INCORPORATED AND ITS LICEN-
SORS AND AFFILIATES DISCLAIM ALL WARRANTIES WITH RESPECT TO THE LICENSED 
CONTENT, EXPRESS OR IMPLIED, INCLUDING BUT NOT LIMITED TO, WARRANTIES 
OF MERCHANTABILITY, FITNESS FOR A PARTICULAR PURPOSE, NON-INFRINGEMENT, 
TITLE, QUIET ENJOYMENT AND INFORMATION COMPLETENESS, CURRENCY OR AC-
CURACY.

End User assumes all responsibilities and obligations with respect to the selection of the Li-
censed Content to achieve End User’s intended results. End User assumes all responsibilities 
and obligations with respect to any decision or advice made or given as a result of the use or 
DSSOLFDWLRQ�RI�WKH�/LFHQVHG�&RQWHQW��&&+�DQG�LWV�OLFHQVRUV�DQG�DI¿OLDWHV�DUH�QRW�HQJDJHG�LQ�WKH�
rendering of legal, accounting, tax or other professional advice or services. If legal, accounting, 
tax or other expert assistance is required, the services of a competent professional should be 
sought.

This course is sold with the understanding that the publisher is not engaged in rendering legal, 
accounting, or other professional advice and assumes no liability whatsoever in connection 
with its use. Since laws are constantly changing, and are subject to differing interpretations, we 
urge you to do additional research and consult appropriate experts before relying on the infor-
mation contained in this course to render professional advice.
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Program publication date 11/5/2018
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EXAM OUTLINE

• TEST FORMAT: 7KH�¿QDO�H[DP�IRU�WKLV�FRXUVH�FRQVLVWV�RI����PXOWLSOH�FKRLFH�TXHVWLRQV�
DQG�LV�EDVHG�VSHFL¿FDOO\�RQ�WKH�LQIRUPDWLRQ�FRYHUHG�LQ�WKH�FRXUVH�PDWHULDOV�

• ACCESS FINAL EXAM: /RJ�LQ�WR�\RXU�DFFRXQW�DQG�FOLFN�7DNH�([DP��$�FRS\�RI�WKH�¿QDO�
exam is provided at the end of these course materials for your convenience, however you 
must submit your answers online to receive credit for the course.

• LICENSE RENEWAL INFORMATION: 7KLV�FRXUVH�TXDOL¿HV�IRU�2 CPE hours.

• PROCESSING: <RX� ZLOO� UHFHLYH� WKH� VFRUH� IRU� \RXU� ¿QDO� H[DP� LPPHGLDWHO\� DIWHU� LW� LV�
submitted. A score of 70% or better is required to pass. 

• CERTIFICATE OF COMPLETION: Will be available in your account to view online or 
print. If you do not pass an exam, it can be retaken free of charge.
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CHAPTER 1: CHARMING CHARTS 
AND GORGEOUS GRAPHICS

Chapter Objective

After completing this chapter, you should be able to:
• Identify how to create great-looking charts.

In This Chapter

• Creating great-looking charts with just a few clicks

• Customizing the chart from the Chart Tools contextual tab

• Representing data visually with sparklines

• Adding a text box and arrow to a chart

• Inserting 2-D line art, icons, pictures, and 3-D model graphics into your worksheets

• Adding WordArt and SmartArt to a worksheet

• Printing a chart without printing the rest of the worksheet data

As the Chinese sage Confucius was reported to have once observed, “A picture is worth a thousand 
words” (or, in our case, numbers). By adding charts to worksheets, you not only heighten interest in the 
otherwise boring numbers, but also illustrate trends and anomalies that may not be apparent from just 
looking at the values alone. Because Excel 2019 makes it so easy to chart the numbers in a worksheet, 
you can also experiment with different types of FKDUWV�XQWLO�\RX�¿QG�WKH�RQH�WKDW�EHVW�UHSUHVHQWV�WKH�data 
— in other words, the picture that best tells the particular story.

MAKING PROFESSIONAL-LOOKING CHARTS

I just want to say a few words about charts in general before taking you through the steps for making 
them in Excel 2019. Remember your high school algebra teacher valiantly trying to teach you how to 
graph equations by plotting different values on an x-axis and a y-axis on graph paper? Of course, you 
were probably too busy with more important things like cool cars and rap music to pay too much attention 
to an old algebra teacher. Besides, you probably told yourself, “I’ll never need this junk when I’m out on 
my own and get a job!”

Well, see, you just never know. It turns out that even though Excel automates almost the entire process 
of charting worksheet data, you may need to be able to tell the x-axis from the y-axis, just in case Excel 
doesn’t draw the chart the way you had in mind. To refresh your memory and make your algebra teacher 
proud, the x-axis is the horizontal axis, usually located along the bottom of the chart; the y-axis is the 
vertical one, usually located on the left side of the chart.
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In most charts that use these two axes, Excel plots the categories along the x-axis at the bottom and 
their relative values along the y-axis on the left. The x-axis is referred to as the Category axis, while the 
y-axis is referred to as the Value axis. Often, the x-axis can be thought of as the time axis because the 
chart often depicts values along this axis in time periods, such as months, quarters, years, and so on.

Remember

Worksheet values represented graphically in the chart remain dynamically linked to 
the chart so that, should you make a change to one or more of the charted values in the 
ZRUNVKHHW��([FHO�DXWRPDWLFDOO\�XSGDWHV�WKH�D̆HFWHG�SDUW�RI�WKH�FKDUW�WR�VXLW�

Excel 2019 offers you many quick and easy ways to chart your data. Before you use any of these 
methods, you need to indicate the data you want graphed. To do this, you simply position the cell pointer 
somewhere within the data table to select one of its cells. If, however, you want to chart only a part of the 
data within a larger table, in that case, you must select the values and headings you want included in the 
new chart.

Charts thanks to Recommendation

My personal favorite way to create a new chart in Excel 2019 is with the Recommended Charts command 
button on the Insert tab of the Ribbon (Alt+NR). When you use this method, Excel opens the Insert Chart 
dialog box with the Recommended Charts tab selected, similar to the one shown in Figure 10-1. Here, 
you can preview how your data will appear in different types of charts by simply clicking its thumbnail in 
WKH�OLVW�ER[�RQ�WKH�OHIW��:KHQ�\RX�¿QG�WKH�W\SH�RI�FKDUW�\RX�ZDQW�WR�FUHDWH��\RX�WKHQ�VLPSO\�FOLFN�WKH�2.�
button to have it embedded into the current worksheet.

FIGURE 10-1

Insert Chart dialog box with the Recommended Charts tab selected.
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Charts from the Ribbon

To the right of the Recommended Charts button in the Charts group of the Ribbon’s Insert tab, you 
¿QG�SDUWLFXODU�command buttons with drop-down galleries for creating the following types and styles of 
charts: 

• Insert Column or Bar Chart to preview your data as a 2-D or 3-D vertical column chart 
or horizontal bar chart

• Insert Hierarchy Chart to preview your data as a 2-D Treemap or Sunburst chart

• ,QVHUW�:DWHUIDOO��)XQQHO��6WRFN��6XUIDFH�RU�5DGDU�&KDUW to preview your data as a 2-D 
waterfall, funnel, or stock chart (using typical stock symbols), 2-D or 3-D surface chart, or 
3-D radar chart

• Insert Line or Area Chart to preview your data as a 2-D or 3-D line or area chart

• Insert Statistic Chart to preview a statistical analysis of your data as a 2-D histogram or 
box and whisker chart

• Insert Combo Chart to preview your data as a 2-D combo clustered column and line 
chart or clustered column and stacked area chart

• Insert Pie or Doughnut Chart to preview your data as a 2-D or 3-D pie chart or 2-D 
doughnut chart

• ,QVHUW�6FDWWHU� �;�<��RU�%XEEOH�&KDUW� to preview your data as a 2-D scatter (X,Y) or 
bubble chart

• Insert Map Chart�WR�SUHYLHZ�FDWHJRULHV�DFURVV�UHJLRQV�LQ�\RXU�GDWD�DV�D���'�¿OOHG�PDS�
chart

• PivotChart to preview your data as a PivotChart (see Chapter 9 for more on creating this 
special type of interactive summary chart)

When using the galleries attached to these chart command buttons on the Insert tab to preview your 
data as a particular chart style, you can embed the chart in your worksheet by simply clicking its chart 
icon.

If you’re not sure what type of chart best represents your data, rather than go through the different chart 
type buttons on the Ribbon’s Insert tab, you can use the All Charts tab of the Insert Chart dialog box 
shown in Figure 10-2 to try out your data in different chart types and styles. You can open the Insert 
Chart dialog box by clicking the Dialog Box launcher in the lower-right corner of the Charts group on the 
Insert tab and then display the complete list of chart types by clicking the All Charts tab in this dialog box.


