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 Using Data to Create a Chart in Excel 2003 
 

You can make virtually anything into a chart, which can then be posted in 

your classroom.   

 

You can show the number of books your students have read, the studentsô 

reading level, studentsô height, age, studentsô 40-yard dash times, and 

many others.   

 

The charts can be printed for posting in your classroom or printed to show 

parents during conferences.   

 

Follow these simple steps. 

 

Step One: Open Excel 
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Optional: You may want to view the spreadsheet in a larger version.  It might make 

things easier when you are typing information into the spreadsheet.  Click on ñViewò and 

then ñZoom.ò  A window will open asking you which percent youôd like to zoom into.  For 

this example, we will 

choose 200%.  Click 

ñOK.ò 

 

 

 

 

 

 

 

 

 

Step Two: Enter information in the spreadsheet. 
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Step Three:  Highlight the information by moving the curser over the cell in the top left; 

left click (hold it down) and drag until all of your information is highlighted. 

 

You are now ready to insert a graph.  It is important to note that the information must be 

highlighted.  You do 

not have to hold down 

the left click on the 

mouse any longer. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step Four:  Click on ñInsertò and then ñChart.ò 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

©2009 by Mark Littlefield www.mrlittlefield.com  
 

 

Step Five:  Choose which type of chart you would like.  You can choose between 

several different options.  The highlighted chart will show you what style (3-D or stacked 

columns) that you will be using with your chart.  Click ñNext.ò 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step Six:  Currently, the month will be on the x axis and the key will show the studentsô 

names.  Click on ñRowsò to switch the information.  Click ñNextò  
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Step Seven:  You can then name your chart by typing in the title where it says ñChart 

title.ò  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step Eight: 

Printing will 

be much 

easier if you select ñAs a new sheet.ò 

 

 

Step Nine:  

Youôre done!  

Just print! 

 

 

 

 

 

 

 

 

 


