UNIT 9: GRAPHS AND CHARTS
SCENARIO
You are working in the accounting department at Surprise Garden Centres, and you have been asked to present the financial results in graphical form for the Financial Committee. You have a number of different tasks to perform, using the data from the following files.

· current.csv 
a  datafile containing the basic financial results for year 2003.

· history.csv 
a  datafile containing a summary of results for years 1998- 2002.

You must prepare the graphs and charts according to the following information:

· House Style Guidelines

· Specific graph/chart instruction for individual tasks

HOUSE STYLE GUIDELINES
Page Setup

· Use A4 paper

· Margins:
· top 2 cm

· bottom 2 cm

· left 2 cm

· right 2 cm

· Header 
Candidate name and centre number

Pie charts

· typeface 
sans serif 

· text size


 
title 
font size 18, bold 

 
sub-title 
font size 16, bold and italic
 
data labels 
font size 14

 
legend 
font size 14

Bar/column charts, line graphs and XY scatter graphs

· typeface 
sans serif 
· text size


 
title 
font size 18, bold 

 
sub-title 
font size 16, bold 

 
x axis title 
font size 14, bold and italic
 
y axis title 
font size 14, bold and italic
 
other text/numbering on x axis 
font size 12
 
other text/numbering on y axis 
font size 12
 
legend 
font size 12
· text box labels 
font size 10, border not visible

· trendline equation 
font size 12,
TASK 1
You have been asked by the Financial Committee to provide a graph comparing the centre sales for each year over a five year period, 
1.  Using the appropriate software, open the data file called history and save it using the same name, but with the normal file type for your software.
2.  Create a comparative vertical bar chart with a legend showing the years, to plot the annual sales by Centre, using the following titles:

Title: 

Surprise Garden Centres
X axis title: 
Garden Centre
Y axis title: 
Sales per Centre
3.  Ensure that the data series can be clearly distinguished when printed – either by using colours or by a pattern fill if you have a monochrome printer. 

4.  Save the chart as a separate worksheet called Sales per Centre. 

5.  Format the y axis title so that it has an alignment of 0 degrees. 

6.  Format the y axis as follows:

scale

minimum value 0, maximum value 24000, interval 8000
numbers 
set to 0 decimal places

7.  Format the vertical bar chart according to the House Style Guidelines. 
8.  Save the spreadsheet workbook and print the chart using landscape orientation.

TASK 2
The Financial Committee would like to see an alternative graph showing the percentage contribution of the centres per annum over the five year period, 

1.  Using the appropriate software, open the spreadsheet workbook file called history.

2.  Create a 100% stacked vertical bar chart with a legend, to plot the annual sales by Year *, using the following titles:

Title: 

Surprise Garden Centres
X axis title: 
Sales year
Y axis title: 
Percentage of sales
3.  Ensure that the data series can be clearly distinguished when printed – either by using colours or by a pattern fill if you have a monochrome printer. 

4.  Save the chart as a separate worksheet called Percentage Sales. 

5.  Format the y axis title so that it has an alignment of 0 degrees. 

6. Format the y axis as follows:

scale

minimum value 0, maximum value 100, interval 20

numbers 
set to 0 decimal places

7.  Apply a different fill effect to each of the six series so that they are clearly distinguishable when printed.

8.  Format the vertical bar chart according to the House Style Guidelines. 

9.  Save the spreadsheet workbook and print the chart with landscape orientation.

* Note: This may require you to exchange rows and columns in the Chart wizard. 

TASK 3

You are required to show the total sales per annum for 1998-2002, and produce a trend line to help forecast the expected sales for 2003. 
1.  Using the appropriate software, open the spreadsheet workbook file called history.

2.  Create an XY scatter graph, with data points connected by lines, to show the values of Total sales for years 1998-2002, using the following titles:

Title: 

Surprise Garden Centres 
X axis title: 
Sales year
Y axis title: 
Total sales
3.  Save the chart as a separate worksheet called Total Sales. 

4.  Add a linear trendline to the graph and display the equation of the trendline below the legend. 

5.  Format the trendline so that it appears as a solid line with a thick line weighting.

6.  Make sure that you can visually estimate the projected value of 2003 from the chart.
7.  Format the XY scatter graph according to the House Style Guidelines.

8.  Set the page orientation to portrait for this chart. 

9.  Save the spreadsheet workbook and print the graph retaining portrait orientation.

TASK 4

You are requested to produce a graph showing the contribution that each garden centre has made towards the total sales for 2002. 
1. Using the appropriate software, open the file called current and save it using the same name, but with the normal file type for your software.
2.  Create an exploding pie chart to display the Sales for the individual garden centres for the year 2002.

3.  Set the Title as Surprise Gardens Sales Results for 2002.
4.  Ensure that each portion of the pie is distinctive in appearance. Do not use a legend.

5.  Format the data labels on the pie chart so that a Label and Percentage value is displayed for each portion of the pie. Ensure that each of the data labels can be read clearly.

6.  Save the pie chart as a separate worksheet called Sales 2002. 

7.  The Financial Committee is particularly interested in the results for the Jersey garden centre that was acquired in 2002. Format the data series and set the angle of the first slice to 60 degrees so that Jersey appears close to the top of the chart.

8.  Emphasise the Jersey segment by pulling it away from the rest of the chart.

9.  Split the Title into two lines, to create a subtitle:


Surprise Gardens Sales 


Results for 2002
10.  Format the pie chart according to the House Style Guidelines. 

11.  Save the spreadsheet workbook and print the chart in landscape orientation.

TASK 5
You are asked to show the sales per hectare for each centre, and the average sales per hectare. 
1.  Using the appropriate software, open the spreadsheet workbook file called current.
2.  Create a custom line-column graph to plot the Sales per hectare for each centre, with the Average sales per hectare as a line, using the following titles: 

Title: 

Surprise Garden Centres 
X axis title: 
Sales per hectare
Y axis title: 
Garden centres
3.  Save the chart as a separate worksheet called Average Sales. 

4.  Format the line-column graph according to the House Style Guidelines. 

5.  Format the line displaying the Average to a dashed line with markers set to point size 10 .

6.  Save the spreadsheet workbook and print the chart retaining landscape orientation.
The Average is Total Sales divided by Total Area.
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