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Tutorial

Data Visualization (3):

Constructing Graphs in Microsoft Word, Excel and PowerPoint

TANAKA Yusuke (Toyo University, Center for Global Education and Exchange)

Abstract:

In this paper, I give several examples of graph construction using Microsoft Word, Excel, and
PowerPoint. In describing the process of constructing the graphs, I focus on the following
contents: (1) data visualization materials, (2) visualization procedures, (3) graph construction
methods and the points to note, (4) the conversion and insert of graphs, (5) the storage
format and sending mode. Specifically, I handle the comparison graph of quantity and the
breakdown of the data, the 3-D graph multiplying several data, the pyramid diagram that
shows the structure, the four-quadrant diagram that shows the state, the map that shows the
regional characteristics and distribution, the graph that shows the change of ratio, the graph
that show the transition of amount, the graph that shows the change and background of
multi-data, the graph that shows the procedures and flows, and the graph of chronologies.

Keywords: Word, Excel, PowerPoint, comparison graph, 3-D graph, pyramid diagram, four-

quadrant diagram, map, line chart, stacked bar chart, procedure figure,
chronology
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