
HOW TO ANALYZE DATA AND CREATE FIGURES IN EXCEL 

Descriptive Data Analysis in Excel 

1. Entering your scores. Choose an approach (i.e., rows or columns) that works
best for you and stick with it

2. Summarizing your data. Begin with numerical descriptions such as averages,
standard deviations, and frequencies.
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3. The standard deviation tells you how spread out in relation to the average the 
values in your dataset are. 

 

 

 

 

 

 

 

 

 

 

 

4. A frequency is simply the number of times a specified score occurred. Knowing 
this will also help you understand the distribution of your scores.  
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5. Compute the sum for the frequencies to make sure it adds up to the total 
number of students you have. Once you have the frequencies, you can 
compute the percentages for each. 
 

 

 

 

 

 

 

 

 

 

 

 

 

Creating a Column or Bar Graph in Excel 

1. Select your data. Here I selected the frequencies that were calculated above. 
 
 
 
 
 
 
 
 
 

2. Click Insert 
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3. Click on Insert Column or Bar Chart 

 
 

4. Click on either Column or Bar 

 
5. Let’s say you selected Stacked Bar. Once you select the type of graph/figure, it 

will automatically generate with your data you entered. 

 

 

 

 

 

 

 

 

 

 

Click on Insert Column 

or Bar Chart 

Clustered Column 

Stacked Column 
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6. If you would like to change the numbers along the Y-axis to whole numbers, 
simply click on the numbers and you will see the Format Axis open on the 
right side of the Excel sheet. 

 
7. If you would like to change the colors of the bars, right-click on the bar you 

wish to change and select the Fill colors you would like. You will need to do 
this for every color you wish to change. 
 

 
 
 

To make the Y-axis whole 

numbers, change the 

Major units to 1.0 and the 

Minor units to 0.2. 
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8. You may also add Data Labels to the figure by right-clicking on any bar and
selecting Add Data Labels. You will need to do this for every bar.

9. If you want to clean the chart up, you can delete the vertical gray lines by
clicking on them and striking “Delete” on your keyboard.

10. Your Stacked Bar chart is now ready for use!


