
Using Charts in the CCI 
Board Report Spreadsheet 

 
(Office 2007 version) 



Board Report Charts 
To chart a comparison of current budget 
amounts,  you will first want to remove all 
of the numeric fields EXCEPT the current 
budget field.  Click once on the header 
and click and drag up and to the right 
until you see the red x.   

In this 
example, we 
will chart 
budget based 
on program 
area for fund 
1. 



Board Report Charts 

When charting, you 
should narrow your 
information down to 
small pieces of 
information.  For 
example, we might 
want to chart this by 
fund. 

Click on the filter for 
fund and select Fund 
1 

We may also want to remove 
the Program number and leave 
just the PRC Description.  
When charting, remove all 
unnecessary data items. 



Create the chart 

Now that we have just the 
information that we need for the 
chart, we are ready  to create our 
chart. 

Click on Insert from the menu and 
select the type of chart to insert. 



Changing the Scale Your chart will 
look similar to 
this one.    

If you need to change the scale, right click 
on the scale and select “Format Axis” 

Set 
minimum 
to 0 



Filtering data on the chart 
Note:  The chart will automatically 
adjust as you filter and re-arrange data 
on the pivot table. 

For example, to change the 
chart to show just purpose 
code 5110 – filter on the 
Purpose code field on the 
pivot table.  Notice the change 
in the chart… 



Changing the Title 
To change the title – simply click in 
the title and type.  Right click on 
the title to access the formatting 
toolbar. 



Changing the background 

Right click in a blank area 
around the chart and select 
“Format Chart Area” 

Select options for the 
“Fill”.  Note – try using a 
Gradient fill for an 
interesting effect. 



Changing the font 

Right Click on the area where you want 
to change the font.  Select “Format…” 

Click on the Font 
tab and select the 
style and color of 
the font. 



Selecting the Type of Chart 

The default type is a bar chart.  You can change the chart type.  Right click in a 
blank area on the chart and select “Change Chart Type”  



Copy the chart into Word 

Important:  There is a one to one 
relationship between the pivot table 
and the chart.  If you filter or change 
the data on the pivot table, the chart 
will change as well.  If you want to 
create multiple charts from your data 
then create the chart and format it.  
Then copy the chart into a word 
document. 

Right click on a 
blank space on the 
chart and select 
Copy. 
 
Go to the Word 
Document and 
paste.   
 



Example 1 – Budgets by Fund 
Drag all pivot items off of 
the pivot table EXCEPT the 
Fund and the Current 
Budget.  Select Insert, 
Column Chart 

Right click on the chart and 
select “Change Chart Type” 
and change to a Pie Chart. 
 

Right Click 
and select 
“Add Data 
Labels” 

Right Click and select 
Format Data Labels 



Example 2 – Budgets by 1-digit 
Purpose Code 

Drag all pivot items off of 
the pivot table EXCEPT the 
Fund and the Current 
Budget.  Select Insert, 
Column Chart  

Right click on the 
pivot table and 
select “Show Field 
List” 

Scroll down on 
the field list 
window place 
a check mark 
next to “1 digit 
Purp Desc” 



Example 2 (cont’d) 

Filter in the pivot 
table by individual 
funds to see this 
information for a 
particular fund… 



Example 3 – 1 digit & 2 digit purpose 

Drag away all numeric 
data fields EXCEPT the 
current budget. 

Drag all fields 
EXCEPT the fund to 
the top portion of 
the pivot table 

Right click on the 
pivot table and 
select “Show Field 
List”  Scroll down  
And place check 
marks next to “1 
digit Purp Desc” and 
“2 digit Purp Desc” 



Example 3 (cont’d) 

Filter for Instructional 
Services on the 1 digit 
purpose desc 

Your data should look similar to this 
– now chart it! 

Remember – you can filter 
and select another 1 digit 
purpose code right from the 
chart! 


