


This tutorial will guide you 
how to make charts out of 
the survey data you have 
collected.

Survey data is a strong 
communication tool!



Working with data might look very complicated, but it 
actually is simple if you follow the steps carefully. 

We have automated the charts based only on the questions 
in the Survey template that we shared with you! 

TO ANALYSE THE DATA



Go to your form and click on “responses” tab

1137 responses

Step 1- Click on 

“Responses”

Step 2- Click 

on this button



The responses open in Google Sheets

Step 3- Click 

on file



Download the MS Excel version

Step 4- Click on 

Download>MS Excel



Please do the following steps in
MS Excel ONLY.



Step 5- Enable editing to 

start editing. 

Open the downloaded CITY DATA file (We are using a sample) 

Note: The first row shows 

the questions



Step 6- Press Ctrl+A and 

click on “Wrap text” 

Wrap and Auto-fit the text for better readability

Step 7- Click on 

Format>Autofit 

Row Height 



Observe ROW 1 and match questions with next slide

Step 8- Check whether 

the COLUMNS in ROW 1 

are EXACTLY PLACED 

as the questions in next 

slide.

If not, then delete the 

columns.

Note: This sample has 

some extra questions 

for explaining the 

tutorial.



Note- Questions must match to generate the charts. 
We need columns till ‘Column O’. 

Delete the extra columns that do not match.

A B C D E F G H I J K L M N O

Gender Age

Do you 

use a 

personal 

motor 

vehicle? 

(Select 

Yes or No 

for each 

option) 

[Motorcycl

e/Scooter]

Do you 

use a 

personal 

motor 

vehicle? 

(Select 

Yes or No 

for each 

option) 

[Car/Jeep

]

Do you 

feel safe 

walking in 

the city? 

What 

problems 

do you 

face while 

walking in 

the city? 

(choose 

all options 

that 

apply)

Would 

you like 

the 

streets in 

the city to 

have 

places... 

(Select 

Yes or No 

for each 

option) 

[To sit, 

rest and 

socialise]

Would 

you like 

the 

streets in 

the city to 

have 

places... 

(Select 

Yes or No 

for each 

option) 

[To 

exercise]

Would 

you like 

the 

streets in 

the city to 

have 

places... 

(Select 

Yes or No 

for each 

option) 

[For 

children 

to play]

Do the 

streets in 

the city 

presently 

have 

places ... 

(Select 

Yes or No 

for each 

option) 

[To sit, 

rest and 

socialise]

Do the 

streets in 

the city 

presently 

have 

places ... 

(Select 

Yes or No 

for each 

option) 

[To 

exercise]

Do the 

streets in 

the city 

presently 

have 

places ... 

(Select 

Yes or No 

for each 

option) 

[For 

children 

to play]

How far 

from your 

home is 

the 

nearest 

public 

park?

How 

close to 

your 

home 

would you 

like the 

nearest 

public 

park?

In your 

street, if 

you could 

choose 

only one, 

what 

would it 

be?



Delete the columns that do not match 

Step 9: Delete the 

timestamp column. 

Right click on 

Column A, select 

delete

Step 10: This question is not in our 

template. Delete this column.



Ensure that you have columns till the letter ‘O’ 

A B C D E F G H I J K L M N O

Gender Age

Do you 

use a 

personal 

motor 

vehicle? 

(Select 

Yes or No 

for each 

option) 

[Motorcycl

e/Scooter]

Do you 

use a 

personal 

motor 

vehicle? 

(Select 

Yes or No 

for each 

option) 

[Car/Jeep

]

Do you 

feel safe 

walking in 

the city? 

What 

problems 

do you 

face while 

walking in 

the city? 

(choose 

all options 

that 

apply)

Would 

you like 

the 

streets in 

the city to 

have 

places... 

(Select 

Yes or No 

for each 

option) 

[To sit, 

rest and 

socialise]

Would 

you like 

the 

streets in 

the city to 

have 

places... 

(Select 

Yes or No 

for each 

option) 

[To 

exercise]

Would 

you like 

the 

streets in 

the city to 

have 

places... 

(Select 

Yes or No 

for each 

option) 

[For 

children 

to play]

Do the 

streets in 

the city 

presently 

have 

places ... 

(Select 

Yes or No 

for each 

option) 

[To sit, 

rest and 

socialise]

Do the 

streets in 

the city 

presently 

have 

places ... 

(Select 

Yes or No 

for each 

option) 

[To 

exercise]

Do the 

streets in 

the city 

presently 

have 

places ... 

(Select 

Yes or No 

for each 

option) 

[For 

children 

to play]

How far 

from your 

home is 

the 

nearest 

public 

park?

How 

close to 

your 

home 

would you 

like the 

nearest 

public 

park?

In your 

street, if 

you could 

choose 

only one, 

what 

would it 

be?

Note: Columns end at N, because 

1 question is missing.



Insert blank column if you have omitted a question

For ex: Question “How 

far from your home is 

the nearest public park? 

is missing for Column M

IF you have omitted a 

question in your CITY 

survey, then insert a 

blank column. 

Right click on column M>Insert 

to put a blank a column there.  



The cleaned sheet would look like this!



Open the survey template file from this link

Note:The template file has three tabs-

Responses, Chart Data & Charts

https://drive.google.com/file/d/1-GvZfzgCjEeyQh9IuUiw15nBYxAj0z-9/view?usp=sharing


Step 11: Select all 

the filled cells- DO 

NOT select the 

question row. Press 

Ctrl+C to copy the 

cells. 

Transfer responses from your CITY DATA file into Template File



This is what your sheet looks after matching the columns.Paste into the TEMPLATE file-Responses Tab

Step 12: Select A2 

and press Ctrl+V 



This is what your sheet looks after matching the columns.This is what the TEMPLATE file will now look like

Step 13: Go to 

CHARTS Tab



This is what your sheet looks after matching the columns.Refresh the tables to update the numbers

Step 15: Click 

on PivotTable

Analyze

Step 16: Click 

on Refresh

Step 17: Click 

on Refresh All

Step 14: Click 

on a chart



This is what your sheet looks after matching the columns.The charts will get updated automatically 



This is what your sheet looks after matching the columns.Scroll down further and check if all 10 charts are perfect-
With the % shown from 0% to 100%



This is what your sheet looks after matching the columns.Ensure text is readable in the charts

Note:You can change the size 

and colour of the text using this 

buttons here



This is what your sheet looks after matching the columns.Copy your charts and save it as an image

Step 18: Copy the charts. Press 

Ctrl+C and paste it into Google 

Slides or MS powerpoint. You can 

also save it as an image from there



It’s that simple!

Let’s also take a quick look on how you can fix a 
possible error 

Error : Y-axis not showing 0% to 100%



This is what your sheet looks after matching the columns.Error - Y-axis not showing 0% to 100%

Note: Y-axis should be from 0% 

to 100%. In this case it is from 

80% to 100% which is incorrect.



This is what your sheet looks after matching the columns.

Step 1: Click on y-axis

Step 2: Click on

Design

Step 3: Click on 

Add Chart Element

Open the Format Options for the chart

Step 4: Click on 

Axes

Step 5: Click on 

More Axis Options



This is what your sheet looks after matching the columns.

Step 8: Enter the 

number 0 here

Edit values for Y-axis

Step 6: Click 

on Axis options

Step 7: Click 

on this button



This is what your sheet looks after matching the columns.Resolved!



Thank you

A programme of

Conducted by 

www.itdp.in


