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ANNEX 7: GUIDE TO MAKING CHARTS FOR AN ANNUAL REPORT (BASED ON EXCEL 2007)

STEP-BY-STEPGUIDEFORMAKING CHARTSFORTHE RMIACCESSAND FAIRNESSSURVEY

This guide was made using Excel 2007. Older or newer versions of Microsoft Excel may vary slightly

BAR GRAPH GUIDE

1. Enter all raw survey response data into an excel spreadsheet.
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2 | Survey conducted from April 9-13 & April 16-20, 2012 (10 days)

3 | Total Participants: 101

4

5 Section I: 'When you came to the Courthouse today: Yes No I N/A

6 1 |Finding the Courthouse was easy 95 4 | O

7 2 |Getting to the court was easy 90 8 1

g 3 |Forms | needed were clear and easy to understand 84 2 12

5 |4 |l felt safe in the Courthouse 495 5 0

1|5 |lwas able to get the information 1 needed 88 0 5

11 |6 |lwas able to get my court business done in a reasonable amount of time a2 3 1

12 |7 |Court staff paid attention to my needs a6 2 0

13 8 |lwas treated with courtesy and respect a7 0 1

14 9 |l easily found the courtroom or office | needed 88 4 9

1510 || checked the Court's website and it was useful 49 13 35

16 11 |The Court's hours of operation made it easy for me to do my business 91 3 | 4

17 Section 11: If you saw a judge today: Yes No | N/A

181 [My case was handled fairly? 52 5 | 35

13 2 |Judge listened to my side of the story before he/she made a decision? 49 3 | 35

203 |lwas treated the same as everyone else? G2 1 | 25

W4 b W Access & Fairness Survey Majuro - Ebeye Resubts | rrajurc charts  Sheatl | ebye charts 90 T8 il | " ——

Reaty - - - | Aversge 05755764 Counti B8 Sumc 1275685704 U1
Bl-e=[n]e &2 6]=e

2. Inextra columns, input data on the total number of yes and no responses (do not include ‘not applicable’
answers or questions that have been missed by the respondent), as shown in column K below. Next,
calculate the percentage of ‘yes’ responses by dividing the number of ‘yes’ responses by the total number of
responses. For example, in Question 1 below, 95 ‘yes’ responses divided by 99 total responses equals 0.96.
This can be done in excel by entering a simple text formula into the cell: =95/99 and then pressing enter.
Complete the same steps with the data for ‘no’ responses into the next column. To ensure calculations are
correct, in the ‘total %' column add together the results together (eg, =0.96+0.4 and press enter).
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2 Survey conducted from April 9-13 & April 16-20, 2012 (10 days)

3 Total Participants: 101

a4

5 /Section I: When you came to the Courthouse today: Yes No N/A [total responses yes % no%  total %
6 |1 |[Finding the Courthouse was easy 95 4 0 99 0.04 100
7 2 |Getting to the court was easy 90 8 1 98 0.82 0.08 1.00
g 3 |Forms | needed were clear and easy to understand 84 2 12 £ 0.98 0.02 100
5 4 |1 felt safein the Courthouse 95 5 0 100 0.35 0.0% 100
10 5 |l'was able to get the information | needed 88 4] 5 83 1.00 0.00 1.00
116 |lwas able to get my court business done in a reasonable amount of time 92 @ 1 98 0.94 0.06 100
12 |7 |Court staff paid attention to my needs 96 2 1] 28 098 0.02 100
138 |l'was treated with courtesy and respect a7 4] 1 97 1.00 0.00 1.00
14 9 |1 easily found the courtroom or office | needed 88 4 9 %2 0.96 0.04 1.00
15 10|l checked the Court's website and it was useful 49 13 35 62 0.79 0.21 1.00
16 11 |The Court’s hours of operation made it easy for me to do my business 91 3 4 94 0.57 0.03 1.00
17 Section 113 If you saw a judge today: Yes No N/A

13 1 My case was handled fairly? 52 5 35 57 0.912281 0.087719293 1
19 2 |ludge listened to my side of the story before hefshe made a decision? 49 3 L 52 0.842308 0.057692308 1
203 |Iwas treated the same as everyone else? 62 1 25 63 0.884127 0.015872016

W4 b e Aress k Fainess Surey Majuro Results ro chats  Sheatl . ebye charts €3 T - | m

Once all response data have been entered, highlight the cells as below, right click within the selected area
then click ‘Format Cells’.
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2 Survey conducted from April 9-13 & April 16-20, 2012 (10 days)
3 Total Participants: 101
a4
s Section |: When you came to the Courthouse today: N/A |total responses yes % no% total%
6 1 |Finding the Courthouse was easy 0 99 0.96 0.04 .LDEI
|7 2 |Getting to the court was easy 1 98 0.82 [camber =11 « AT 4" 8 s o0 F
& |3 |Forms | needed were clear and easy to understand 12 86| 0.58 B rED-H-A-u8E
s |4 |1 felt safe in the Courthouse 0 100 0.85 s 1.oal =
1|5 |1'was able to get the information | needed 5 85| 1.00 I S oq
11 6 [I'was able to get my court business done in a reasonable amount of tinf 1 £ 0.54 ! ; ::
12 7 _|Court staff paid attention to my needs 0 s8] os8 | Rt ks
13 8 |l was treated with courtesy and respect 1 97 100 || e
14 9 |l easily found the courtroom or office | needed ) 92 0.96 | Delete...
15 10 |1 checked the Court's website and it was useful 35 62 075 | Clear Coptents
16|11 | The Court’s hours of operation made it easy for me to do my business | 4 34 087 | | Fiter v
17 Section 11 If you saw a judge today: NfA | sart L
131 |My case was handled fairly? 35 57 0912281 0.0f | Msen Comment
192 |Judge listened to my side of the story before he/she made a decision? | 35 52 0.9842208 0.0 L Eomat Gols.~
203 |1 was treated the same as everyone else? 25 62 09127 g0 | | EHomOroRdoun it
21 4 |As | leave the court, | know what to do next about my case? 26 61 100% 8 ;‘:;:f:ng'
W 4 b W Acoess & Faimess Survey Majuro . Ebeye Resukts |, rajuro chats - Sheatd |, ebye charts <%0 SR L

kresage 067 Count33  Sum: 2200
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4. Click on ‘Percentage’, and then click on the down arrow next to ‘Decimal Places’ to zero. Click OK.
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2 Survey conducted from April 9-13 & April 16-20, 2012 (10 days) Category: [
1 Total Participants: 101 | Germral | Sarge
4 ﬁw i
5 Section I: When you came to the Courthouse today: N/A [total re* m Bectlrlces: |
6 |1 |Finding the Courthouse was easy 0 ;-
7 2 |Getting to the court was easy 1 fﬁh‘k
8 |3 |Forms | needed were clear and easy to understand 12 :mm

5 |4 |Ifelt safe in the Courthouse
1|5 |lwas able to get the information | needed

0

5

‘11 6 |l was able to get my court business done in a reasonable amount of til 1
12 7 |Court staff paid attention to my needs 1] | -

1

9

13|8 |l'was treated with courtesy and respect Percentage formats mutiphy the cell value by 100 and dsplays the result it a percent symbel,

14 9 || easily found the courtroom or office | needed

15|10 || checked the Court's website and it was useful 35

16|11 [The Court's hours of operation made it easy for me to do my businass 4

17 Section 11 If you saw a judge today: N/A Lok [ el |
13 1 |My case was handled fairly? 35 ST TR T TI T .
13 2 |Judge listened to my side of the story before hefshe made a decision? | 35 52 0.942308 0.057692308 1

203 |l was treated the same as everyone else? 25 63 0.984137 0.015873016 i

W4k M Access & Fairness Su juro: Resuts rocharts - Sheatl , sbye charts <¢J 8 paill m

Aversge: 0.50 Cound 22 Sum: 11.00

Ready

7y ﬁ

5. Select the cells for the ‘yes %’ and ‘no %'’ responses for a survey question.

P T W : : i -
f il = R R ¥ Access Survey Results Majuro [version 1) REAL - Micresoft Bxcel non-commercial use
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2 |Survey conducted from April 9-13 & April 16-20, 2012 (10 days)

1 Total Participants: 101

4

5 Section |: When you came to the Courthouse today: Yes No N/A |total responses yes% no%  total %
& |1 |Finding the Courthouse was easy 95 4 0 6% 100%
7 2 |Getting to the court was easy 80 8 1 92% 100%
g 3 |Forms | needed were clear and easy to understand 84 2 12 98% 100%
s |4 [l felt safe in the Courthouse 95 5 0 100%
10 5 |l was able to get the information | needed B8 0 5

116 |l was able to get my court business done in a reasonable amount of time 92 6 1

12 |7 |Court staff paid attention to my needs 96 2 1]

13 8 [l was treated with courtesy and respect a7 0 1

14 9 |l easily found the courtroom or office | needed 88 4 9

15 10 || checked the Court's website and it was useful 49 13 35

16 |11 |The Court’s hours of operation made it easy for me to do my business 91 3 4

17 Section 11: If you saw a judge today: Yes No N/A

121 |My case was handled fairly? 52 5 35

13 2 [Judge listened to my side of the story before he/she made a decision? 49 3 35

203 |l was treated the same as everyone else? 62 1 25

W4 b v Acoess & Faimess Su uro - Ebeye Results | rajurc charts . Sheetl | ebye charts %0 T8 il |

Ready Average: 0%  Count: 2
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6. Select the ‘Insert’ tab at the top of the screen, then ‘Bar’ for the type of chart, then ‘100% Stacked’ for the
type of bar chart. A graph will pop on to the screen.

Lol T Access Survey Results Majuro [version 1) REAL - Microgoft Excel non-commencial use l_n_L@.“
Insert Fage Layout Formulas Data Feview Wiew [ " I
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2 Survey conducted from April 9-13 & April 16-20, 201 =
3 |Total Participants: 101 J J 15
4
5 Section I: When you came to the Courthouse today E o | [ i Yes No N/A |total responses yes%  no%  total %
6 1 |[Finding the Courthouse was easy - _‘ - 95 4 0 99 100%
7 2 |Gewting to the court was easy e 90 8 1 98 92% 8% 100%
& 3 |Forms | needed were clear and easy to understa ﬂ ﬂ — &4 2 12 86 8% X6 100%
5 4 |l felt safe in the Courthouse | || | 95 5 0 100 95% 5% 100%
10|5 |l was able to get the information | needed Pyramid 88 [1] 5 B8 100% 0% 100%
11!6 |l was able to get my court business done inareal .. | Y P B 92 6 1 98 4% 6%  100%
12|7 |Court staff paid attention to my needs E g g 96 2 o 98 8% % 100%
13|8 |l was treated with courtesy and respect * e a7 0 1 97 100% 0% 100%
14 9 || easily found the courtroom or office | needed ——————— £8 4 9 92 6% 4% 100%
15101 checked the Court's website and it was useful 49 13 35 62 9% 2% 100%
16 11 |The Court's hours of operation made it easy for me to do my business 91 3 4 94 9% 3% 100%
17 Section |1: If you saw a judge today: Yes No N/A
12|1 |My case was handled fairly? 52 5 35 57 91% 9% 100%
12 2 |Judge listened to my side of the story before hefshe made a decision? 49 3 35 52 4% 6% 100%
203 |l was treated the same as even,rone elsa? 62 1 25 63 9%
W4 b M Acoess k Faimess Su Resuhts rocharts - Sheatl  ebye charts <3 ™
Ready Average: 0%  Count: 2 Sum: 100%:
Bl e=/m]e Alx
7. Right click within the chart area and click on ‘Select Data’.
:!3)" H9-o I‘é‘ | Chart Tacl Access Survey Results Majuro [version 1) REAL - Microsoft Excel non-commencial use L_ﬂ_l_@_w
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jal B € [:] E F G H I i K [ M | N [+ P
;
2 Survey conducted from April 9-13 & April 16-20, 2012 (10 days)
3 Total Participants: 101
4
5 Section |1 When you came to the Courthouse today: & — — S IR P E B YV Y responses yes%  no%  total %
5 |1 |Finding the Courthouse was easy T [ = [ T o] wm  a%  100%
7 2 |Getting 1o the court wWas easy Ex 2% 8% 100%
& 3 |Forms | needed were clear and easy to understand | 2 86 98% % 100%
% |4 |l felt safe in the Courthouse | 100 95% % 100%
105 |l was able to get the information 1 needed & | oy ) 88 100% % 100%
116 |1 was able to get my court business done in a reasori Delets il B\ W% % 100%
127 |Court staff paid attention to my needs | £ Reset o Mgich Styte a3 8% % 100%
138 |l was treated with courtesy and respect | !" Change Chant Type.. 97 100% 0% 100%
14 9 || easily found the courtroom or office | needed ldpeStiect D“" 22 6% 4% 100%
15 10|1 checked the Court's website and it was useful | & o o 62 4% 2% 100%
16 11 |The Court's hours of operation made it easy for me 1 % 0% AN b= = 34 97% 3% 100%
17 Section |1: If you saw a judge today:  Yes No N/A
12|1 |My case was handled fairly? 52 5 35 57 1% 9% 100%
12 2 |Judge listened to my side of the story before he/she made a decision? 49 3 35 52 4% 6% 100%
203 |l was treated the same as even,rone else? 62 1 25 63 98% 7%
W4 b W pAoess b Fainess Sul Resuls rocharts - Shaatl  ebye charts <2 ™

Awerage: 50%  Counti2  Sum:100%
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8. Inthe centre of the pop---up window, click ‘Switch Row/Column’.

® | Chart Taols | Access Survey Results Majuro (version 1) REAL - Microsoft Excel non-commencial use [=l@] |
FageLayout  Foamulas Data Review  View Design Lyjout  Format W=7 x

Data Chart Layauts
| s -l fo | 8/
Al B c [ E F G

2 Survey conducted from April 9-13 & April 16-20, 2012 (10 days)
3 Total Participants: 101
a4

Seresl

ction |: When you came to the Courthouse today:
Finding the Courthouse was easy

Getting to the court was easy

Forms | needed were clear and easy to understand _ | tidden and Empty Cels
| felt safe in the Courthouse

10 5 |l was able to get the information | needed

116 |l was able to get my court business done in a reason
12 |7 |Court staff paid attention to my needs

13 8 |l was treated with courtesy and respect = _
14 9 |l easily found the courtroom or office | needed
15 101 checked the Court's website and it was useful

-

5 |5e
611
7.2
8|3
5 |4

W3eriesl

16 11 [The Court’s hours of operation made it easy for me ;% % A0 o ] 100%

17 Section |1: If you saw a judge today: Yes No N/A

121 My case was handled fairly? 52 5 35

19 2 |Judge listened to my side of the story before he/she made a decision? 49 3 35 4%
20 3 |l was treated the same as everyone else? 62 1 25 63 8%
W4 b M Acoess k Faimess Sul o Reslts ro charts  Sheatl  ebye charts %3 a

Point: Average: 30%  Count: 2 Sum: 100%:

Bl-e(=]m]e A=)

9. Click on ‘Series 1" in the ‘Legend Entries’ box (centre, left), then click on ‘Edit’

Iﬁa\;mn—ph\ Ed | Chart Toals | Access Survey Results Majurs (version 1) REAL - Microsot Excel non-commercial use =@ = |
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=l

~ 1]
ect e s Select Data Source Im
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Type Bata Chart Layouts Chart dataranget | ='Acress & Farness Survey Mero'l £ 555MS5
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2 | Survey conducted from April 9-13 & April 16-20, 2012 (10 days)
1 Total Participants: 101
4

5 Section 1 When you came to the Courthouse today:

& 1 |Finding the Courthouse was easy

7 2 |Getting to the court was easy

& 3 |Forms | needed were clear and easy to understand

% |4 |l felt safe in the Courthouse

16{5

16

1217
8
9

| was able to get the information 1 needed

| was able to get my court business done in a reason|
Court staff paid attention to my needs

| was treated with courtesy and respect

| easily found the courtroom or office | needed

15 101 checked the Court's website and it was useful

16 11 |The Court's hours of operation made it easy for me 1 #3%

mseries1
WSeriesd 38 9%

17 Section |1: If you saw a judge today:

12|1 |My case was handled fairly? 5

12 2 |Judge listened to my side of the story before he/she made a decision? 49 3 35 52 94%
0.3 |lwas treated the same as everyone else? 62 1 25 63 3%
W4 bW Acoess & Faimness Su uro Results | rajuro chas . Sheatl , ebye charts €0 T e ™

Average: 50%  Counb: 2 Sum: 100%

L@ =[=E]@ AlH]

PJDP is funded by the Government of New Zealand and managed by the Federal Court of Australia A7 - 5



10.

11.

Pacific Judicial Development Programme

Annual Court Reporting Toolkit - Additional Documentation

Enter the survey answer to which the data corresponds to (in this case, ‘Yes’ is to be typed into the ‘Series
name’ box). Click OK. Complete the same steps to rename ‘Series 2'.

ik 7 7 O -5 bl Chart Tools Access Survey Results Majuro {version 1) REAL - Microsoft Excel non-commescial use. =@ J
2 Home | meet Fagelsmyout  Formuls  Data  Review  View  Design  Layout  Format - x
J_. Cut (W] = |i§,: =1 Wrap Test Ty I AutoSum )!.
-4 Copy = o @i Filt
P — | R R S = E e T A e T . Infert Deletn Format ||
Cliphoard fa Fant b Aligrmant Humber T Shyles Lelix Editing |
[a] B c D E F G # | eotsenes [R5 M| N ) P
1
2 Survey conducted from April 9-13 & April 16-20, 2012 (10 days) ves] [ ssectrang
3 Total Participants: 101 Series wahoes:
4 -'nmaFmslva\n =96%
5 Section |1 When you came to the Courthouse today: I Vo L| !E no % total %
6 |1 |Finding the Courthouse was easy nael 100%
7 2 |Getting to the court was easy 93 92% 8% 100%
g 3 |[Forms | needed were clear and easy to understand 86 8% ¥ 100%
5 4 [l felt safe in the Courthouse 100 95% 5% 100%
1|5 [l was able to get the information | needed St 83 100% o 100%
116 [l was able to get my court business done in a reason| Wsesies LL 4% B%  100%
12|7 |Court staff paid attention to my needs 28 g% 7% 100%
13 8 |l was treated with courtesy and respect 97 100% 0% 100%
14 9 |l easily found the courtroom or office | needed %2 6% 4% 100%
15 10| checked the Court's website and it was useful 62 9% u% 100%
16 11 |The Court's hours of operation made it easy for me ¢ 94 97% I 100%
17 Section 11 If you saw a judge today: Yes No NSA
131 |My case was handled fairly? 52 5 35 57 9% 100%
13 2 |Judge listened to my side of the story before he/she made a decision? 49 3 35
203 |l was treated the same as everyone else? 62 1 25
W4 b b Acoess B Faimess Su uro s rocharts  Sheati , ebye charts €0 0 |
Enter

Ol @ =iz @ & ]

As you can see above, the axis is only starting at 93% rather than 0%. To fix this, click the up or down arrow
in the ‘Legend entries’ box once, which should shift the axis to a starting point of 0%. Click OK.

— I
‘ | Gnart Tools o Access Survey Results Majuro [version 1) REALS B |
Home Inset Page Layout Formulas Data Review View Design Layout Format W -nx

a_.cu: (Al |» S Wi Test | ~ | E Autofum - _"L.Ij }}
Cipbowd G ronk_ i\ Agmest B
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|al B [ ] E F G i [ T ; T— L N o P
1
2 Survey conducted from April 9-13 & April 16-20, 2012 (10 days) = e e ;’”’I-—-—-—]ww" e o
3 |Total Participants: 101 i ][ T | Koee | "J 1 = e
a4
5 Section I: When you came to the Courthouse today: total %
6 |1 |Finding the Courthouse was easy 100%
7 2 |Getting to the court was easy 100%
&8 3 |Forms | needed were clear and easy to understand 100%
5 4 |l felt safe in the Courthouse 100%
10 5 |l was able to get the information | needed . o%  100%
116 |l was able to get my court business done in a reason B%  100%
127 |Court staff paid attention to my neaeds b9 100%
13 |8 |1 was treated with courtesy and respect 0%  100%
149 |l easily found the courtroom or office | needed 4% 100%
15 10 || checked the Court's website and it was useful ! } | 1% 100%
16 11 |The Court's hours of operation made it easy forme i % 20% i 60% bt 10a% | 94 9T% I 100%
17 Section 11 If you saw a judge today: Yes No N/A
131 |My case was handled fairly? 52 5 35 57 W% 9% 100%
13 2 |ludge listened to my side of the story before he/she made a decision? 49 3 35 52 4% % 100%
20 3 |l was treated the same as everyone else? 62 1 25 63 9% %
WA b W Acouss & Fairness Su uro Resuhts rochats _ Sheatl  ebye charts < ¢3 0 Sl | ™
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11A. Only complete 11A & 11B if step 11 did not work. In the ‘Layout’ tab of the chart tools at the top of
screen, click ‘Axis’, then hover over ‘Primary Horizontal Axis’, then click ‘More Primary Horizontal
Axis Options’.

Home Inseat Fage Layout Fomulas Data Review Wiew Design Layout Format [ " 4

Chart Ares - D & =i = i 7 - 1 1 chart Name:
Fa| U i J i l:I l.::.ll il I e ] 11 i

Sy Format Selection =.. —JJ — e | J 4 | ==t
Picture Shapes Test | Chart  Axis Legend Data  Data Aok | Gridlines || Pt 3-0 Trémmne Lines. Up/Dawn  Eror

&5 Rasat to Maten Style . Box . o &

Tithe = Tithes ~ v Labefs = Table = * Area s Wi jor = Rotati Bars ~
St bt | Ak ] baheli | 1] Primary gorizantsl dis ». | None cuPopeties |
| Chartd - (3 | 18] | Primary Yerticsl duis ;W:I D ok iy fals lﬂ
| a] 8 g B E F G ([| Show Detault Axis K & M N =] P
I ﬂj Disglay Axis with default arder and |

1 = labely
2 Survey conducted from April 3-13 & April 16-20, 2012 {10 days) ﬂJ mm“ﬂ:ﬁ:::o o
3 Total Participants: 101
a are Primary Haorzomtsl dns Options...
5 Section I: When you came to the Courthouse today: = | S BT e responses yes % no % total %
6 |1 |Finding the Courthouse was easy 9 9656 100%
7 2 |Getting to the court was easy 93 92% % 100%
g 3 |Forms | needed were clear and gasy to understand | 86 98%, % 100%
5 |4 |l felt safe in the Courthouse 100 95% % 100%
10 5 |l was able to get the information | needed — 83 100% 0% 100%
116 |l was able to get my court business done in a reasoii gres | L 4% 5% 100%
12 |7 |Court staff paid attention to my neads LT 23% ¥ 100%
13 8 [l was treated with courtesy and respect 97 100% 0% 100%
14 9 |l easily found the courtroom or office | needed 2 96% 4% 100%
15 10|l checked the Court’s website and it was useful | | | 62 9% 2% 100%
16 11 |The Court's hours of operation made it easy for met 9% 0% aa% 60% % 100% 34 97% ™ 100%
17 Section |1 If you saw a judge today: " Yes No N/A

13 1 My case was handled fairly? 52 5 35 57 W% % 100%
13 2 [ludge listened to my side of the story before hefshe made a decision? 49 3 35 52 4% &% 100%
20 3 |l was treated the same as everyone else? 62 1 25 63 8% il

W4 bW Acoess & Fairness Su ure Resuks ro charts - Sheatl  ebye charts 20 A0 il | ™

11B. In the pop up screen under ‘Axes Options’, change the ‘Minimum’to ‘Fixed’ and then type 0 into the box

next to it. Click Close.

(o9& - . I ™ | Chart Tools o Access Survey Results Majuro (version 1) REAL . S |
.—.5'! Home Inseat Fage Layout Fomulas Data Review View Degign Layout Format. B =™ X

Homzontal (Value) Az o L_’_JJ u i_:‘ LI EI ﬂ] !! J ﬂ Chart Name:

Wy Format Selection Chaet 3

Bretowsme | " | ot b v s Koot i e
Current Selection Ensert Labalzs T 2 = natysis Fropesties
| T - — ] bokes. M; mptmns 2 e [f,]
VD A @ Beed |
Al B c D E F 4l o Wkt @ . @ i 3 K L Mm_ | N o [
2 Line Color Mapr it @ age 0 Fed [
2 Survey conducted from April 9-13 & April 16-20, 2012 {10 o Style Mioranit: @ autg © Fised |
3 Total Participants: 101 | shedow 7] mhsms i reverse order |
4 30 Format Zase:
5 Section I: When you came to the Courthouse today: = -"1 Monment | ﬂ —lrag] responses yes % no % total %
5 1 |Finding the Courthouse was easy I etk . T
7 2 |Getting to the court was easy ousie[7] | 9% 8% 100%
g 3 |Forms | needed were clear and easy to understand | Mnor tick mark type: | Pone E 86 9% X% 100%
5 4 |l felt safe in the Courthouse | o lebels: Bext o Axis |Z| 100 95% 5% 100%
10| 5 |l was able to get the information | needed 11 l\':m::h::;m: e | 83 100% 0% 100%
116 |l was able to get my court business done in a reasoni ® Wik r— 98 4%, 6%  100%
12 |7 |Court staff paid attention to my neads | ) Saoims i vaoe . LT 23% P 100%
13 8 [l was treated with courtesy and respect 97 100% 0% 100%
14 9 |l easily found the courtroom or office | needed 2 96% 4% 100%
15 10 |1 checked the Court's website and it was useful | o | 62 73% 1% 100%
16 11 |The Court's hours of operation made it easy for me 34 97% ™ 100%
17 Section |1: If you saw a judge today: =0 '
13 1 My case was handled fairly? . - === 57 W% % 100%
13 2 |ludge listened to my side of the story before he/she made a decision? 49 3 35 52 4% &% 100%
20 3 |l was treated the same as everyone else? 62 1 25 63 8% il
W4 bW Acoess & Fairness Su ure Resuks ro charts - Sheatl  ebye charts 20 A0 | .

PJDP is funded by the Government of New Zealand and managed by the Federal Court of Australia A7 - 7



Pacific Judicial Development Programme
Annual Court Reporting Toolkit - Additional Documentation

12. Toremove the gridlines, in the ‘Layout’ tab click ‘Gridlines’, hover over ‘Primary Vertical Gridlines’, then click
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13. Click on ‘Axes’ in the ‘Layout’ tab, hover over ‘Primary Horizontal Axis’ and click ‘None’.
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14. Click on ‘Axes’ again in the ‘Layout’ tab, hover over ‘Primary Vertical Axis’ and click ‘None.’
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15. Inthe ‘Layout’ tab, select ‘Data labels’ then click ‘Center’. This will display the percentage amounts for each
section within the chart.
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16. To re-locate the legend, in the ‘Layout’ tab, select ‘Legend’, then click ‘Show Legend at Bottom’ (or whichever
location you'd like the legend in).
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17. Toinsert a name for the chart, in the ‘Layout’ tab, click on ‘Chart title’, then ‘Above Chart’ and a text box will

appear.
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Replace the text within the text box with the wording of the survey question. Font size and style can be
adjusted in the ‘Home tab’.
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To change the colours in the graph for each section, click the section you would like to change first. Small
dots on each corner should appear for the section selected.
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20. Under the ‘Format’ tab of the Chart Tools, click on ‘Shape Fill and select a colour.
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22. When the chart is complete, if you would like to place it into a word document or PowerPoint slide, click on
the ‘Home’ tab, then click the arrow below the ‘Paste’ clipboard, hover over ‘As picture’ and select ‘Copy as
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23. Inthe pop-up box, select ‘As shown on screen’ for Appearance, and ‘Bitmap’ for Format. Click OK.

Chart Taals Access Survey Results Majure {version 1) REAL - Microsoft Excel non-commercial use

Home | Inseit Fage Liyout Fomwubys Data Reviews View Deilgn Layout

_3 a o Cambel Bodyl - (10 = (AT a7 |1 =teia 2| | = wrsp Test i-'-;; ;!,. l:["_l E F-“-: m .\ , iﬁ
*;“?‘r ceen || [ [ | - et 6] | samige s contai]- | [ Insert Delete Format j:,",_ F'.'.,“ finas,

(! Clipboard fa Font T Alignment - Editing |
[chats ~a el —— S ]
(Al B C [} E F G L Mm_ | N o [

1

2 Survey conducted from April 9-13 & April 16-20, 2012 (10 days)

3 Total Participants: 101

4 ;

5 Section |: When you came to the Courthouse today: — R i E ’_—] yes % no%  total %
6 1 [Finding the Courthouse was easy % 100%
7 2 |Getting to the court was easy . Findins S cauribousanias easy 98 92% % 100%
& 3 |Forms | needed were clear and easy to understand | £ 8% B 100%
5 |4 |l felt safe in the Courthouse | 100 95% 5% 100%
10 5 |l was able to get the information | needed | 88 100% 0% 100%
116 |l was able to get my court business done in a reasor| % 53 39%. 6% 100%
127 |Court staff paid attention to my needs 98 8% % 100%
13 B |l was treated with courtesy and respect | 97 100% 0% 100%
149 |l easily found the courtroom or office | needed e e 92 96% % 100%
15 10| checked the Court's website and it was useful | 62 % un% 0%
1611 |The Court’s hours of operation made it easy for me Ly 54 9% ™ 100%
17 Section |1: If you saw a judge today: ~ Yes No NfA

131 |My case was handled fairly? 52 5 35 57 n% % 100%
12 2 |Judge listened to my side of the story before hefshe made a decision? 49 3 35 52 4% &% 100%
203 |l was treated the same as everyone else? 62 1 25 63 38%

W4 b b Access & Faimess Su uro - Ebaye Remkts - A | m

PJDP is funded by the Government of New Zealand and managed by the Federal Court of Australia A7 - 1 3



Pacific Judicial Development Programme
Annual Court Reporting Toolkit - Additional Documentation

24. Inaword document or Power Point slide, right-click to paste the graph.
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25. Now that the chart is in a new program, it is a picture file. It can be resized, though it may lose some quality.
Size changes are best made beforehand in the excel sheet. Any changes to the data or chart design will
need to be done in excel, and a new copy of the chart pasted into the document.
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Finished.
Column Graph Guide

1. Enterall raw survey response data into an excel spreadsheet. In the bottom cell (highlighted in yellow), use
the ‘AutoSum’ button to calculate the amount of total responses.
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2% 3 |Make payment 16
27 4 _|Get Information 20
‘2 5 |Attorney representing a client 16
3% 6 |Jury duty 3
30/7 |Sitin a hearing/trial 16
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2. Inan extra column, calculate the proportion of each response to the total by dividing the number of
responses to an option by the total number of responses. For example, in Question 1 below, 16 responses
to ‘Search court records’ divided by 138 total responses equals 0.1159. This can be done in excel by
entering a simple text formula into the cell: =16/138 and then pressing enter.
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3. Right-click the letter at the top of the sheet that corresponds with the ‘Results’ column (in this case, ‘H’), then
click ‘Hide’. NB: After completing graphs, if you would like to bring this column back on the screen, right-click
in between ‘H and ‘I (or whichever letters are on either side of the hidden column), then select ‘Unhide’ and
the column will be visible again.

= Home | [set  Pagelayout  Formuls  Data Review  View W -9x
__3 i:‘w Caibri 2 AN = | | ShwepTen General - }jﬁ _&" __} T'lh "'-I'h & ;::“s“'" é_r .ﬁ
P 3 cormet e || ZSE R i[O ) BN 9 e o 8= %e v 1)) SERTES OB, (S8 ||t e F".‘" G e seede
e ] L =L AN "I cm -1z - &8 -% 0 PRIE e ity .
[ w2~ e Results e rEo- »-A-wsE l lil
i A _B C_ . [+] E__ __F G H t K Il 3 M N Q P Q R
2 Section Ill:_Background Information ’i b
21 A, Reasons why visiting Courthouse auu; f:::
2a|1 |Search Court records/obtain documents 16 Paste Soedal..
25 |2 |File papers/deliver documents = F E—
25|3 |Make payment 1€ Detete
27 4 |Get Information 20 ClearCoptents
2 5 |Attorney representing a client 16 (5| Format Cetis..
s 6 |Jury duty 3 Lol Wiy
30 7_|[Sitin a hearing/trial bt
31 |8 |Appear as a witness/litigant 1 it
2| 138 100%
3
14 B. Village/Weto )
35 1 |Ajeltake 3 0038961
36 2 |Arrak 1 0.012987
37|3 |Batkan a 0.051548
38 4 |Delap 14 0.181818
395 |lable 3 0.038961
a0 |6 |lenrok 2 0.025574
i NKa:n'us&ramassSu Majuro  Ebaye Resuts ot 7 Shawti b charts e

PJDP is funded by the Government of New Zealand and managed by the Federal Court of Australia A7 - 1 6



Pacific Judicial Development Programme
Annual Court Reporting Toolkit - Additional Documentation

4. Highlight the data in the ‘Results %’ column, right-click in the selected area, and click ‘Format Cells’.
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6.

Highlight data in the ‘Results %’ column and the options respondents have selected by clicking and dragging
(make sure not to include the question numbers on the left or total % at the bottom). Click on the ‘Insert’ tab,
then click on ‘Column’ for chart type, then select ‘Stacked Column’.
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8. Inthe centre of the pop up window, click ‘Switch Row/Column’.
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10. Inthe ‘Layout’ tab of the chart tools, click on ‘Axes’, hover over ‘Primary Horizontal Axis’, then click ‘More
Primary Horizontal Axis options’.
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11. Inthe left hand panel of the pop up box, click on ‘Alignment’. Make sure ‘Text direction’ is set to horizontal,
then in the ‘Custom Angle’ box, click the small arrows up or down (even if the box is blank) until the box says
‘0". Click Close.
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12. Click on ‘Axes’ in the ‘Layout’ tab, hover over ‘Primary Vertical Axis’ and click ‘None.
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Average: 5170166667 Count:32  Sum: 1243

13. Inthe ‘Layout’ tab, select ‘Data Labels’ then click ‘Center’. This will display the percentage amounts for each
section.
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14. Toinsert a name for the chart, in the ‘Layout’ tab, click on ‘Chart Title’, then ‘Centered Overlay Title’ and a
text box will appear.
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15. Replace the text within the text box with the wording of the survey question. Font size and style can be
adjusted in the ‘Home’ tab.
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16. To change the colours in the graph for each column, click the column you would like to change first (You
may have to click twice to select just one column, rather than all the columns). Small dots on each corner
should appear for the column selected
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18. Once you've recoloured all the columns, if you would like to place the chart into a word document or
PowerPoint slide, click on the ‘Home’ tab, then click the arrow below the ‘Paste’ clipboard, hover over ‘As

picture’ and select ‘Copy as picture’.
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19. Inthe pop up box, select ‘As shown on screen’ for Appearance, and ‘Bitmap’ for Format. Click OK.
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20. Inaword document or PowerPoint slide, right click to paste the graph
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21. Now that the chart is in a new program, it is a picture file. It can be resized, though it may lose some quality.
Changes are best made beforehand in the excel sheet. Any changes to the data or chart will need to be
done in excel, and a new copy of the chart pasted into the document.
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FCA Annual Report Column Chart Guide

1. Once data has been entered, on the Insert tab, select ‘Column’ for chart type, then ‘Clustered Column’.
Complete step 8, as shown above in Column Graphs Guide to remove legend.
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2. To format the vertical axes, in the Chart Tools select the ‘Layout’ tab, then ‘Axes’, then hover over ‘Primary
Vertlcal AXIS_ then select ‘More primary Vertical Axis Options’.
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3. Inthe pop-up window, under ‘Axis Options’ select the ‘Fixed’ boxes next to ‘Minimum’ and ‘Maximum’, and
set the axis by typing the parameters in their respective text areas.
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4. To adjust the amount of decimal points displayed in the vertical axis, select the ‘Number’ tab on the left pane
of the pop-up box, and in the space next to ‘Decimal places’ type in the desired amount to be displayed (In its
Annual Report, the Federal Court of Australia uses 0, so this will be followed in this guide). Click close.
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5. Under the ‘Insert’ tab, select ‘Shapes’, and then select the shape you wish to use.
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6.  From this point on, it may help to zoom in on your graph to make the shapes and lines uniform and
accurately placed. Using the cursor, draw the shape in the centre of the first column at the 85% gridline.
Complete this step for each column. At this point, don’t worry too much if the shapes are little off the middle
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To change the colour of the shapes, select the first shape, and click on the ‘Format’ tab of the Drawing
Tools. Select ‘Shape Outline’, then choose a colour.
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Under the ‘Format’ tab of the Drawing Tools, click ‘Shape Fill', and select a colour. Complete this for each of
the shapes.
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9. Click on the ‘Insert’ tab then select ‘Shapes’, and then the straight line from the options.
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10. Click and drag the cursor from the middle of the first column directly over the 85% gridline to the middle of
the last column directly over the 85% gridline.
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11. To change the colour of the line, in the Drawing Tools select ‘Format’, then ‘Shape Outline’, and select which
colour you would like the line to be.

12.
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To change the width of the line, in the Drawing Tools select the ‘Format’ tab, then click ‘Shape Outline’,
hover over the ‘Weight option, and select a thickness.
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13. At this point, it will be easier to adjust your shapes to be centred over the line. Without selecting the first
shape, hover the cursor over the shape until the cursor shows arrows in 4 directions. Click and drag the
shape to the place you want it. Again, by zooming in on your chart you will be able to place the shape more
accurately on the middle of the column and the middle of the line.
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Once completed, to change the design or colours of the chart, see steps 15 and 16 in Column Graphs Guide
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