SIMPLE COLUMN GRAPH

	1
	In cell A1 type your first and last name properly

	2
	In cell A2 type your class and group

	3
	In cell A5 type the name of an item

	4
	In cell A6 type the name of an item

	5
	In cell A7 type the name of an item

	
	

	6
	B5 - type the number of items for what is in A5

	7
	B6 - type the number of items for what is in A6

	8
	B7 - type the number of items for what is in A7

	9
	Highlight cells A5 through B7

	10
	In the Toolbar click the Chart Wizard button

	
	

	11
	On the left side be sure “column” is clicked 

	12
	On the right side the first chart should be clicked - the words under it should be Clustered Column

	13
	Click the Next button

	14
	Click Rows

	15
	Click the Next button

	
	

	16
	Type the chart title

	17
	Type the x-axis title (Type of ______ or Kind of _______)

	18
	Type the y-axis title (choose one that makes sense:  How many ___, Number of _______, Quantity of _____, etc.)

	19
	Click the Axes tab

	20
	Remove the check mark by Category (x) axis

	
	

	21
	Click the Data Labels tab

	22
	Click Show Value

	23
	Click the Next button

	24
	Click Finish

	25
	Drag the chart over to the left under the cells you typed in (don’t change the size of the chart)
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DOUBLE COLUMN GRAPH

	1
	In cell A1 type your first and last name properly

	2
	In cell A2 type your class and group

	3
	In cell B4 type Large

	4
	In cell C4 type Small

	5
	In cell A5 type the name of an item

	6
	In cell A6 type the name of an item

	7
	In cell A7 type the name of an item

	
	

	8
	B5 - type the number of items for the large item named in A5

	9
	B6 - type the number of items for the large item named  in A6

	10
	B7 - type the number of items for the large item named in A7

	11
	C5 - type the number of items for the small item named in A5

	12
	C6 - type the number of items for the small item named  in A6

	13
	C7 - type the number of items for the small item named in A7

	14
	Highlight cells A4 through C7

	15
	In the Toolbar click the Chart Wizard button

	
	

	16
	On the left side be sure “column” is clicked 

	17
	On the right side the first chart should be clicked - the words under it should be Clustered Column

	18
	Click the Next button

	19
	Click the Next button

	
	

	20
	Type the chart title

	21
	Type the x-axis title (Type and Size of ______ )

	22
	Type the y-axis title (choose one that makes sense:  How many ___, Number of _______, Quantity of _____, etc.)

	
	

	23
	Click the Data Labels tab

	24
	Click Show Value

	25
	Click the Next button

	26
	Click Finish

	27
	Drag the chart over to the left under the cells you typed in (don’t change the size of the chart)
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SIMPLE PIE GRAPH

	1
	In cell A1 type your first and last name properly

	2
	In cell A2 type your class and group

	3
	In cell A5 type the name of an item

	4
	In cell A6 type the name of an item

	5
	In cell A7 type the name of an item

	
	

	6
	B5 - type the number of items for what is in A5

	7
	B6 - type the number of items for what is in A6

	8
	B7 - type the number of items for what is in A7

	9
	Highlight cells A5 through B7

	10
	In the Toolbar click the Chart Wizard button

	
	

	11
	On the left side be sure “pie” is clicked 

	12
	On the right side the first chart should be clicked 

	13
	Click the Next button

	14
	Click the Next button

	15
	Type the chart title

	
	

	16
	Click the Data Labels tab

	17
	Click Show Label and Percent

	18
	Click the Next button

	19
	Click Finish

	20
	Drag the chart over to the left under the cells you typed in (don’t change the size of the chart)
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