EXCEL - Changing Font Size and Graph Size

1.  Highlight columns A and B by clicking on the “A” in the gray area at the top of the column and then dragging over to “B”.  The entire column should be selected, not just certain cells.

2.  With those columns highlighted, change the font size to 20.

3.  SAVE

4.  Print Preview - be sure everything fits on one page (you might have to move your graph to the left of the dotted line that indicates the right margin of your paper, or make it smaller), be sure you can see your name and the information you typed in the cells (you may have to increase the width of column A).  If you only see the graph and not anything from the spreadsheet, close print preview and click on any cell outside of the graph, then try again.

5.  Check for spelling, appearance, etc.  Save.  Print Preview.  Print.

To Change Graph Colors

Column Graph

	1. Double click the column
	7. OK

	2. Click Fill Effects button
	8. OK

	3. Click the Pattern tab
	9. Repeat steps 1-8 for each column

	4. Foreground should be black
	10. Double click Plot Area

	5. Background should be white
	11. On the right side under Area,   click None

	6. Click a pattern
	12. Click OK


Pie Graph (click, click, double click)
	1. Click the pie slice
	6. Foreground should be black

	2. Click the pie slice again
	7. Background should be white

	3. Double click the pie slice
	8. Click a pattern

	4. Click Fill Effects button
	9. OK

	5. Click the Pattern tab
	10. OK


Line Graph
A.  To change the line

1. Double click the line

2. Click “Custom”

3. Drop down to change color

4. Drop down to change width

B.  To change the “marker”

1. Double click the marker

2. Drop down to change size/shape

3. Foreground should be black

4. Background should be black
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