INSERT A “TOTAL” COLUMN

	Insert a Column
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Open a graph you already created that has more than one column of data

	2
	Click on the column header letter B

	3
	In the menu bar, click Insert, then click Columns (you might have to make the new column narrower)

	Calculate Totals

	4
	In cell B4 type the word Total
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Click in cell B5, type an equal sign, type C5, type a plus sign, type D5, press enter

	6
	Click in cell B5, go to Edit, click Copy

	7
	Click in cell B6, go to Edit, click Paste

	8
	Click in cell B7, go to Edit, click Paste

	Create a Circle Graph Showing Total Items

	9
	Highlight cells A5 through B7

	10
	In the Toolbar click the Chart Wizard button
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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) then click in an empty cell


