1. Start

2. New Office Document

3. Blank Workbook (Excel spreadsheet)

4. Save in your own folder.  Use the filename you were told

5. In cell A1, type your first and last name, your class, and your computer group.

6. In Cell A2, type the label Planet.  Change the style to bold. To do this, highlight the cell and click on the Bold button (B) on the toolbar.

7. In cell B2 type the label Relative Size Compared to the Earth) Adjust the column width so that the label is readable.  This is done by moving your cursor up to the line separating columns B and C.  The cursor will change to a line with two arrows pointing outwards.  Once this occurs, click and hold your mouse button down, as you drag the line until all of the text shows.  Change the style to Bold.

8. In cell C2 type the label Relative Size.  Bubble charts require two values for each data point to create an average value.  You will be entering the relative size twice for this reason.

9. Center the data in each cell.  To center the labels, highlight columns A, B, and C; click on the Center button on the toolbar.

10. Continue to enter the data to be filled in for each column in the following table.  Do not enter the color for each planet in the spreadsheet.  This data is used later on in the activity.

	Planet
	Relative Size Compared to Earth
	Relative Size
	Color

	Mercury
	0.38
	0.38
	Dark Gray

	Venus
	0.95
	0.95
	Yellow

	Earth
	1
	1
	Blue

	Mar
	0.53
	0.53
	Red

	Jupiter
	11.2
	11.2
	Orange and Red

	Saturn
	9.41
	9.41
	Brown and White

	Uranus
	4.11
	4.11
	Blue Green

	Neptune
	3.81
	3.81
	Purple

	Pluto
	0.2
	0.2
	Dark Blue


11. Save

12. Highlight (select) cells A2 through C11.

13. Click the Chart Wizard

14. Scroll down the Chart Type list and click on the Bubble chart; at the right select the Bubble with a 3-D visual effect.  Click Next.

15. Click the Next button again.

16. Click on the Title tab.  Click in the Chart Title box and type Relative Size of the Planets. Don’t type anything in the other title boxes.

17. Click on the Axes tab.  Remove the check marks from the value (x) axis and the value (y) axis boxes.

18. Click the Gridlines tab.  Remove all of the check marks.

19. Click on the Legend tab and remove the check mark from the Show Legend box.

20. Click on the Data Labels tab.  Click the Show Label button and then click the Next button.

21. Click the As New Sheet button.  Title the chart (Bubble Chart) and click the Finish button to display your chart.

22. Save

23. Remove the plot area  - double click it, on the right side under area, click None.

24. Click once on the bubble that represents the planet Mercury.  This will highlight all of the nine planets by showing an anchor point at your center.  Now click on Mercury once again, which will highlight only that particular bubble.

25. Double click on the bubble representing Mercury.

26. In the Format Data Point window, click on the Patterns tab.

27. Select the box that is dark gray and click on the OK button.  Mercury should now be displayed oa dark gray on your chart.

28. Using the colors shown in the table, repeat this procedure for the remaining planets.  To display multi-colors for planets like Jupiter and Saturn, click the Fill Effects button and select the Gradient tab.  Then you can choose two specific colors and arrangements for your gradient

29. Save

30. Move the planet names so they are easier to read (click the name, click the name again, then drag to a new location).

31. To the left of Jupiter and Saturn, draw a text box and type “Outer or Jovian Planets - These five planets are far from the sun and are gaseous.

32. Just above Venus and Earth draw a text box and type “Inner or Terrestrial Planets - Four planets closest to the sun have a rocky composition and relative small size.”

33. Draw a rectangle around the Inner planets including the text box above them. Don’t be alarmed if it seems like a big white rectangle blocking everything so you can’t see what’s behind it, just continue with the next step.

34. Right click the rectangle, click Format Auto Shape, click the Colors and Line Tab, in the Fill Color box drop down, click No Fill, OK

35. Somewhere on the chart add a text box with your name, class, and group in it.

36. If you need to rearrange things, resize, change color, etc. please do it so your graph is easy to read and pleasant to view.
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