Creating a Chart

An Excel Task Card

1. Open the Excel Program.  
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2. Input your data into the spreadsheet.  Pay attention to which cell you are placing data.

a. Use the tab key and enter key to move around the spreadsheet or click directly into the cell.

3. To create your graph

a. click on the chart wizard button 
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b. work your way through the wizard to create your chart

c. type:  choose bar or column, hit next

d. data range:  choose columns, hit next

e. titles:  
i. give your graph a title, include your name!

ii. x axis-Types of Weather

iii. y/z axis-Number of Days, hit next

f. save:  “as new sheet” and name it

4. You can change the color of your graph by selecting the bar you want, then double clicking it to open the color palette.

5. Name your file and then save it to your folder.

6. Raise your hand when you are finished.  (
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