Creating Charts & Graphs in Excel

1. Create your spreadsheet – being sure to include labels for each set of numbers

a. If using a date as one of the columns, make sure you formatted the cells using the “date” format
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2. Select the numbers and labels to include in the chart or graph
3. Click on the Insert menu and choose Chart
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4. The Chart Wizard will open
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5. Make sure the Standard Types tab is selected

6. Click the type of chart or graph

a. To see a sample of the chart, click on the “Press and Hold to View Sample” button

b. Try out a few of the types before creating the chart
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7. Once you’ve chosen the type of chart, click on Next
8. Data Range should appear with your data source in the box

a. Our data is in columns so make sure the button in front of columns is marked 
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9. Create a title for your chart and explore some of the other chart options as needed and click on Next
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10. Select the “as new sheet” for your chart – this ensures it will end up on a different worksheet instead of within your same sheet as your data

a. Give the chart an easily recognizable name

b. Click on Finish

c. [image: image7.png]FlashPaper  Window Contribute  Live Meeting  Help Type aquestionfor help  +

B IRy 100% - [2)Nz] |

et Now | 4 Liser Preferences... | Live Meeting Help =

: el <10 -|B 7 U

OpenIn Contribute. [ Publih To Website 5] Past To Hor
236820

STO-Circulation

2003 PEZ
2004
2005 art Wizard - Step 4 o art Locatio
2008
2007

] < Crediion oot

[Creutation

Circulation





11. Notice your New Chart or Graph on a separate worksheet within your spreadsheet
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12. Copy your graph or chart into a Word document or a PowerPoint presentation or use it when and where ever you need it.

