. hart |

You can make virtually anything into a chart, which can then be posted in
your classroom.

You can show the number of books your s
reading | evel, st uden tyard dabheimeasg,and, age, S
many others.

The charts can be printed for posting in your classroom or printed to show
parents during conferences.

Follow these simple steps.

Step One: Open Excel

7]
Charlotte Park  New York CPLibrary =
Elementary ... StateEleme... Coins (2)

Microsoft Word

Accessories 3
Media Software  »

Settings G Microsoft Office Micrgeoft Ofee Too
Startup X - Microsoft Office Excel 2003
| Help and Support

@ Google Earth @ Microsort Otnce PowerPoint 2003
é Internet Explorer @ Microsoft Office Publisher 2003
) Roxio Creator @ Microsoft Office Word 2003

Programs

‘| Log Off Student. ..
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Optional: You may want to view the spreadsheet in a larger version. It might make

things easier when you are typing information

t hen f Aovmdow will open askingyouwhich percent youdd | i ke t
this example, we will
&1 Microsoft Excel - Book? choose 200%. Click
EEII_:I File Edit | uiew | Insert Format Tools Data  Window  Help nOK. o
: ) 5 b (] tormal - 0 - o -
A Ll Page Break Preview
A, = » | E | F

1 A ~ =

3 A B | c | D | E | F | G | H
3 A = e

Fl Foom ri|

5 Magnification

&

[

g

q O 50%

10 B

) Eit selection
11 ) Custom: q.r.,
T
[ QK ][ Cancel ]

Step Two: Enter information in the spreadsheet.

E3 Microsoft Excel - Book2

i3] Bl Edit Vew [nset Format Tools Date  Window Help

RN~ BENFE RN A W N RS A RN RN NS N AN W) !Eﬂria‘ - 10
Al ~ X o A& Student
A B ¢ | b E | F
1 |Student |[August DecemberMarch May
2 |Mark 4 8 10 18
3 |Adam 8 10 16 22
4 |Sandra 4 6 10 18
5 |Heather 10 12 20 32
6
7
8
9
10
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Step Three: Highlight the information by moving the curser over the cell in the top left;
left click (hold it down) and drag until all of your information is highlighted.

You are now ready to insert a graph. It is important to note that the information must be

highlighted. You do
not have to hold down

] Ble Edit View Insert Format Tooks Dsts  Window Help
the left click on the ijﬁﬂﬁ\du},l‘?ﬂm%ﬁvﬂﬂ- ez sk mee i T
mouse any longer. = A - S‘t““"‘ 8 | ¢ | b | E =
1 |Student August DecemberMarch May
2 |Mark 4 8 10 18
3 |Adam 8 10 16 22
4 |Sandra 4 6 10 18
5 |Heather 10 12 20 32
6
7
8
9
10
11
12
Step Four: r€loi akndort ielnn fieChar t

B3 Microsoft Excel - Book1

9] ge Edt iew [ Imert | Fomat Tools Dot wndow teb
HRN=N" REN= T #19-o|@ 3 -4 Z B @ I
c4 - Columns
s M D

1 StudS DecemberMarch ~ May
2 Mark | == 4 8 10

3 Adam|y . |8 10 16

4 |Sandn : 4 6 10

5 |Heather 10 12 20

6

7

8

9

10
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Step Five: Choose which type of chart you would like. You can choose between
several different options. The highlighted chart will show you what style (3-D or stacked
columns) that you will be using with your <cha

i Fle Edt Wew Inset Format Tools Data  Window Help

DEE RSS9 B slme i -0 -|B I U|EE=
Al - A& Student
P Chovt wizard - Step 1)o7 4 - Chart Type (]3] | E F

1 Stude Standard Types | Custom Types | May
2 |Mark |} - 0 18
3 |Adam| ¥ M 5 22
4 |Sandif 2 y — (5] 18
5 |Heath m mn' HA| fo 32
E A
7
8 Fustered Colurn, Compares values across

cateqories.
9
1 O [ Pressa,Wie‘w Sample ]
11 (

\_/

Step Six: Currently, the month will be on the xaxisandt he key will show t he
names. Click on ARowso to switch the infor ma

o] Mindo

P Bl Edi Yiew

MR =N=NEEY Ch;rtWi;ar;j-St.e.panj;-Chart‘Snu.r;::aDala [0 B £ U=
e [ ses | O

1 iStudg @ May

2 {Mark “1 0 18
3 |Adam| 6 22
4 |Sand @ HL&EETN 0 18
5 {Heath 0 32
5 0o

/ Y S

8

9

10

11 cancel | [ <pack [ mext> | [ Fmsh

12

13
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Step Seven: You can then name your

titl e.

Step Eight:
Printing will
be much
easier

Step Nine:
Youobr e
Just print!

hY

(0]

don

B3 Microsoft Excel - Book1

E File Edit Yiew Insert Format Tools Data  Window Help

B0z e Bl 0 s su===5
A B C D | E F
1 |Student August December March May
2 @E0 18
3 egend || Data Labels H [Data Table | 6 22
4 . 0 18
9 * 0 32
6 Yalue (¥) axis: :: 1 :;:3:1":.:
7 _ v
8 Second cakegary (%) axis: 0
9 Second value () axis: o o v - —
10 N
:]I ; Cancel < ljacki’ E [ext = I" Einish
13
14

f you select AAs a new sheet
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