Instructions for Creating a Chart

Using Microsoft Excel

Step 1:  Click on the Start tab, hold your cursor over Programs, and double-click on Microsoft Excel. 
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Step Two:  Set up your table by entering the statistical data from your Internet search.  You may move from each cell by clicking on the cell you want or by hitting the Tab key.

Step Three:  Click on the Chart Wizard icon or click on Insert, then Chart. (See below) Follow the instructions within Chart Wizard to create a chart.  Remember you can go back to any step by simply clicking on the Back button.
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Step Four:  Save document by clicking on File, Save As, and name file as first letter of your first name+ your last name+ exaids.




Example:  jhartmanexaids
