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EXCEL ACTIVITY 14
REVIEW OF CHARTS & FORMATTING PRACTICE

Skills:  Border Icon, Fill Color Icon, Alignment Icon, Currency Icon.  

Review: Making a Column Chart with title and labels.  

1.  Open an Excel spreadsheet. Switch to landscape mode, add a footer, and be sure your gridlines and headings show.  

2.  Input the following data so your spreadsheet looks like the one below: 
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3.  Be sure to right align the contents of  columns B and C.  Bold all the labels in Row 1.  Widen column A. 
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[image: image5.wmf]4.  Use the border icon to place a dark line under the labels in row 1.  To do this, select Row 1.  Go to the border icon and click on the black down arrow.  Select the bottom border option from the list and click on it.  Do the same with the fill color icon (paint bucket to the right of the border icon) and make the labels filled with red color.  

5.  Select all the contents of cells A1 through C5.  Create a column graph with the title Hair Color by Gender.  When finished, your graph should look like the one below:   


6.  Size the graph so that it fits directly below Columns A through E.  

7.  Now the fun begins!  You are going to practice using various parts of the border icon to create the following picture in the space to the right of the column graph (under Columns F through L.  Do NOT go into Column M or you will not be able to fit the activity on one page. 

You can use the various lines of the border icon OR click on the PICTURE next to Draw Borders.  This will give you the pencil similar to drawing borders in Microsoft Word.  You will have various options for types of lines.  You will HAVE to use this option in order to get the dotted lines.  

8.  Select and fill in the squares to get different colors for the roof, door, window, and walls.  The choice of color is up to you.  Make them as different as possible so they will show up if you have to print.  (You don’t have colors for printing!)

9.  Go to Print Preview to check you are on one page, footer shows with name and activity #.  

Compare to Answer Key – remember your picture may look different due to color use. 
10.  Save as SS Activity 14.  Submit through Edmodo or as directed by your teacher. 
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