USING LETTERS to REPRESENT NUMBERS
Unit 1 Activity/Project #3
Create a Chart/Graph
1.
Open your ‘saved’ Unit 1 Activity-Project #2 spreadsheet

2.
Highlight cells A2 down to A5 and over to B2 down to B5

3.
Go to Insert and select Chart

4.
You select the chart type based on the results that you want to display


*In this case, click BAR chart

5.
Select ANY one of the bar chart types

6.
Click NEXT and click in the circle beside Rows

7.
Click NEXT

8.
Click on the Title tab and click in the box under Chart Title  --  type:  AGE RELATIONSHIPS

9.
Click in the ‘Value (Y) axis box and type: YEARS

10.
Click the Legend tab and select ANY 1 of the 5 placements

11.
Click Data Labels tab and click in the box beside Value

12.
Click NEXT

13.
Select - As object in: Sheet 1

14.
Click FINISH


*Your chart should appear on your spreadsheet/worksheet


*If your chart does NOT have black squares around it - click on it once

15.
Go to Format and click on: Selected Chart Area

16.
Click Patterns and select: ANY style  --  ANY color  --  ANY weight

17.
Click in the box beside SHADOW  --  click in the box beside ROUND CORNERS

18.
Go over and click FILL EFFECTS

19.
Click in the circle beside Two Colors and select a Color 1 and a Color 2

20.
Go down to Shading Style and click in the circle beside ANY one

21.
Go over to the right and select ANY Variant

22.
Click OK

23.
Click the Font tab and select: ANY font  --  Bold  --  Size 10  --  ANY color

24.
Click OK

*Your chart should appear with formatted features*
25.
To move your chart - click on center of chart - hold - and drag to new position (under name & date)
ADDITIONAL SUGGESTIONS:

Change Chart Type:
*If your chart does not have black squares around it - click on it once

*Go to Chart and select Chart Type 
*Click on the chart type of choice

*You can double-click on the chart to change color, font, etc…

Add A 3rd Column AND Formula
*You could add a 3rd column to your spreadsheet/worksheet

*Format and label it: Combined Ages

*Click in cell C3 and type a ‘basic’ addition formula:  =SUM(A3..B3)


(all formulas begin with the equal (=) sign)
*After typing the formula above in cell C3 (exactly the way it appears above) - the sum of Timothy’s age


and Carlos’s age should appear in cell C3

*Highlight cells C3 down to C5

*Go to Edit and select Fill  --  Down

*The formula should have copied down and the sum of Timothy’s age and Carlos’s age should appear in


cells C3 down to C5

Additional Chart
*Highlight column C (cells C2 down to C5)

*Select and format a chart to accurately display the combined ages column







