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PROJECT PIZZA: PART 3 
Excel Chart
1.
Open MicroSoft Excel

2.
Open your Project Pizza: Part 2 spreadsheet

3.
Highlight cells B2 - F2

4.
While holding the Ctrl key down, click - drag and highlight  B14 - F14 (do NOT include the word TOTAL)
5.
Go to INSERT and select CHART

6.
Click COLUMN and click on ANY one


*chart selected for this example:  ‘Clustered Column’ (1st on row 1)
7.
Click NEXT

8.
Click in circle beside ROWS
9.
Click NEXT

10.
Click Titles and type:


Chart Title:

PROJECT PIZZA


Category (X) axis:
‘PREFERRED’ Pizza Type


Value (Y) axis:

PERCENTAGE
11.
Click Axes

*There should be a green √ in the box beside category (x) axis

*There should be a green • in the circle beside automatic

*There should be a green √ in the box beside value (y) axis
12.
Click Gridlines

*under Value (Y) axis there should be a green √ in the box beside major gridlines
13.
Click Legend

*Click in the box beside Show Legend 


*Select ANY 1 of the 5 placements

14.
Click Data Labels

*Click in the box beside Value
15.
Click NEXT


*There should be a • in the box beside As object in [Sheet 1]
16.
Click FINISH

17.
Your chart should appear on your spreadsheet

TO FORMAT YOUR CHART, FOLLOW THE STEPS BELOW:
*If your chart does NOT have black squares around it - click on it once

18.
Go to Format and click on: Selected Chart Area

19.
Click Patterns and select: ANY style  --  ANY color  --  ANY weight

20.
Click in the box beside SHADOW  --  click in the box beside ROUND CORNERS

21.
Go over and click FILL EFFECTS

22.
Click in the circle beside Two Colors and select a Color 1 and a Color 2

23.
Go down to Shading Style and click in the circle beside ANY one

24.
Go over to the right and select ANY Variant

25.
Click OK

26.
Click the Font tab and select: ANY font  --  Bold  --  Size 10  --  ANY color

27.
Click OK

*Your chart should appear with formatted features*
28.
To move your chart - click on center of chart - hold - and drag to new position (under spreadsheet)
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…

To create and format a NEW chart
*Highlight the cells that you would like to include in your NEW chart

*follow steps/directions 6 - 28


23-BCS-7-2








