Assignment #3:  Using a spreadsheet to make a graph

Objective:  Students will: 

· Open an existing Excel Document

· Create a table

· Adjust the font

· Align the text

· Create a graph

· Change the font and background color

· Save the table and graph

· Print the document

1) Open Excel File

2) Write the following data in “table form” like this:

	Time (hrs)
	Number of Cars Parked 

	1
	7

	2
	15

	5
	23

	12
	56

	17
	68

	27
	93


2) Highlight the table, and change the font to “Book Antiqua” size 10

3) Highlight the table and center the text 

4) Highlight the table and open the “Chart Wizard”

5) Select the “Chart Type” as “XY Scatter” with no connecting lines—hit “next”

6) Hit “next” again

7) Under “Titles,” give the graph a name, and label the X-axis and Y-axis with the name and units for the table

8) Under “Gridlines,” choose the Major Gridlines

9) Under “Legend” unselect the legend to remove it

10) Place the chart as an “object in” the spreadsheet with the table.

11)  Right-Click on the background of the chart and choose “Format Plot Area”

12) Choose “fill effects”, “two-colors”, and a nice pattern for the background

13)  You may change the colors or insert a picture in the background.

14)  Save the file

15)  View the “Print Preview” in the “File” menu

