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Step 9.      Select cells A3 to E10 and clear all the formatting applied.  
 

CLEAR FORMATTING 
 

a.  Click on Edit from the main menu 
b.  Click on Clear from the next menu 
c.  Click on Formats from the next menu 
 

Step 10.    Apply the Undo function to return the Autoformatting.  
 

We will be creating a Chart that will compare each persons result for the month. In this Chart we are 
comparing the individual people and the individual monthly amounts so we will not need to include the 
total or average amounts.  
 

Step 11.    Create a Column Chart comparing each person’s monthly amounts. 
 

CREATING A COLUMN CHART 
 

a.  Select cells A3 to D7 to specify what data is to be charted 
b.  Click on the Chart icon located top right of the Standard toolbar 
*   The Chart Wizard window appears being step 1 of 4 
c.  Click on the Column option in the Chart Type area 
d.  Click on 3D in the Chart Sub-Type area 
e.  Click on the Next button to move to the next window 
*   The Step 2 of 4 window is displayed 
 

Here you can choose, what we want to compare, which 
can be either, each person and their amounts for the 
month or visa versa. See the difference by clicking on 
Row in the ‘Series in:’ area and view the display, then 
click on Columns in the ‘Series in’ area and view the 
display.   

 
 
 
 
 
 

*   The Data Range is already specified as we selected it 
      prior to commencing (=Sheet 1!$A$3:$D$7) 
f.   Click on the  Row option for the Series in area 
g.  Click on the Next button to move to the next window 
*   The Step 3 of 4 window is displayed   
 
 
 
 
 
 

 
 
*   The instructions continue on the next page 
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h.  Click on the Titles tag located at the top left of  
     this window 
i.  Click in the Chart title: area and enter 1st Qtr  
     Sales  
j.  Click in the Category (X) Axis: area and enter  
     Months    
k.  Click in the Value (Z) Axis area and enter Units  
     sold  
 
This window has the settings for a variety of objects 
on our Chart.  The Gridlines, Legend, Data Labels, 
Data Table and the Titles. 
 

l.  Click on the Gridlines tag so we can set up more  
     appropriate gridlines 
m. Click on the Major gridlines and Minor gridlines  
     areas  for Category X Axis to place a tick 
n.  Click on the Major gridlines and Minor gridlines  
      areas for Value Z Axis to place a tick 
o.  Click on the Legend tag so we can edit the  
     Legend Placement 
p.  Click on Bottom in the Placement area 
q.  Click on the Next button to move to the next  
      window 
 

This window will ask us if we want the Chart as a new 
sheet or as an object in the current sheet. We want it on 
the current sheet which is currently selected. 
 

r.  Click on the Finish button  
 
Based on your selections the Chart is now compiled and 
placed on the current sheet as an object.  The Chart will 
need resizing and moving.  
 
 

Step 12.    Move the Chart down under the spreadsheet so the top left corner starts at cell A12. View the  
                  diagram on the next page.  
 

MOVING A CHART 
 

a.  Position the mouse pointer anywhere on the Chart area (the white area) 
*   The mouse pointer will display two crossed double-headed arrows symbolising the move symbol 
b.  Click-drag the Chart into position 

Legend 



<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /PageByPage
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /SyntheticBoldness 1.00
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize false
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveEPSInfo true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputCondition ()
  /PDFXRegistryName (http://www.color.org)
  /PDFXTrapped /Unknown

  /Description <<
    /FRA <>
    /JPN <FEFF3053306e8a2d5b9a306f30019ad889e350cf5ea6753b50cf3092542b308000200050004400460020658766f830924f5c62103059308b3068304d306b4f7f75283057307e30593002537052376642306e753b8cea3092670059279650306b4fdd306430533068304c3067304d307e305930023053306e8a2d5b9a30674f5c62103057305f00200050004400460020658766f8306f0020004100630072006f0062006100740020304a30883073002000520065006100640065007200200035002e003000204ee5964d30678868793a3067304d307e30593002>
    /DEU <>
    /PTB <>
    /DAN <>
    /NLD <>
    /ESP <>
    /SUO <>
    /ITA <>
    /NOR <>
    /SVE <>
    /ENU <>
  >>
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [1417.323 1417.323]
>> setpagedevice




