Task 3. Charts & Graphs.

Turn raw information into a picture by creating a chart or a graph. Sort out data [image: image1.jpg]Chart Wizard - Step 1 of 4 - Chart Type
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for use in a chart and using the chart wizard. Enter a title, axis and legend. Follow the steps through. Amend the chart for size, colour.
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Step 3 (enter details)                        Step 4 (choose worksheet)

Task 3. Create a Graph.

1.    Open your Task 2 worksheet. Remove the trace audit. Copy the worksheet to Sheet 2, 3, and 4, one for each week. Create a new worksheet by (Menu > Insert > Worksheet), move the worksheet to the right by dragging the tab. Name the worksheets (Right click on the tab and rename).

2.    Choose some new hours for week 2, week 3, and week 4. Watch the other cells automatically change.

3.    Create another new worksheet for the graphs, and name it ‘Graphs’. 

4.    Insert a new table for total hours worked for each employee. 

5.    Enter the hours from the cells in the week sheets

6.    Highlight the details to be used and create a graph. Ensure it has a title and axis names. Experiment changing the colour, background and size. 

7.    Create a different chart such as a pie chart, for the employee’s weekday hours for week 1, experiment with the data and style. 

8.    Enter your name and the Task number in the Footer.

9.    Save your work in Spreadsheets folder as Task 3.

10.  Print the graph worksheet.
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