Charts and Tables
Directions: Complete the chart directions to make a Column Chart. Then create your own data to make a line, bar, pie and scatter chart following the same procedure. Be sure to add chart title and axis labels. Design and format a table. Be sure to look at format options. Save as usernamecharts and submit for grading.
Chart directions: 
· Choose Insert>Illustrations>Chart. In the Insert chart dialog box, under Column, use the ScreenTips to select 3-D Clustered Column. Click OK.
· A Microsoft Excel worksheet opens. Click the upper-left button to select the entire worksheet. Press delete.
· Key in the following data:
	
	1st Qrt
	2nd Qrt
	3rd Qrt

	Mountain Bikes
	53
	64
	77

	Road Bikes
	52
	65
	56

	Hybrids
	12
	59
	31

	Beach Cruisers
	12
	15
	18


Close the worksheet.
· In the charts document, select the chart. In the Chart Tools contextual tab, choose the Layout>Labels>Axis Titles>Primary Vertical Axis Title>Horizontal Title. Click the Axis Title text box. Key Percent of Market. Click outside the text box. Add Chart Title of Sales. Save.
