Double Bar Graph Instruction Sheet

Using Microsoft Excel

Step 1  
Open Excel.

Step 2
Click in square  4-A  Type in data (Grade 4)
Use tab to move to 5-A  Type in data (Grade 5)

Click 6-A  Type your data (Grade 6)

Click in 3-B and type data (Girls

Click in  3-C  and type in data (Boys)

Click in Column 4-B  Type in quantity (number of Girls)
Click in Column 4-C  Type in quantity (number of Boys)
Enter data for grade 5 &6 in same way as above.

Step 3
Highlight all cells.

Step 4
Open Chart Wizard on top task bar.

Step 5
Click on Column



Click on Next at bottom of page.

Step 6
Click Next  again

Step 7
In Chart Title type your title (Forrest Students)

Step 8
In Category X type data ( Classes)

Step 9
Category Y type data ( Number of Students)

Step 10
Click Next

Step 11
Select as a New Sheet.

Step 12
Select Finish

Step 13      Use 2 different colors to distinguish the boys from girls.

To Change color of bars

Click on the bar and select the fill color from the task bar at the bottom of your screen.
If there is no taskbar at the bottom of your screen go to View in the top menu and select toolbars and drawing.

