Instructions for Charting the Weather


Copy the Completed Weather Spreadsheet to the end
Right mouse click on the spreadsheet tab 
Select “move or copy”, check the copy box and copy to the end

Rename the new tab “Charts”
	Right mouse click on the tab and select rename or double click on the tab
	Type in the new name “Charts”

Highlight the Cities and the temperatures, rain, and snow – Do not include the altitude
Select Insert Chart and select the first 2D chart

Copy the Chart and Paste a second copy

Drag to arrange the charts as shown in the example

Click on first chart and click on “Switch Row/Column” under the Chart Tools Design tab on the first chart

Change the Chart Style of the first Chart

Change the color of each bar in the bar chart using right mouse click on each bar
Select Format Data Series
	Choose Fill and change High Temperature to Red
Repeat for Low Temperature to Light Blue, Rain to bright blue and Snow to light purple

Add Chart Title to each Chart under Chart Tools/Layout
	One should be above and one should be overlay

Go to the Page Layout tab
	Change Margins to narrow
	Change the scaling to “Fit to 1 page by 1 page”

Go to Print Preview and check box for “Show margins”
	Adjust the top and bottom margins to .5
	Adjust the side margins to .18
	

