Microsoft Excel: Charts and Graphs
Course Description

Learn to create and integrate graphs and charts into your Excel spreadsheets.
Instructor notes: At locations where training rooms are also used as public labs, the programs are launched from the computer lab homepage. 
Time: 2 hours

Introduction

Welcome and orientation to building and room (bathrooms, water fountains, beverages with lids, etc.)

Handouts 
Microsoft Excel Charts and Graphs

Outline

1. Explain chart types

2. Explain the parts of a chart

a. Source data

b. X &Y axis

c. Legend

d. Data series

3. Demonstrate how to change chart type, data, and layout

4. Create basic column and Pie chart

Last 15 minutes: 

Ask class to fill out Survey (on Classes page http://www.hclib.org/pub/events/Classes.cfm under More Resources)

Additional resources: 

· CustomGuide online tutorials at (hclib.org/) for free use inside the library only.

· Gcflearnfree.org  Free online tutorials that can accessed from any computer with   Internet access.

· Sams Teach Yourself Microsoft® Office 2007 All in One by Greg Perry
· Teach Yourself VISUALLY Excel 2007 by Nancy C. Muir
· Excel 2007 Charts Made Easy by Kathy Jacobs, Curtis Frye, and Douglas Frye
