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How Do I Edit The Page Layout? (copied)How Do I Edit The Page Layout? (copied)

Below are instructions on how to change the page layout of a word doucment. Components of
the page layout include page orientation, formatting columns, and adjusting margins.

Change the page layoutChange the page layout

1. Once you are in the word document, selectselect the layout tablayout tab.

2. Then selectselect the orientation taborientation tab.

3. In the drop down box, select landscapeselect landscape.
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Format text into two columnsFormat text into two columns

1. SelectSelect the layout tablayout tab.

2. Then clickclick on the columns tabcolumns tab.

3. Finally, select two.select two.
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Adjust the top marginAdjust the top margin

1. SelectSelect the layout tablayout tab.

2. Then clickclick on the margins tabmargins tab.

3. At the bottom of the list of margins you will see Custom Margins, clickclick into Custom MarginsCustom Margins.
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Margins ContinuedMargins Continued

4. After you click into Custom Margins, this box will appear. ChangeChange the top margin from 1" to 2"top margin from 1" to 2".

5. Afterward, click okclick ok.

 Keep in mind you are only changingchanging the top margintop margin, keepkeep the sides and bottom marginsides and bottom margin
the same.

 Created by Mallory
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How Do I Format Columns and Margins?How Do I Format Columns and Margins?

Below are instuctions on how to format columns and margins in a word document.

Formatting columnsFormatting columns

1. Select the Layout tabLayout tab.

2. Click ColumnsColumns.

3. Select the number of columns.
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Adjusting marginsAdjusting margins

1. Select the Layout tabLayout tab.

2. Select MarginsMargins.

3. Click Custom Margins...Custom Margins...
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Adjusting margins continuedAdjusting margins continued

1. Adjust margins as needed.

2. Select OKOK.

 Created by Mallory
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How Do I Copy And Paste Content AndHow Do I Copy And Paste Content And
Clear Source Formatting? (copied)Clear Source Formatting? (copied)

Below are instuctions on how to copy and paste content as well as clearing the source
formatting.

Copy the text from webpageCopy the text from webpage

(If needed, the link to the data is http://www.byuiedtechlab.com/wrd-p-content.html)

1. To copy the text, highlighthighlight the texttext you want.

2. Next (while the text is highlighted), right clickright click using your mouse or keypadmouse or keypad and select "copy"select "copy".

 If the Mac doesn't give you the option to right click. Use the keyboard and hold downhold down the
command keycommand key along with the C keyC key to copy.
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Paste the content into WordPaste the content into Word

3. Next go to the word document and right clickright click again, this time selecting "paste"selecting "paste".

 If you are using a Mac computer that doesn't give you the option to right click, using the
keyboard selectselect the command keycommand key along with the v keyv key to paste.
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Clear source formattingClear source formatting

1. The first step is to selectselect the home tabhome tab.

2. Next highlighthighlight the texttext.

3. Finally, clickclick the iconicon shown above (it is an A with an eraser next to it).

 Created by Mallory
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How Do I Edit Text?How Do I Edit Text?

Below are instructions on how to edit text within a word document.

Change the font style, size, and colorChange the font style, size, and color

1. Select the home tabhome tab.

2. Highlight the text you want to change.

3. Select the font tabfont tab and choose which font to use.

4. Select the size tabsize tab and select which font size to use.

5. Select the color iconcolor icon shown above. (It looks like an A with red line underneath)
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 Created by Mallory
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How Do I Insert A Bulleted List And AHow Do I Insert A Bulleted List And A
Table? (copied)Table? (copied)

Below are instructions on how to insert a bulleted list and/or a table. There are also
instructions on how to edit the contents of the table.

Add 4 bullet itemsAdd 4 bullet items

1. SelectSelect the home tabhome tab.

2. ClickClick into the word document at the spot you want your list to startat the spot you want your list to start.

3. ClickClick the bullet iconbullet icon shown above.
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 After you select the bullet icon, whenever you press enter, it will create a new bullet.

Insert a 2X2 tableInsert a 2X2 table

1. SelectSelect the insert tabinsert tab.

2. SelectSelect the table icontable icon.

3. ChooseChoose the sizesize of your table.

4. InsertInsert the texttext you want into each section of the table.
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Add text to the tableAdd text to the table

1. ClickClick into one of table cellstable cells.

2. Then you can begin typingtyping or pastingpasting the texttext you want inside.

Merging cells in a tableMerging cells in a table

1. Highlight the cells you would like to merge.
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Merging cells continuedMerging cells continued

1. Select the Layout tabLayout tab.

2. Click Merge CellsMerge Cells.
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How Do I Insert An Image Into Word?How Do I Insert An Image Into Word?
(copied)(copied)

Below are instructions on how to save and insert an image from a website into a Word
Document.

Insert an imageInsert an image

1. Right clickRight click on the imageimage.

2. SelectSelect the option "Save Image As...""Save Image As..."
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Saving image onto computerSaving image onto computer

3. ChooseChoose what you want to save the imagesave the image as to the computer.

4. ClickClick the save buttonsave button.
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Inserting image into documentInserting image into document

5. SelectSelect the insert tabinsert tab.

6. ClickClick on the pictures buttonpictures button.

7. SelectSelect the option "Picture from File...Picture from File...".
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Inserting image continuedInserting image continued

8. SearchSearch for what you saved the imageimage as.

9. ClickClick on the saved imageimage.
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Final image in documentFinal image in document

10. The image will appear in the word document.

 If the image needs to be moved, follow the directions below on how to "wrap text". (Wrap
text can work for text boxes and shapes as well)

 Created by Mallory
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How Do I Move A Text Box Or A Picture?How Do I Move A Text Box Or A Picture?
(copied)(copied)

Below are instructions on how to wrap text. Wrapping the text allows a text box, shape, or
image to move freely within a Word Document.

How to wrap textHow to wrap text

1. Right clickRight click on the image.image.

2. SelectSelect the "Wrap TextWrap Text" option.

3. ChooseChoose the option "In Front of TextIn Front of Text".
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 Created by Mallory
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How Do I Insert And Edit A Textbox?How Do I Insert And Edit A Textbox?
(copied)(copied)

Below are instructions on how to insert and edit a textbox in a Word Document.

Insert a text boxInsert a text box

1. ClickClick on the insert tabinsert tab.

2. SelectSelect the text box tabtext box tab.

3. SelectSelect the draw text box tabdraw text box tab.

4. ClickClick and dragdrag mouse to create a text boxtext box the same size as shown in the example.

5. In the text box, typetype "5th Grade Science".
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Allow text box free movementAllow text box free movement

 To allow the text box free movement without changing the margins, follow these steps
and refer to the example above:

1. SelectSelect the title text boxtext box.

2. ClickClick on the shape format tabshape format tab.

3. SelectSelect the arrange tabarrange tab.

4. SelectSelect the wrap text tabwrap text tab.

5. SelectSelect the in front of textin front of text option.
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Change the font of titleChange the font of title

1. ClickClick on the home tabhome tab.

2. SelectSelect the color iconcolor icon shown above. (It looks like an A with red line underneath)

3. SelectSelect the size tabsize tab and selectselect which font sizefont size to use.

4. SelectSelect the font tabfont tab and choosechoose which fontfont to use.

5. SelectSelect the bold buttonbold button.

 Created by Emily H
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How Do I Get Rid Of The Outline AroundHow Do I Get Rid Of The Outline Around
A Text Box?A Text Box?

Sometimes when inserting a text box, an outline will be visible. Below are instructions on how
to remove the outline around a text box.

Removing OutlineRemoving Outline

1. Click in the text box.

2. Select the Shape FormatShape Format tab.
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Removing Outline ContinuedRemoving Outline Continued

1. Click on the shape outline iconshape outline icon (looks like a pencil and a square).

2. Click No Outline.No Outline.

 Created by Mallory
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How Do I Insert And Edit Shapes? (copied)How Do I Insert And Edit Shapes? (copied)

Below are instructions on how to insert, edit, and add text to shapes in a Word Document.

Insert two shapesInsert two shapes

1. SelectSelect the insert tabinsert tab.

2. SelectSelect the shapesshapes icon.

3. SelectSelect whichever shapeshape matches.

4. Right clickRight click and selct "wrap text"selct "wrap text" (followingfollowing the instructionsinstructions above) to movemove the shapeshape infront of the
image.
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Change the fill color of shapesChange the fill color of shapes

1. SelectSelect the shapeshape.

2. Once the shapeshape is selectedselected, a "Shape Format" tab will appear. SelectSelect that tabtab.

3. SelectSelect the shape fillshape fill image, and then selectselect the colorcolor you want to fill the shape.

4. SelectSelect the iconicon shown above (looks like a pencil with a line underneath) to changechange the outline ofoutline of
the shapethe shape.
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Add text to the shapesAdd text to the shapes

1. Double clickDouble click on the shapeshape.

2. Start typingStart typing in the shapeshape. (The typing line may not appear, but once you start typingstart typing the words willwords will
appearappear)

 If the text doesn't appear when you start typing, check to make sure the color of the text
isn't the same as the color of the shape.

 Created by Mallory
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How Do I Insert A Hyperlink? (copied)How Do I Insert A Hyperlink? (copied)

Hyperlinks are in text links that allow you to click on them and go to the linked website. Below
are instructions on how to insert a hyperlink.

Insert a hyperlinkInsert a hyperlink

1. HighightHighight the word "syllabussyllabus" and right clickright click on the mouse (or if using a mac, hold downhold down the
command keycommand key along with the K key)K key).

2. SelectSelect the HyperlinkHyperlink option.
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Hyperlink continuedHyperlink continued

1. In the boxbox that appears typetype the following in the address boxaddress box: http://www.byuiedtechlab.com

2. SelectSelect the OK buttonOK button.
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Hyperlink continuedHyperlink continued

 This is what the hyperlink will look like afterward. It will be a different color and
underlined. You can check if it works properly by clicking on the word "syllabus" or
hovering mouse over the word to make this yellow box appear.

 Created by Emily H
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How Do I Insert A Line Into Word?How Do I Insert A Line Into Word?

Below are instructions on how to insert a line into a word document.

Inserting a lineInserting a line

1. Select the insert tab.insert tab.

2. Click ShapesShapes.

3. Select the line shapeline shape.
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Inserting a line continuedInserting a line continued

1. Click and draw the line.

Adjusting the lineAdjusting the line

1. Click on the shape.

2. Select the Shape FormatShape Format tab.

3. Select the iconicon shown above.
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Adjusting the line continuedAdjusting the line continued

1. Select the color.

2. Click WeightWeight to adjust the thickness of the line.

 Created by Mallory
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How Do I Add A Page Border?How Do I Add A Page Border?

Below are instuctions on how to add and edit a page border inside of a Word document.

Inserting a borderInserting a border

1. Select the design tabdesign tab.

2. Click on the page borderpage border option.
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Selecting a borderSelecting a border

1. Select the style you would like to use.

2. Adjust the width.

3. Make sure to select apply to Whole document.apply to Whole document.

4. Select OK.OK.
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Applying border from edge of pageApplying border from edge of page

1. Open up the page borderpage border option.

2. Select Options.Options.
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Edge of page border continuedEdge of page border continued

1. Select the Measure fromMeasure from option and change from MarginMargin to Edge of pageEdge of page.

2. Select OKOK.

 Created by Mallory

BYU-Idaho Online Knowledgebase

Page 46Page 46BYU-Idaho Online | GS107



How to Insert a Solid LineHow to Insert a Solid Line

Below are instructions on how to insert a line underneath a text

Insert a Horizontal LineInsert a Horizontal Line

1. PlacePlace cursor at the beginningbeginning of the paragraph.
2. ClickClick the drop down menudrop down menu of the "BordersBorders" icon
3. SelectSelect "Horizontal Line"

 If required, do the same process for all other titles.
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 Created by Guillermo
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How to Insert a Page BreakHow to Insert a Page Break

Below are instructions on how to insert a page break in a Word Document.

Insert a Page Break to separate content.Insert a Page Break to separate content.

1. PlacePlace the cursor on the area you want to separate.
2. SelectSelect the "InsertInsert" tab.
3. ClickClick on the "Page BreakPage Break" icon.

 Page break indicates where the content of one page ends and where the new page starts.
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How to Insert Rows and Columns in aHow to Insert Rows and Columns in a
TableTable

Below are instructions on how to additional rows and columns in a Word table.

Insert a RowInsert a Row

1. SelectSelect the first rowrow.
2. ClickClick the "LayoutLayout" tab.
3. ClickClick on the "Insert AboveInsert Above" or "Insert BelowInsert Below" icon depending where you want the row to be

inserted.
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Insert a ColumnInsert a Column

1. SelectSelect a columncolumn.
2. ClickClick the "LayoutLayout" tab.
3. ClickClick on the "Insert LeftInsert Left" or "Insert RightInsert Right" icon depending where you want the column to be

inserted.
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Delete a Row or a ColumnDelete a Row or a Column

1. SelectSelect a RowRow or a Column.Column.
2. ClickClick the "LayoutLayout" tab.
3. ClickClick the "DeleteDelete" icon, and choosechoose the option you need.

 Rows are horizontal, and Columns are vertical.
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How to Add a Table StyleHow to Add a Table Style

Below are instructions on how to add a table design to a current table on Word.

Use the Table Design TabUse the Table Design Tab

1. SelectSelect the table
2. ClickClick on the "Table DesignTable Design" tab.
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Choose a Table StyleChoose a Table Style

1. ClickClick on the dropdown bottondropdown botton to display all table designs.
2. ClickClick on the design of your choice.

 Created by Guillermo S
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How to Recolor an ImageHow to Recolor an Image

Below are instructions on how to recolor an image in a Word document.

Use the Picture Format TabUse the Picture Format Tab

1. ClickClick on the imageimage you want to recolor.
2. ClickClick on the "Picture FormatPicture Format" tab.
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Recoloring ImagesRecoloring Images

1. ClickClick on the "ColorColor" icon.
2. SelectSelect a recolor stylerecolor style from the options.

 Created by Guillermo S
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ExcelExcel
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How Do I Copy And Paste Content IntoHow Do I Copy And Paste Content Into
Excel? (copied)Excel? (copied)

Copy the Content From the WebpageCopy the Content From the Webpage

Below are instructions on how to copy and paste content from a webpage into Excel.

(If needed, the link to the webpage is http://www.byuiedtechlab.com/exl-p-content.html)

1. FollowFollow the directionsdirections on the page and click and dragclick and drag until all of the datadata is highlighted.

2. Right clickRight click and select copyselect copy (or use "Command C"use "Command C" on MacMac and "Ctrl + CCtrl + C" on WindowsWindows).

 Make sure you are using Google Chromeusing Google Chrome. We have found that the content transferscontent transfers over
best when Google Chrome is usedGoogle Chrome is used.
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Paste the Content From the Webpage to Cell A1Paste the Content From the Webpage to Cell A1

1. Right clickRight click in cell A1cell A1 (or useuse the keyboard, selectingkeyboard, selecting the command keycommand key and the v keyv key).

3. SelectSelect the the paste optionpaste option.

 Created by Mallory
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How Do I Format The Data In AHow Do I Format The Data In A
Spreadsheet? (copied)Spreadsheet? (copied)

Below is instructions on how to format data in a spreadsheet. Formatting options include font,
merge and center, and backgrounds.

Format the data (A1-F19) to Courier New 10 pt. blackFormat the data (A1-F19) to Courier New 10 pt. black

1. SelectSelect the home tabhome tab.

2. HighlightHighlight all of the data from A1-F19data from A1-F19.

3. SelectSelect which fontfont you want to use, usingusing the iconicon shown above.

4. SelectSelect the sizesize you want to use.

5. ChangeChange the color of the fontcolor of the font by selectingselecting the iconicon shown above. (An A with a line underneath).
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Format the text in Row 1 to Courier New 16 pt. purple,Format the text in Row 1 to Courier New 16 pt. purple,
boldbold

1. SelectSelect the home tabhome tab.

2. ClickClick into cell A1cell A1.

3. SelectSelect the sizesize you want to use, usingusing the iconicon shown above.

4. SelectSelect the bold buttonbold button.

5. ChangeChange the color of the fontcolor of the font by selectingselecting the iconicon shown above. (An A with a line underneath).
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Merge and center the text in Row 1 across columns A-FMerge and center the text in Row 1 across columns A-F

1. SelectSelect the home tabhome tab.

2. HighlightHighlight the data from A1-F1A1-F1.

3. SelectSelect the merge and center drop-down box.merge and center drop-down box.

4. SelectSelect the merge and centermerge and center option.
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Format the headings in Row 5 to Courier New 12 pt.Format the headings in Row 5 to Courier New 12 pt.
black, italic, centered.black, italic, centered.

1. SelectSelect the home tabhome tab.

2. HighlightHighlight the data from A5-F5A5-F5.

3. SelectSelect the italic buttonitalic button.

4. SelectSelect which fontfont you want to use, usingusing the iconicon shown above.

5. SelectSelect the sizesize you want to use, usingusing the iconicon shown above.

6. SelectSelect the center text buttoncenter text button.
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Add a light yellow cell background to the headings inAdd a light yellow cell background to the headings in
Row 5.Row 5.

1. HighlightHighlight the data from A5-F5A5-F5.

2. SelectSelect the fill color buttonfill color button, usingusing the iconicon shown above.

3. SelectSelect the colorcolor you want to use.

 The color does not have to be the exact shade of light yellow shown in the example
above. It should, however, look as close to the final excel project as possible.

 Created by Emily H
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How Do I Adjust The Column Width?How Do I Adjust The Column Width?
(copied)(copied)

These are instructions on how to adjust column width in a spreadsheet.

Adjust the column width to fit the data.Adjust the column width to fit the data.

1. Double clickDouble click in between A and B as shown above.

2. Double clickDouble click in between B and C as shown above.

3. Double clickDouble click in between C and D as shown above.

4. Double clickDouble click in between D and E as shown above.

5. Double clickDouble click in between E and F as shown above.

6. Double clickDouble click in between F and G as shown above.
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 Created by Emily H
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How To Change The Format Of Dates?How To Change The Format Of Dates?
(copied)(copied)

Below are instructions on how to change the format of dates in Excel.

Format the dates in the cells in Column 1 to show dayFormat the dates in the cells in Column 1 to show day
and month.and month.

1. SelectSelect the home tabhome tab.

2. HighlightHighlight the data from A6-A16A6-A16.

3. SelectSelect the number format drop-down boxnumber format drop-down box as shown above.

4. SelectSelect the more number formatsmore number formats option at the bottom.
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Format the dates cont.Format the dates cont.

1. SelectSelect the number buttonnumber button.

2. SelectSelect the datedate option.

3. When this boxbox appears, selectselect the date formatdate format you want to use.

4. ClickClick the OK buttonOK button.

 Created by Emily H
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How Do I Complete Formulas AndHow Do I Complete Formulas And
Functions? (copied)Functions? (copied)

Below are instructions on how to enter formulas and functions into an excel spreadsheet.

In cell E6 write your own formula for the total cost ofIn cell E6 write your own formula for the total cost of
pencilspencils

1. ClickClick into cell E6cell E6.

2. StartStart a formula (or function)formula (or function) by insertinginserting an equal sign (=)equal sign (=).

3. Click (or type)Click (or type) what cellcell you want to useuse in the equationequation. To findfind the cost of pencilspencils clickclick cell C6cell C6.

4. To multipymultipy the numbers in two different cellstwo different cells, insertinsert an asterisk (*)asterisk (*).

5. Click (or type)Click (or type) the cellcell you want to muliply. To find the cost of pencils click cell D6click cell D6.
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6. Once your equation is complete, press enterpress enter. You can see the equation you enteredentered in the boxbox
shown aboveshown above.

Apply to all itemsApply to all items

1. ClickClick on the green squaregreen square in the corner.

2. DragDrag the squaresquare as far down as needed.
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In cell E17 use the Sum function to add the dollarIn cell E17 use the Sum function to add the dollar
amounts in Column Eamounts in Column E

1. ClickClick into cell E17cell E17.

2. InsertInsert an equal sign (=)equal sign (=).

3. To useuse a functionfunction, start typing SUMtyping SUM after the equal sign.

4. Click and dragClick and drag for whatever cellscells you want to useuse in the functionfunction.
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In cell E19, calculate the ending balance based on theIn cell E19, calculate the ending balance based on the
starting balance of $4,000starting balance of $4,000

1. ClickClick into cell E19cell E19 and enterenter an equal sign (=).equal sign (=).

2. Start your equation with $4,000 by clickingclicking into cell E2cell E2.

3. EnterEnter a subtraction sign (-)subtraction sign (-).

4. Select E17Select E17 and click enterclick enter to findfind the ending balanceending balance.
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Change the text to green, boldChange the text to green, bold

1. ClickClick into cell E19cell E19.

2. SelectSelect the iconicon shown above to changechange the font colorfont color.

3. SelectSelect the iconicon shown above to boldbold the fontfont.
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In cell F6 write your own formula to show theIn cell F6 write your own formula to show the
percentage of the starting total balance for the totalpercentage of the starting total balance for the total
cost of pencils (the percentage $71.30 is of the originalcost of pencils (the percentage $71.30 is of the original
$4,000)$4,000)

1. ClickClick into cell F6cell F6 and enterenter an equal sign (=)equal sign (=).

2. ClickClick into cell E6cell E6.

3. InsertInsert a slash symbol (/)slash symbol (/) to represent division.

4. InsertInsert cell E3E3.

 Notice in the image that I enteredentered money signsmoney signs into the equation. If you want to keepkeep a
specific cellspecific cell in the equation the same even when you applyapply it to other cellsother cells, entering the
money sign allows you to do so. Enter ($)Enter ($) then the column lettercolumn letter, then ($)($) and the rowrow
numbernumber.
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Apply to all rowsApply to all rows

(Make sure to useuse the information in the blue boxinformation in the blue box above. Otherwise the information in cell E3 willcell E3 will
havehave to be entered into every equationentered into every equation.)

1. ClickClick on the small, greeen squaresmall, greeen square in the corner.

2. DragDrag the squaresquare down as long as needed.

 Keep in mind that formulas and functions are different. If it specifies to use a formula, use
your own equation to get the desired result. Functions are formulas already built into
excel (such as SUM and AVG).

 Created by Mallory
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How Do I Change Data And DecimalHow Do I Change Data And Decimal
Places? (copied)Places? (copied)

Changing Cell Data to be PercentagesChanging Cell Data to be Percentages

Below are instructions on how to edit cell data to show percentages, as well as how to format
decimal percision.

1. HighlightHighlight the datadata you want to change.

2. SelectSelect the boxbox shown above.

3. Select PercentagePercentage.
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Adding or Removing Decimal PrecisionAdding or Removing Decimal Precision

1. HighlightHighlight whatever datadata you want to change.

2. SelectSelect this iconicon to add more digitsadd more digits after the decimal point.

3. SelectSelect this iconicon to remove digitsremove digits after the decimal point.

 Created by Mallory
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How Do I Add Borders On Excel? (copied)How Do I Add Borders On Excel? (copied)

Open the Borders MenuOpen the Borders Menu

Below are instructions on how to add or edit borders on an excel spreadsheet.

1. HighlightHighlight the cellscells you wantwant to borderborder.

2. SelectSelect the down arrowdown arrow on the border iconborder icon shown above.

3. Select "More Borders..."Select "More Borders..." option at the bottom of list.
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Edit the BordersEdit the Borders

1. SelectSelect the type of linetype of line you want to use.

2. ClickClick on the outline buttonoutline button.

3. ClickClick on the inside buttoninside button.

4. Select OKSelect OK.

 Created by Mallory
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How Do I Create A Graph In Excel?How Do I Create A Graph In Excel?
(copied)(copied)

Below are instructions on how to create and edit a chart in excel.

Using the items in B5:B16 and the data in E5:E16, createUsing the items in B5:B16 and the data in E5:E16, create
a 3D bar chart and place it under the dataa 3D bar chart and place it under the data

1. SelectSelect the insert tabinsert tab.

2. HighlightHighlight data from (B5:B16)data from (B5:B16).

3. While holding downholding down the command key (Mac) or control key (PC)command key (Mac) or control key (PC), highlight datahighlight data from (E5:E16).

4. SelectSelect the chartchart icon shown above.

5. SelectSelect the 3-D Clustered Bar3-D Clustered Bar graph.
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In the bar chart, add data labels to show the dollarIn the bar chart, add data labels to show the dollar
amount for each itemamount for each item

1. ClickClick on the graphgraph.

2. SelectSelect the Chart Design tabChart Design tab.

3. SelectSelect the option to Add Chart ElementAdd Chart Element.

4. Select Data LabelsSelect Data Labels option.

5. SelectSelect the "More Data Label Options...""More Data Label Options..."
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Add a Legend to the Right of the ChartAdd a Legend to the Right of the Chart

1. ClickClick on the graphgraph.

2. SelectSelect the Chart Design tabChart Design tab.

3. SelectSelect the Quick Layout optionQuick Layout option.

4. SelectSelect the optionoption that shows the legend on the right of the chart.
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Change All of the Text in the Chart to Arial.Change All of the Text in the Chart to Arial.

1. SelectSelect the home tabhome tab.

2. ClickClick on the chartchart.

3. SelectSelect the fontfont you want by selectingselecting the iconicon shown above.

 Created by Mallory

BYU-Idaho Online Knowledgebase

Page 83Page 83BYU-Idaho Online | GS107



How Do I Insert A Text Box In Excel?How Do I Insert A Text Box In Excel?

Below are instructions on how to insert a text box into Excel.

Inserting a text boxInserting a text box

1. Select the Insert tabInsert tab.

2. Click Text BoxText Box.
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Inserting a text box continuedInserting a text box continued

1. Click and drag to the size you want.

2. Release and enter text.

 Created by Mallory
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Filter data by colorFilter data by color

Instructions for the foreign box office assigment part ofInstructions for the foreign box office assigment part of
filtering data.filtering data.

Select the data of "Total Foreign Box Office Sales"
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1. On the Home Tab clickclick on the "Sort and FilterSort and Filter" icon.
2. ClickClick on "Sort Largest to SmallestSort Largest to Smallest"

ChangeChange the background color to yellowyellow of third movie title
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1. Select the 5 movie titles.
2. On the Home Tab clickclick on the "Sort and FilterSort and Filter" icon and clickclick on FilterFilter.

1. A drop down arrow will appear, clickclick on it.
2. On the "SortSort" section clickclick on "By coloBy color" box.
3. ClickClick on Cell ColorCell Color, select the blueblue color.
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PowerPointPowerPoint
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How Do I Edit The Layout Of Powerpoint?How Do I Edit The Layout Of Powerpoint?
(copied)(copied)

Below are instructions on how to edit the background theme and the text.

Edit ThemeEdit Theme

1. SelectSelect the design tabdesign tab.

2. SelectSelect the drop-down arrowdrop-down arrow, as shown above, to view different themesview different themes.

3. SelectSelect any themetheme with a green backgroundgreen background.
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Title FontTitle Font

1. SelectSelect the home tabhome tab.

2. HighlightHighlight the texttext you want to change.

3. SelectSelect the font tabfont tab and choosechoose which fontfont to use.

4. SelectSelect the color tabcolor tab shown above and choosechoose which colorcolor to use.

5. FollowFollow steps 1-4steps 1-4 for the titletitle on slide 2slide 2.

6. Follow steps 1-4Follow steps 1-4 for the titletitle on slide 3slide 3.

7. Follow steps 1-4Follow steps 1-4 for the titletitle on slide 4slide 4.
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Body TextBody Text

1. SelectSelect the home tabhome tab.

2. HighlightHighlight the texttext you want to change.

3. SelectSelect the font tabfont tab and choosechoose which fontfont to use.

4. SelectSelect the color tabcolor tab shown above and choosechoose which colorcolor to use.

5. FollowFollow steps 1-4steps 1-4 for the texttext on slide 2slide 2.

6. Follow steps 1-4Follow steps 1-4 for the texttext on slide 3slide 3.

 Created by Emily H

BYU-Idaho Online Knowledgebase

Page 92Page 92BYU-Idaho Online | GS107



How Do I Edit The Slide Transitions?How Do I Edit The Slide Transitions?
(copied)(copied)

Below are instructions on how to edit the slide transitions and the duration of the transition.

Slide TransitionsSlide Transitions

1. SelectSelect the Transitions tabTransitions tab.

2. SelectSelect the WipeWipe transition option.

3. Select Effect OptionsSelect Effect Options.

4. SelectSelect the option From TopFrom Top.
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Duration of Slide TransitionsDuration of Slide Transitions

1. SelectSelect the Transitions tabTransitions tab.

2. Next to the word Duration, changechange the time to 1.5-2.0 secondstime to 1.5-2.0 seconds.

3. SelectSelect the Apply to AllApply to All option.

 Created by Mallory
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How Do I Insert An Image IntoHow Do I Insert An Image Into
Powerpoint? (copied)Powerpoint? (copied)

Below are insturctions on how to save, copy, and insert an image from the web to powerpoint.

How to Save ImagesHow to Save Images

Use this link if needed: http://www.byuiedtechlab.com/ppt-p-content.html

1. Right clickRight click on the image.image.

2. Select Save Image As...Select Save Image As...
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Saving Images ContinuedSaving Images Continued

1. LabelLabel what to save the image assave the image as.

2. SelectSelect where to savewhere to save the image.

3. SelectSelect the Save buttonSave button.
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Inserting Image into PowerpointInserting Image into Powerpoint

1. SelectSelect the insert tabinsert tab.

2. ClickClick on the Pictures optionPictures option.

3. Select Picture from File...Select Picture from File...
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Inserting Image ContinuedInserting Image Continued

1. SelectSelect the image file.image file.

2. Click InsertClick Insert.

 Created by Mallory
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How Do I Insert A Hyperlink IntoHow Do I Insert A Hyperlink Into
Powerpoint? (copied)Powerpoint? (copied)

Below are instructions on how to find the URL of an image and then insert a hyperlink into
Powerpoint.

Provide a HyperlinkProvide a Hyperlink

1. SelectSelect the imageimage.

2. SelectSelect the option to Visit pageoption to Visit page.
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Hyperlink ContinuedHyperlink Continued

1. HighlightHighlight the URLURL

2. Right clickRight click to copy.copy.
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Inserting HyperlinkInserting Hyperlink

1. SelectSelect the Insert tabInsert tab.

2. ClickClick on the Text BoxText Box option.

3. CreateCreate a text boxtext box at the bottom of the slide.

Inserting Hyperlink ContinuedInserting Hyperlink Continued
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1. Right clickRight click in the text boxtext box.

2. SelectSelect the PastePaste option.

3. Press enterPress enter to activate hyperlink.

 Created by Mallory
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How Do I Insert An Animation Effect?How Do I Insert An Animation Effect?
(copied)(copied)

Below are instructions on how to add an animation effect in Powerpoint.

Edit Animation EffectEdit Animation Effect

1. ClickClick on the imageimage.

2. SelectSelect the Animations tabAnimations tab.

3. SelectSelect the Fly In optionFly In option.

4. An Animations box will appear.

5. Next to where it says Property, select From Rightselect From Right.
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Animation Effect ContinuedAnimation Effect Continued

Follow the same steps as above.

1. Select From LeftSelect From Left option.

 Created by Mallory
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How Do I Add Animation To A Shape?How Do I Add Animation To A Shape?

Below are instructions on how to add entrance, emphasis, and exit animation effects to a
shape.

Inserting A ShapeInserting A Shape

1. Select the InsertInsert tab.

2. Click ShapesShapes.

3. Select a shape.
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Entrance Animation EffectEntrance Animation Effect

1. Click on the shape.

2. Select the AnimationsAnimations tab.

3. Select an animation effect.
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Edit The TimingEdit The Timing

1. Click on the number onenumber one by the shape.

2. Select the TimingTiming optioin.

3. Change the DurationDuration time.
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Emphasis Animation EffectEmphasis Animation Effect

1. Click on the shape.

2. Select the AnimationsAnimations tab.

3. Click on Emphasis EffectsEmphasis Effects.

4. Select an animation.
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Edit Timing And StartEdit Timing And Start

1. Click on the number twonumber two.

2. Change the StartStart to be After PreviousAfter Previous.

3. Select DurationDuration and change the timing.
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Exit Animation EffectExit Animation Effect

1. Click on the shape.

2. Select the AnimationsAnimations tab.

3. Select Exit EffectsExit Effects.

4. Select the animation.

 Edit the timing and start to be the same as the previous animations.

 Created by Mallory
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How Do I Insert And Edit Shapes InHow Do I Insert And Edit Shapes In
Powerpoint? (copied)Powerpoint? (copied)

Below are instructions on how to insert and edit shapes in Powerpoint.

Insert Two Star ShapesInsert Two Star Shapes

1. SelectSelect the Insert tabInsert tab.

2. ClickClick on the ShapesShapes option.

3. SelectSelect the star shapestar shape.
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Changing the Color of the ShapesChanging the Color of the Shapes

1. SelectSelect the shapeshape.

2. SelectSelect the Shape FormatShape Format tab.

3. ClickClick on the Shape FillShape Fill option.

 Created by Mallory
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How Do I Insert An Audio Clip IntoHow Do I Insert An Audio Clip Into
Powerpoint? (copied)Powerpoint? (copied)

Below are instructions on how to download and insert an audio clip into Powerpoint.

Download the audio clipDownload the audio clip

1. Right clickRight click with the mouse on the Sound Effect of Cheers buttonSound Effect of Cheers button.

2. Select Save Link As...Select Save Link As...

 Sound Effect of Cheers button is found on the Ed Tech Lab Website:
http://www.byuiedtechlab.com/ppt-p-content.html
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Audio clip continuedAudio clip continued

1. Select MP3 audioSelect MP3 audio as the formatformat for the Sound Effect of CheersSound Effect of Cheers.

2. ClickClick the save buttonsave button.
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Insert audio clipInsert audio clip

1. SelectSelect the InsertInsert tab.

2. SelectSelect the audio iconaudio icon (as shown above).

3. Select Audio from File...Select Audio from File...
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Insert audio clip continuedInsert audio clip continued

1. SelectSelect the audio clipaudio clip you want to use.

2. ClickClick the insert buttoninsert button.

 Created by Emily H
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How Do I Create An Audio Narration Of AHow Do I Create An Audio Narration Of A
Powerpoint And Make It Automatic?Powerpoint And Make It Automatic?
(copied)(copied)

This tutorial will show you how to make an audio narration of the presentation.

Create an audio narration of presentationCreate an audio narration of presentation

1. SelectSelect the first slidefirst slide in the presentation.

2. SelectSelect the slide show tabslide show tab.

3. SelectSelect the Record Slide Show buttonRecord Slide Show button.
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Audio narration continuedAudio narration continued

1. After clickingclicking the Record Slide Show buttonRecord Slide Show button, the presentation will immediately begin recording.

2. Speak aloudSpeak aloud into the microphonemicrophone to narrate the presentationnarrate the presentation.

3. When finished recording the first slide, clickclick the space barspace bar on the keyboardkeyboard to move to the secondsecond
slideslide.
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Audio narration continuedAudio narration continued

 You will clickclick the space barspace bar to cue in each slide transitionslide transition and each slide's animation(s)slide's animation(s).

Example: You will clickclick the space barspace bar to cue the picture of Lincolnpicture of Lincoln to "fly in" from the
right.
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Audio narration continuedAudio narration continued

1. When you arrive at Slide 4Slide 4, say "The End""The End".

2. ClickClick the play buttonplay button underneath the audio clip icon (as shown above) to play and record theplay and record the
sound effect of cheerssound effect of cheers.

3. When finished recordingfinished recording the presentation, hithit the space barspace bar to end slide show recording.
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End audio narration and recordingEnd audio narration and recording

1. When finished recordingfinished recording the presentation, clickclick the space barspace bar to end slide show recording.

2. When this box appears, clickclick the yes buttonyes button to save your recording and audio narration.

 Recording the slideshow this way makes the PowerPoint automatic. View the slideshow to
make sure it is automatic.

 Created by Emily H
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How Do I Put an Action Button inHow Do I Put an Action Button in
Microsoft PowerPoint?Microsoft PowerPoint?

The action button in Microsoft PowerPoint allows you to use a provided button to connect your
slide to other slides in the presenation, and outside links.

Putting an Action Button in PowerPointPutting an Action Button in PowerPoint

SelectSelect the "HomeHome" tab.
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Finding the Action ButtonsFinding the Action Buttons

1. SelectSelect the shapes buttonshapes button.

2. ScrollScroll down to find the "Action ButtonsAction Buttons" section.

3. SelectSelect the "Action ButtonAction Button" you wish to use.
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The Hyperlink ButtonThe Hyperlink Button

1. ClickClick and dragdrag to insert the action buttonaction button onto your slide.

2. An "Action SettingsAction Settings" screen will pop up. SelectSelect the "Hyperlink to:Hyperlink to:" option.
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Select a DestinationSelect a Destination

Select the destination for your action button.
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Hyperlink to an Outside PageHyperlink to an Outside Page

1. If you choose to link a URL, another box will pop up. Copy and pasteCopy and paste the URL into the designated
spot. ClickClick the "AddAdd" button to add your hyperlink.

2. ClickClick "OKOK" to complete the process.

 Created by Lucy
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How to Insert and Play Audio Across theHow to Insert and Play Audio Across the
SlidesSlides

Below are Instructions on how to insert an audio clip and make it play throughout all the slides

Download the Audio ClipDownload the Audio Clip

1. Right clickRight click with the mouse on the "Kalimba.mp3Kalimba.mp3"
2. ClickClick on "Save Link as...Save Link as..."
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Save the AudioSave the Audio

1. SelectSelect ".mp3.mp3" as the audio formatformat.
2. SelectSelect where you want to save it, choose a place where you can easily find it.
3. ClickClick the "SaveSave" button.

Insert the ImageInsert the Image
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1. SelectSelect the Insert tabInsert tab.
2. SelectSelect the audio icon (as shown above).
3. SelectSelect "Audio on My PC...Audio on My PC..."( If you a Mac, select "Audio from File..."select "Audio from File...")

Make the Audio Play Across the SlidesMake the Audio Play Across the Slides

1. ClickClick on the Audio iconAudio icon.
2. ClickClick on the Playback tabPlayback tab
3. CheckCheck the box "Play Across SlidesPlay Across Slides"
4. ClickClick on "Start AutomaticallyStart Automatically"

 Created by Guillermo S
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WeeblyWeebly
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How Do I Create A Weebly?How Do I Create A Weebly?

Below are instructions on how to set up and create your own blog/website on Weebly.

Create AccountCreate Account

1. If you have already created an accout, select log in.log in.

2. If you are new to Weebly, select sign upsign up and create an account using your information.
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Select a ThemeSelect a Theme

1. Select the theme you would like to use.
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Website DomainWebsite Domain

Choose a websit domain. Select a SubdomainSubdomain of Weebly.com (otherwise you will have to pay.)

BYU-Idaho Online Knowledgebase

Page 133Page 133BYU-Idaho Online | GS107



Editing PagesEditing Pages

1. Select the PagesPages tab.
2. Select the page you wish to edit.
3. Click on the plusplus button to add a page.
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Building PagesBuilding Pages

1. After selecting the page you want to edit, select the BuildBuild tab.

2. Drag elements from the tool paneltool panel onto the page.

Inserting ElementsInserting Elements
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1. Select what you would like to add to the page.

2. Drag and drop the content.

 If you want to add content below, above, or to the the side of previous content, move the
icon to wherever you would like to drop it and the light blue linelight blue line will indicate where it will
drop.

Edit TextEdit Text

1. Click the text box.

2. A toolbar will appear. The toolbar gives you the option to editedit the font and size of the text.
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Inserting An ImageInserting An Image

1. After clicking "Upload Image,""Upload Image," this box should appear. The first option is to upload photoupload photo fromfrom
your computeryour computer.

2. There is also the option to searchsearch for an image from Weebly. (Be sure to use the "free photos"
tab.)

3. Another option is to use an Image URLImage URL (be sure to follow copyright laws when using a photo from
the web.)
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Uploading A FileUploading A File

1. Select File.File.

2. Drag and drop the icon onto the Weebly site.
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Uploading A File ContinuedUploading A File Continued

1. Click on the filethe file.

2. Select "Upload File""Upload File".
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Uploading File ContinuedUploading File Continued

1. Click Upload file from your computerUpload file from your computer and select the file you would like to upload.
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Publishing Weebly SitePublishing Weebly Site

1. Once your weebly site is completed, click on the blue "Publish""Publish" button in the right hand corner.
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Publishing ContinuedPublishing Continued

1. Select the address you would like to use.

2. Select ContinueContinue.

 Be sure to use the published URL when accessing (or submitting) your weebly site. DODO
NOTNOT copy and paste the URL from the search bar, it does not give others access to view
your site.

BYU-Idaho Online Knowledgebase

Page 142Page 142BYU-Idaho Online | GS107



Creating a Subdomain on WeeblyCreating a Subdomain on Weebly

Below are instructions on how to create a subdomain for your Weebly website.

Choose a Theme for Your WebsiteChoose a Theme for Your Website

1. FindFind a ThemeTheme of your choice.
2. After selecting a Theme, ClickClick on "ChooseChoose" to start your Weebly site.
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Website SubdomainWebsite Subdomain

1. ClickClick on the firstfirst option "Use a Subdomain of Weebly.comUse a Subdomain of Weebly.com"
2. CreateCreate your own address.
3. ClickClick on "ContinueContinue" to finish setting up your Subdomain.

 Don't choose the other two options, they will charge you for a monthly plan.

 Created by Guillermo S.
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How to Use the Pages Tab on WeeblyHow to Use the Pages Tab on Weebly

Below are instructions on how to use the Pages tab on Weebly to create different tabs in your
website.

The Pages tabThe Pages tab

1. ClickClick on "Pages"Pages" to see all your current tabs in your website.
2. SelectSelect the pagepage you want to edit. Each page has a symbolsymbol representing the type of page they are

(Standard, Blog, Products, etc.)

BYU-Idaho Online Knowledgebase

Page 145Page 145BYU-Idaho Online | GS107



Add a New PageAdd a New Page

1. ClickClick the "Plus signPlus sign"
2. ChooseChoose the type of pagepage you want to add to your website.
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Edit a Page tabEdit a Page tab

1. ClickClick on the PagePage you want to editedit.
2. GiveGive a namename to the page.
3. ChooseChoose to addadd or delete headerdelete header to this page.
4. ChooseChoose to make this page "PublicPublic"
5. AdvancedAdvanced searchingsearching options.

 A blog page and a standard page are different, make sure to choose the one you need for
the assignment.

 Created by Guillermo S.
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DefaultDefault
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How Do I Complete a Mail Merge?How Do I Complete a Mail Merge?

The Mail Merge function allows you to combine information in Microsoft Word and Microsoft
Excel. The function is most often used to create letters, but can have other purposes as well.
This article will show you how to merge a document in Microsoft Excel with a document in
Microsoft Word.

Create an Excel DocumentCreate an Excel Document

1. MakeMake an Excel DocumentExcel Document with the information that you wish to use in your mail merge.

2. Make sure to have headingsheadings that title each section.
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Save the Excel FileSave the Excel File

1. ClickClick the "FileFile" button.

2. ClickClick the "Save AsSave As" button.
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Name the FileName the File

1. NameName the filefile something that you will remember.

2. ClickClick the "SaveSave" button.
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Create a Word DocumentCreate a Word Document

CreateCreate a WordWord DocumentDocument. Leave spacesLeave spaces where you want to insert your data fields. These are the
spaces where information specific to each person will go.

Combine the Excel Document and the Word DocumentCombine the Excel Document and the Word Document

1. SelectSelect the "MailingsMailings" tab in the tool bar.

2. SelectSelect the "Select RecipientsSelect Recipients" tab. A drop down menudrop down menu will appear.
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SelectSelect the "Use an Existing ListUse an Existing List" button. This will allow you to select which document you would like
to merge.

Select the DocumentSelect the Document

A window will open.

1. SelectSelect the filefile that you just created and saved in Excel.
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2. ClickClick the "OpenOpen" button.

Warning WindowWarning Window

SelectSelect "OKOK" when this window pops up.

Open the WorkbookOpen the Workbook

The "Cell Range" default setting is "Entire Worksheet". Do not changeDo not change any settingssettings.

SelectSelect "OKOK" to combine your Excel Workbook with the Word Document that you have created.
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Starting the MergeStarting the Merge

 PutPut the cursorcursor where you want the first Merge FieldMerge Field to appear.

Insert the Merge FieldInsert the Merge Field

SelectSelect the "InsertInsert MergeMerge FieldField" button in the toolbar.
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Choosing the FieldChoosing the Field

SelectSelect the fieldfield you wish to insert into your document. Again, it will automatically insert where you
have your cursor.
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The Inserted FieldThe Inserted Field

This is what the inserted field will look like.

Completing the MergeCompleting the Merge
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When your letter is completed, it will look similar to this, with the fields in place of the spaces that
you left in your document.

Complete the MergeComplete the Merge

SelectSelect the "Finish & MergeFinish & Merge" button on the right.

A dropdown menu will appear. SelectSelect the "Edit Individual Documents...Edit Individual Documents..." option.
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Merged DocumentsMerged Documents

Several documents will appear. The information from your spreadsheet has been combined with the
information in your word document. If you scroll through the documents, you will find that each one
is different.

 Created by Lucy
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Where can I find the password for theWhere can I find the password for the
syllabus quiz?syllabus quiz?

Finding the syllabus password.

 This class works sequentially, as you complete one section the next section will open. You
must complete the syllabus quiz before for the next section will open.

Content tabContent tab
SelectSelect the ContentContent tab

Introduction sectionIntroduction section
Under the table of content (left side column), clickclick on IntroductionIntroduction
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PasswordPassword
There are two items listed in the IntroductionIntroduction section. The second item is the Syllabus QuizSyllabus Quiz, at the
bottom of its description you can find the password.
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Creating by Guillermo
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Where can I find the passwords for theWhere can I find the passwords for the
instructions quizzes (Power Point,instructions quizzes (Power Point,
Spreadsheet, and Word)?Spreadsheet, and Word)?

Quizzes' instructions and passwords

 All quiz passwords are in each quiz instructions.

SectionsSections

1. Click on the ContentContent tab
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2. SelectSelect the section you want to work on (not all 3 section will be available at the same time,
remember that in order to see the next one you have to finish all the assignments in the previous
section.)

PDF Instruction's documentPDF Instruction's document

1. ClickClick on the Introduction and InstructionsIntroduction and Instructions part of that section.
2. The second Item is the Instructions quiz of that section, under its description clickclick on the

"Instructions" bullet point. It will direct you to a PDF document.
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PasswordsPasswords

• ReadRead the PDF instructions documentPDF instructions document carefully before you take the quiz.
• At the bottombottom of each Instructions document you will find the passwordpassword for the quiz of that

section.

Created by Guillermo
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Where Are The Other Sections Under TheWhere Are The Other Sections Under The
Content Area?Content Area?

Paying attention to assignments' descriptions

 This class works sequentially, as you complete one section the next section will open. To
do your class work and assignments use the “Content” tab only.

Content TabContent Tab

ClickClick on the "ContentContent" tab in order to display the sections available.
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IntroductionIntroduction

1. Under the"Table of Contents" selectselect the "IntroductionIntroduction" section.
2. ReadRead the "SyllabusSyllabus" document.
3. ReadRead the description of the syllabus quiz before you take it, you need to get a 100% on the quiz.

 If you take the quiz but didn't get a 100% you won't be able to advance to the next
sections. Remember to read each assignments' description carefully.
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After receiving a 100% in the "Syllabus Quiz" The new section will open.

Created by Guillermo
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How Do I Add Audio Recording To aHow Do I Add Audio Recording To a
Power Point Presentation?Power Point Presentation?

Inserting audio recording in a Power Point presentation.

Slide show tabSlide show tab

 You need to have already text, transition and animation effects in each slide

1. GoGo to slideshow #1#1
2. SelectSelect the Slide show tabSlide show tab
3. ClickClick on the Record Slide showRecord Slide show icon
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RecordingRecording

• Read the text outloudRead the text outloud on the current slidecurrent slide by pressing the space bar on the keyboardpressing the space bar on the keyboard in order to
see the next sequence/animation text.

• You can checkcheck which number of slide you are working on and what slide is next by looking at the
bottombottom.

• Check the next sequence/animationCheck the next sequence/animation of your slide at the right smaller screen slideright smaller screen slide.

SavingSaving
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• When recording up to the last slide, clickclick the space bar on the keyborad.space bar on the keyborad.
• A saving boxsaving box will appear, clickclick on YesYes in order to save your recording for your whole presentation.

Created by Guillermo
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Where Can I Find The Feedback AndWhere Can I Find The Feedback And
Graded Rubric For My Assignment?Graded Rubric For My Assignment?

Scores and rubric for graded assignments

Assignments TabAssignments Tab

 This is the only use of the assignments Tab in this course.

1. ClickClick on the AssignmentsAssignments Tab.
2. GoGo to the assignment you want to see your grade and feedback. (Not all assignments have

feedback)
3. ClicClick on the View iconView icon of the chosen assignment in order to seesee your grade and feedback.
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 Remember not to use the Assignments Tab to submit your documents, because it will
cause problems to the content sections.
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How Do I Create A Graph In Excel?How Do I Create A Graph In Excel?

Below are instructions on how to create and edit a chart in excel.

Using the items in B5:B16 and the data in E5:E16, createUsing the items in B5:B16 and the data in E5:E16, create
a 3D bar chart and place it under the dataa 3D bar chart and place it under the data

1. SelectSelect the insert tabinsert tab.

2. HighlightHighlight data from (B5:B16)data from (B5:B16).

3. While holding downholding down the command key(Mac)/control (PC)command key(Mac)/control (PC), highlight datahighlight data from (E5:E16).

 If you click twice on one cell while highlighting, your graphic will show the wrong data, and
you would have to start this step again.
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In the bar chart, add data labels to show the dollarIn the bar chart, add data labels to show the dollar
amount for each itemamount for each item

1. ClickClick on the graphgraph.

2. SelectSelect the Chart Design tabChart Design tab.

3. SelectSelect the option to Add Chart ElementAdd Chart Element.

4. Select Data LabelsSelect Data Labels option.

5. SelectSelect the "More Data Label Options...""More Data Label Options..."
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Add a legend to the right of the chartAdd a legend to the right of the chart

1. ClickClick on the graphgraph.

2. SelectSelect the Chart Design tabChart Design tab.

3. SelectSelect the option to Add Chart Element,Add Chart Element, and then clickclick on "Legend""Legend"

4. SelectSelect the "Right""Right"option.
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Change all of the text in the chart to Arial.Change all of the text in the chart to Arial.

1. SelectSelect the home tabhome tab.

2. ClickClick on the chartchart.

3. SelectSelect the fontfont you want by selectingselecting the iconicon shown above.

 Created by Mallory and Guillermo
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