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	Assignment 1 – Read and follow the instructions below in “Adding a Column Chart to My Budget.” 
Assignment 2 – Practice and review any new vocabulary from Lesson 8.
Optional Assignment – Watch the How to create a basic chart in Excel 2016 video:   
https://youtu.be/gry4XfvHUvs 

Adding a Column Chart to My Budget
Today we will add a column chart to your “My Budget” project. This chart will help you see how and where you spend your money each month. Charts are a very good tool to help see information in different ways. Charting a budget can help you visualize where money is being spent.
We will now make a column chart that will let you see where your money is spent monthly.  
Adding a Column Chart to My Budget Lesson
1. Insert your USB flash drive.
1. Find and open your “My Budget” Microsoft Excel file.
1. Highlight (select) the budget items, including the “Budget Items” heading.
1. Hold down the Control Key [Ctrl] and highlight your monthly expense amounts including the heading.
1. Click on the INSERT tab.
1. In the Charts group, click on the Column button. 
1. Click on the first button in the 2-D row (Clustered Column).
1. Review the chart data and make any changes you want to the format or colors.
1. Save your file to your USB drive with the name, “My Budget - Column Chart”.
1. Show your teacher your spreadsheet.
* * * * * *
Extra
1. If you have extra time, add a different type of chart.
2. With the chart selected, click on the Quick Layout dropdown.  
(DESIGN tab  >  Layouts group  >  Quick Layout dropdown)
3. Select one of the Quick Layout options.
4. Make any changes you want to the format or colors.
5. Save your file with a new name. 
6. Show your teacher your spreadsheet.
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