Staff Development
and Training

Microsoft Excel 2010

P.O. Box 9000

Window Rock, Arizona 86515
Phone: (928) 871-7111 or (928) 871-6691
Fax: (928) 871-7112

Email: Ipatterson@navajo-nsn.gov

Website: www.nnstaffdevelopment.navajo-nsn.gov

Creating Charts with
Microsoft Excel 2010

Training Fee: $100.00 (plus tax) per person

Half a Day Training

Course Objectives

Lesson 1: Visualizing Data with Basic
Charts

Topic A: Create Charts
e Creating Chart
e Chart Basic
e Chart Types
e Chart Insertion Methods

Topic B: Modify and Format Charts
¢ Madification vs. Formatting
¢ Chart Elements
o Guidelines for Including Chart Elements
e The Chart Tools Contextual Tabs
e The Selection Data Source Dialog Box

Lesson 2: Presenting Your Data Visually
Topic A: Use Advanced Chart Features

e Dual — Axis Charts

¢ Forecasting

e Trendlines

e Trendline Types

e The Format Trendline Dialog Box

e Chart Templates

Topic B: Create Sparklines
e Sparklines
e Sparkline Types
e The Create Sparkline Box
e The Sparkline Tools Contextual Tab
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