Creating Charts in Excel using weather data 

(Assumes you have a weather data file i.e. weather data recorded by a weather station)
1. Log on using your identity and password (if applicable)
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2. Click on Start






[image: image2.wmf]3.  Click on Programs, then Microsoft Office , then Microsoft Office Excel


The screen will look something like this.
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Click on File  then  Open, traverse to find the weather data file.
Click on file name and click Open.

The data should appear in Excel and the Text Import Wizard should appear.

Using the Text Import Wizard:
1. On the first screen, make sure Delimited has been selected, then click Next

2. On screen 2, click Comma and click Next

3. On screen 3, click Finish.
Save this Excel file  - Click File then Save As, type in a file name and click OK

(Make sure you are in a folder in My Documents)

Creating a Chart: 
1. Highlight the columns for your chart by left mouse clicking on the top left cell and dragging to bottom right cell of the column(s) 
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2. Click on the Chart Wizard button

3. Choose details for your chart  - type of chart, data series etc. and click Finish

4. Chart should appear in spreadsheet. It can be resized and moved to a suitable place in this spreadsheet or in a New spreadsheet. Save spreadsheet (File, Save As)

You will have to create more than one chart and to group some of the required data, you may need to Hide a specific column (or columns). 
To Hide a Column:
1. Highlight the column(s) by clicking on the top of the column (where the letters appear)
2. Click Format, click column, click Hide

To Unhide a Column:

1. Highlight the column(s)

2. Click Format, click column, click Unhide
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