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Terms: 

· Annotation – adding graphic elements to explain a chart or table.

· Bar Chart – a chart where the graphic elements are horizontal bars. 

· Column Chart – a chart where the graphic elements are vertical bars, often showing how values change for a small number of time periods.

· Legend – a small box that identifies the different series. In Excel 2003, adjust the legend via the Chart Options dialog box.
· Line Chart – usually shows how a value changes over many days or months represented on the x-axis, e.g., stock prices.

· x-axis – the horizontal dimension of a chart 
· y-axis – the vertical dimension of a chart. (Mnemonic: the letter "y" is more vertical than "x".) Microsoft sometimes calls this the Value axis.

· z-axis – how Microsoft once referred to the Y-axis in a 3D chart.

How to Create a Chart in Seven Easy Steps:

1. Select part of a table (including row and column headings)

2. Click the Insert ribbon

3. Click the desired chart type and subtype

4. Drag sizing handles in border of chart to change its size

5. Drag other parts of border to move the chart

6. When the chart is selected, note three new ribbons:

a. Design – sets general design and location

b. Layout – sets various parts of the chart (e.g., title)

c. Format – sets colors and special effects of chart parts

7. Click outside the chart to see what it really looks like

How to Modify a Chart Element (e.g., Horizontal Axis):

1. Right-click the chart element

2. Choose the last option (“Format …”)

3. In the Format X dialog box, choose the desired category on the left and set the desired properties on the right
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