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Creating
Excel – Column Chart
(No.2) Formatting; Copy and Paste 
	Beginner – 
I have been shown how to do this.
	Learner – 
With help, I can practise and talk about it.
	Expert
I can do this on my own all the time.
	Teacher – 
I can teach others how to do this, & use it myself for different learning topics
	Evidence of Learning
Demonstrate = Do it
Document = Capacity Matrix
Defend= Show & Tell
This is the name of the file in my folder that shows the evidence of my learning.

	Aim: To show I can use MS Excel  for my learning
	1. Open
	1.1
	I can navigate to my Excel spreadsheet and open the tab for a column graph.
	
	
	
	
	
	3.25

	
	2. Formatting
	2.1
	I can select the Chart title and use Menu bar ( Format ( Selected Chart Title ( and use Font; Font Style; Size; Underline to create a readable chart title 
	
	
	
	
	
	3.5

	
	
	2.2
	I can select the Value Axis Title and use Menu bar ( Format ( Selected … ( and use Font; Font Style; Size; to create a readable axis title
	
	
	
	
	
	3.5

	
	
	2.3
	I can select the Category Axis Title and use Menu bar ( Format ( Selected … ( and use Font; Font Style; Size; to create a readable category axis title
	
	
	
	
	
	3.5

	
	
	2.4
	I can select the Plot Area and use Menu bar ( Format ( Selected … ( Pattern ( Area ( Fill Effects ( Gradient ( Shading style to create a readable background 
	
	
	
	
	
	3.5

	
	
	2.5
	I can select the Data Series and use Menu bar ( Format ( Selected … ( Pattern ( Area ( select an appropriate colour to create readable columns
	
	
	
	
	
	3.5

	
	
	2.6
	I can select the Chart Area and use Menu bar ( Format  Sheet ( Picture … select a background picture to match the meaning of the chart
	
	
	
	
	
	3.5

	
	
	2.7
	I can re-select all titles and use Menu bar ( Format Selected …… ( Area = white to make the text readable against the background [and ( File ( Save]
	
	
	
	
	
	3.5

	
	3. Copy and Paste
	3.1
	I can open my Digital Portfolio;  insert a new slide; create and format a readable background and heading relevant to the data
	 
	
	
	
	
	2.25

	
	
	3.2
	I can use the task bar to navigate to my open column graph; select Chart Area; use the Menu bar ( Edit ( Copy  … navigate to slide ( Edit ( Paste
	
	
	
	
	
	3.5

	
	
	3.3
	I can insert a text box with a plain background and use a readable font to annotate the chart 
	
	
	
	
	
	2.25

	
	
	3.4
	I can resize both the chart and annotation in order for the information to be readable to my intended audience
	
	
	
	
	
	2.25
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