Help with the Belize Spreadsheet

To produce a line graph:
1. Open the spreadsheet.

2. Highlight the ‘total number of tourist arrivals’ title, and all the years and figures for this by dragging your across the relevant ‘cells’ (boxes on the spreadsheet). 

3. Select ‘chart’ from the ‘insert’ menu at the top of the screen, and choose ‘line’ from the ‘chart type’ menu. Click on ‘next’.

4. You will see a sample of your graph. Click on ‘next’.

5. Type in a suitable chart title and labels for the x and y axes in the boxes provided. Click on ‘next’. 

6. Choose whether you want to have your graph on a new sheet or to have a copy of your graph next to the data on the spreadsheet. Click on ‘finish’. 

7. Select ‘print’ from the ‘file’ menu at the top of the screen to print out a copy of your graph (with or without the data depending on your choice in step 6).

To produce a 100% stacked column graph:

1. Highlight all the years, figures and descriptions of the different modes of arrival (but not the main title) by dragging your cursor across the relevant ‘cells’ (boxes on the spreadsheet). 

2. Select ‘chart’ from the ‘insert’ menu from the top of the screen. Choose ‘column’ from the ‘chart type’ menu on the left and choose ‘100% stacked column’ from the ‘chart sub-type’ menu on the right (top row, right-hand side of the menu choices). Click on ‘next’.

3. You will see a sample of your graph. Click on ‘next’. 

4. Type in a suitable chart title and labels for the x and y axes in the boxes provided. Click on ‘next’.

5. Choose whether you want to have your graph on a new sheet or to have a copy of your graph next to the data on the spreadsheet. Click on ‘finish’. 

6. Select ‘print’ from the ‘file’ menu at the top of the screen to print out a copy of your graph (with or without the data depending on your choice in step 6).
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