Using Word 7

Open a new word document.

Type Pocket Money at the top of your page. 

Type the sentence: Some children get more pocket money than others in our class.

Underneath the sentence insert an Excel Worksheet by clicking on the button (to the right of the tables button).  Make it 5 columns by 7 rows.  You may have to click and drag down to make the 7 rows.

Highlight the top row and click on the merge cells button.  It has a small a and 2 arrows and is near the $ sign.  In the top row type “Pocket Money for May”.

In the next row, leave the first cell blank.  In the next cells write the following names: David, Stephanie, Tyson and Katie.

In the left column underneath the blank cell, type Week 1, Week 2, Week 3, Week 4 and Total.  Underneath David type in the first 4 cells 6, 5, 10, 5.  For Stephanie put 4, 5, 5, 7. For Tyson put 10, 10, 10, 10.  For Katie put 20, 15, 20, 15.

Drag down the column to highlight from 6 to the Total cell underneath David’s name and click on the $ sign then the autosum sign. The autosum sign looks like this.


The autosum will add up the columns for you.  Do the same for the other children.

Now highlight all the information in the sheet, and then click on the Chart Wizard to create a graph showing the total amount of pocket money each child earned for May.  Keep clicking next.  Add a chart title in step 3, then finish.  Stretch the frame so that all the information can be seen.  Double click the chart.  Go to properties.  Untick Locked. OK.  Move the chart so that it does not cover the information on the sheet.
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		Pocket Money for May

				David		Stephanie		Tyson		Katie

		Week 1		$   6.00		$   4.00		$   10.00		$   20.00

		Week2		$   5.00		$   5.00		$   10.00		$   15.00

		Week 3		$   10.00		$   5.00		$   10.00		$   20.00

		Week 4		$   5.00		$   7.00		$   10.00		$   15.00

		Total		$   26.00		$   21.00		$   40.00		$   70.00






