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1. Enter your data; don’t forget headings 
for each column. 

2. Click and drag to select all your data 
including the headings. 

 

3. Select Data 
4. Select Sort 
5. Select Sort by and choose what you 

want your data order to be. 
 

6. Select all your data. 
7. Select Insert 
8. Choose the type of 

graph you want. 
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9. Right click on your 
graph to change 
its appearance. 

10. Select the cell 
directly below 
your data 
(numbers) 

11. Select Formulas 
12. Select Insert 

Function 
13. Select Average, 

hit OK 

14. Click and drag 
over all your data 
(numbers) 

15. Hit OK 
 

YOU’RE DONE! 

 
 


