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I mentioned before that Dave, my supervisor, is requesting more computer resources for 

the whole company. I created a worksheet showing AdZ computer-related costs, including 
what we’ve spent on hardware, software, support, and maintenance over the past year. I’d 
like you to create some charts to illustrate this information and make it more appealing. 

 
Follow these steps: 
1. Start Excel and open the worksheet called Computer Costs.xls from your Excel Tutorial 4 

Portfolio Project folder. 
2. The column chart should compare the computer costs (not the totals) of hardware, 

software, support, and maintenance for each quarter. Use the Chart Wizard to embed a 
column chart in the worksheet. Accept the default column chart type, and provide an 
appropriate chart title.  

3. Move the chart and increase its size. The chart should span cells A9 to G22. 
4. Add data labels to show the value of the Hardware data series. 
5. Change the color and pattern of the Maintenance data markers so they are more 

distinctive. 
6. Select cells A3:A6. Then select cells F2:F6.  
7. Use the Chart Wizard to create a pie chart on a chart sheet. The pie chart should show the 

proportion of each type of computer-related cost to the total cost. Accept the default pie 
chart type. 

8. Provide an appropriate title for the chart, and show data labels (not amounts). Do not 
show a legend.  

9. Change the pie chart from two-dimensional to three-dimensional. 
10. Explode the Hardware slice of the pie.  
11. Next, go back to Sheet1. You need to create a bar chart that compares the total computer 

costs for each quarter. Select the appropriate cells. Use the Chart Wizard to create the bar 
chart on another chart sheet. Provide an appropriate chart title, and do not show the 
legend.  

12. Increase the size of the chart title.  
13. Add a picture of a computer to the bars. The picture is included in the Computer.bmp file 

in the Explore Excel Tutorial 4 Portfolio Project folder on your working disk. 
14. Stack and scale the picture to the bar. 
15. On Sheet 1, type your name in cell H1.  
16. Save the worksheet as Computer Costs2.xls in your Working folder, and print a copy for 

your portfolio. Your instructor will tell you when and whether you should e-mail your 
file or hand in your printed portfolio. 

17. Exit Excel.  


