Open Excel
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Put in the data with headings
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Select the data you wish to put in a graph
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Click ‘insert’ on the top menu
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Click on the ‘graph’ icon
You will then be presented with a drop down menu
Choose 2D cluster graph the first one on the top row.
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This will then produce a graph as indicated below  
You will notice that the way you set out the numbers in excel will impact upon the graph produced 
Always have the titles across the top of each column 
This graph now needs a title – you will notice that it already has a legend.
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Inserting a title:
Double click on the title and you will see a dotted box appear around the title – click on the words in the box and write the title for the graph.
You can then click on the outside line around the graph and then right hand click and copy.
You can now past this into your document

To edit a legend that you have created:
You will need to go ‘back into the column headings’ and enter the correct title for each set of data
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