[bookmark: _GoBack]How to format and create graphs of exported data in Microsoft Excel
These instructions are intended to illustrate how to work with exported FAA PAVEAIR M&R data in Microsoft Excel. They are specifically written for Microsoft Excel 2010, but should be applicable to earlier versions with a little tweaking of the instructions.
1. Start by executing an M&R Plan and then clicking the “Excel” icon to export the data to Microsoft Excel. 
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2. The M&R data is now displayed in Microsoft Excel. First we will format the currency. Select the cells that have currency data in them and click the currency icon from the ribbon (“$”).
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3. We can graph any data points that we want. For example, to graph Total Unfunded and Total Funded by year, select these columns, click “Insert” on the ribbon, and then select a chart type. For this chart, select 3D Column.
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4. Notice that the selected chart does not look correct yet. To fix this, click “Select Data” on the ribbon.
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5. Click on “Year” from the list and click “Remove”; then click the “Edit” button.
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6. Now select the years from the spreadsheet, which will add them to the Horizontal Axis; and press “OK”.
[image: ]
7. Our chart is almost complete; let’s add a chart title and fix the names in the legend.
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8. Click “Layout” on the ribbon; then click “Chart Title”. Put the chart title on the top and label it “Total Funded vs. Total Unfunded”.
[image: ]
9. Last, edit the column names on the spreadsheet to correct the legend. Our chart is now complete.
[image: ]
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