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1. Open the “Make Trax Excel Spreadsheet Template” File.
2. Look at the column headings at the top of the page. The columns will list the categories from your
“What to Look For” checklist (Sidewalks and Trails, Street Crossings, School Zones, Community Issues

Instructions for Entering Chart Data

and Other).
3. Decide which team members will work at the computer to enter data into the spreadsheet.
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4. Looking at the photos and the “"What to Look for Checklist” count how many instances you have of
each barrier category.
5. Returning to the spreadsheet, add the number of times each barrier occurs in the column under
barrier categories.
6. Click “save”.
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7. Click on the large box in the center of the
spreadsheet.
8. On the top of the control panel under “Chart Tools” click the tab for “chart design.” Then click
select data.”

‘ = R " |m5preadshee( TEMUSOR ﬁce_ i T “E@Q
Home Insert P}ﬂ\ut Faormulas Data Review View Acrobat 7Des|gm 7| Layout Format [~ o o okl
e [l [l [l [l [k [l 2

Cﬁh:tn_rge Save As i = II II i L i I I i L I I - Mave
art Type Template | Row/Colul Chart
Type Chart Styles Location
Chart1 A
A B C D (£ F G H 1 J K L M N (o} P Q l?l

Michigan Fitness Foundation and Michigan Department of Transportation, 2015



_MAKE

IRAX

9. A dialogue box called “select data source” will pop up.

Instructions for Entering Chart Data

10. When it pops-up you will then select columns Al-F1 and A2-F2. Click OK on the dialogue box.
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11. After clicking OK, your information should be entered on the chart. You can then click on the
design tab under chart tools to change the colors, edit names, and edit the layout of the chart.

12. Click save.
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