2.

How to amend your Making Figures Speak for Themselves profiles

Open the Making Figures Speak profile you need to amend. You first need to save the profile
under a different name so the original is retained. If you use Office 2003 go to File | Save as

and choose a location and a new file name and click Save.

If you use Office 2007 onwards click on the Windows button at the top left of the screen and

choose the following:

i N = 1 L[ = x
Save a copy of the document
MHew
E:l Excel Workbook
~ Ml | Sawve the file as an Excel Workbook.
7 Open

ﬁ:' Excel Macro-Enabled Workbook
W1 save the workbook in the ¥ML-based and

Canyert !
macro-enabled file format.

ﬁ:' Excel Binary Workbook
save [mosa| Save the warkhook in a binary file format

optimized for fast loading and saving.

If2 }
H Saveas | » | [y Excel 97-2003 Workbook
Ml | Save a copy of the workbook that is fully
compatible with Excel 97-2003.

Print » = OpenDocument Spreadsheet

Save the warkbook in the Open Document
Format.

PDF or XP5
_; Publish a copy of the workbook as a PDF or

] Send » XPs file.

=—|] 0Other Formats
Cpen the Save As dialog box to select from

EE:. Publizh all possible file types.

e Prepare F

Choose a location and a new file name and click Save.

To amend any of the cells within the spreadsheets you first need to unprotect the worksheet.
Each worksheet is individually protected so you will need to unprotect each sheet in the

workbook.

If you use Office 2003 go to Tools | Protection | Unprotect Sheet.
If you use Office 2007 onwards click on the Review tab and then on Unprotect Sheet
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3. You can now amend any of the cells you wish by simply typing in the correct figure. If the
worksheet you are working on contains graphs then these will automatically be updated with
the new data you have entered.

4. Remember to save your changes when you have finished amending the data in the
workbook.
If you use Office 2003 go to File | Save
If you use Office 2007 onwards go to the Windows button at the top left of the screen and
click Save.
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Alternatively click the Save icon at the top of the screen.
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