Activity 1:  Favorite Treat Column Chart

Essential Learning Skills:  creating a column chart, changing alignment in a spreadsheet file, chart formats including labels, x and y axis’, gridlines, titles, legends, moving charts on the spreadsheet, creating a footer, setting up landscape format, and printing directions. 

1. Open a new spreadsheet file and name is as Excel Basics, Last Name First Name.  

2. Ms. Sihota recently “surveyed” the students in her computer classes.  She asked them several questions.  One question was, “What is you favorite after school treat?”  Their choices included candy, chips, cookies, or pizza.

3. Widen columns A and B.

· Place the cursor on the line to the right of the column to be resized

· The cursor will have a horizontal arrow through it; drag the line left to widen the width of the column

OR

· Place the cursor on the column to be sized
· Click on format and choose Column Width from the menu;  enter the column width from 0 to 225
· Click OK
4. Center-align the contents of all cells. (Center-align will be on the standard toolbar just like Microsoft Word.)

5.  To graph the results, set up a spreadsheet file so it looks exactly like this:
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5. Select cells A1 through B5 (Left click the mouse starting in cell B5, then drag over left and all the way up to cells A1 and B1.  They will all be blue except B5.)
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4. Center-align the contents of all cells.

5. Tograph the results, set Up a spreadsheet file so it locks exactly like this
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6. Go to insert and find the “Chart” Wizard button from the standard toolbar.
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Step 1: of the Chart Wizard , click Column and choose the Clustered Column subtype.  Click Next.
· Step 2: choose from rows or columns.  The data will be displayed in the chart differently based on your selection.  Choose the option you prefer. Click next.
· Step 3:  type Favorite Treats into the Chart Title box.  Type in a label for the x or y axis. You will have to determine the titles of these axis’. Click on your graph and you’ll notice that there is plus sign on the top right hand corner. Click on that!
· Step 4:  Select “As object in Sheet 1.”   Click Finish.  Your chart should look similar to this if you chose the columns option in Step 2.
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· Click the white area of the chart and drag the entire object beneath cell A5.  

7. Finishing 

· Add a FOOTER to you document.  Go to INSERT and choose HEADER/FOOTER.  Click the CUSTOM FOOTER button.  In the box labeled “Left Section,” type Activity 1, press Enter, and type your name.

· Click the Print Preview icon on the toolbar, this will show you what the spreadsheet will look like when printed.  Is your Footer there? The Chart?

· Save as Excel Basics, Last Name First Name.  Do not print.  Submit through The Portal once completed this series of excel worksheets.   
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Activity 2: Getting Fancy with Column Charts

Essential Learning Skills:  comparing data, setting up a column chart, changing chart formats including labels, gridlines, titles, colors, and legends. 

1. Open your Excel Basics, Last Name First Name and continue on a new page within the same document and rename the tab as Activity 2. 
2. Ms. Sihota recently polled all the students attending Windsor Secondary School.  One of the questions she asked was, “What is your favorite cafeteria lunch?”  The choices students could select from included chow mien, burgers (all versions of the burger), pasta with white sauce, pierogis, or rice.  There were some interesting differences when the results were examined by gender.
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Favorite Lunch
        Boys

        Girls
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Create a spreadsheet file that includes this information (the information above).  You should have data in cells A1 to C6.

3. Select the contents of cells A1 through C6 for inclusion in a column chart.  Use the Chart Wizard, and follow the instructions from Activity #2 if necessary.  

4. Chart Customization
· After the column chart is created, edit it by first clicking once in the white space inside the chart.  Then go to Chart.  Choose Chart Options. 
· Click the Titles tab.  Add labels for the x- and y-axis if you did not create them initially.

· Click the Gridlines tab.  Get rid of the check in front of Value (Y) Axis, Major Gridlines.
· Click the Legend tab.  Change the placement of the legend to Bottom.

· Click the Data Labels tab.  Click Values.  Click Next - Finish.
· Click on one of the columns that represent data from boys.  This should put a little box in each of the boy columns. 
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· Right-click on one of the columns.  Choose Format Data Series.  In the window that appears, choose a color that you would like to use to represent the boys’ data.  Then click the Fill Effects button.  Experiment with the Gridlines, Textures, and Patterns tabs until you are satisfied with the outcome.  

· Make similar changes to the girls’ bars.

· Your chart should look something like this. 
[image: image16.png]|

S fe Edt Vew Inet Fomat Iook Chat Window teb

DEHRGRIVE|* @B F|9 - ©-

Plot Area__~ ~

8 = -4l il [o|e

Typeaquestionforhel < - 8 X

A

C

300

250
200

Billy's Bowling Average

150

£

Format Plt Area

Chart Type,

Source Data.

100

Chart Options.

23
a
o

Location,

Chart window

Clear

N = alalalaajaa
OO ®~NOO OGN WN

NN
N =

N
w

24

€3 » vil\sheet1 (Shestz { Shests

Daws s agoshes- N NOOE AL @A &-L-A-===ad)

Ready

Bistart| 8 @ & > (6 181 7mmsicPl.. | @ Facebook [y

| 1) 55 aciviy 5 - .. | 8] 53 activiy 6 -

| 1) 55 activiy 7 - ... | 5] Excel rewrce - ... | 5] 53 activity 8 - i

sl

| I

M

[ icrosoft ence.. (O DIE z06Pm





5. Click cell B5 and change the number to 40.  Watch the chart as you press Enter. 
6. Finishing:

· In the footer, type Activity 2.  Press Enter, and type your name.
· Don’t forget to print preview to double check that your chart is just the way you want it.

· Go to File and select Save. You should be saving this into your activity 1 file. 
· You will be submitting this assignment after activity 5 through the Portal.   
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Activity 3:  Getting Fancy with Bar Charts 

[image: image11.wmf]Essential Learning Skills:  creating a bar chart, comparing two groups of data, adding clip art, changing alignment in a spreadsheet file, chart formats including labels, x and y axis’, gridlines, titles, legends, moving charts on the spreadsheet, creating a footer, setting up Portrait format, and printing. 

1. You will start a new tab labeled activity 3 in your original document saved as Excel Basics, Last Name First Name.
2. Kim and Brooke are sisters.  Each summer, they run a lemonade stand on the corner of the street where they live.  In the past, they have worked together and split the profits.  This year, however, they have decided that they well each individually run the stand for a week and keep their own profits.  Organize the information below into the spreadsheet.

Lemonade Stand

    Kim’s Profit

Brooke’s Profit

Monday



15



20

Tuesday



20



15

Wednesday



30



25

Thursday



3



10

Friday




7.5



10

[image: image12.png]S5 Activity 6 - Microsoft Word
L E Microsoft Excel - ss 3 =1olx]

Ele Edt Vew Iwset Fomat ook Data Window Help Typeaquestionforhel < - @ X

DS dR @R TE $ DA 4o PBim <0 B zy| ERENr ey
J1 > A

. A [ B [ ¢ [ o [ E [ F [ 6 [ H T 1 [ 33

Do You Get Enough Sleep?

$ % o W%

OYes
W No

i < » »il\Sheet1 {Sheetz /[ Shests Jal | L]jj
foaw- i oo N\ NOOH A @E &-L-A-===a@]

Ready N 4
e A DA RO N AR MRl -]

Page 1 Sec 1 11 At 6.5" n28 Colt REC TRK ExT OvR QK
Bstart| ) @& & > (6 1817 Music Player - Y0.. | {6 Welcoms to Facebooki | . | ] 55 Activey 5 - Mirscft

— e




     3.  Format the numbers in columns B and C to be displayed as Currency.  You    know, Money!!  Click, Drag, and Select the Columns you would like to change to Currency; then click the Currency Icon on the toolbar.  You will now see dollar signs next to each amount. 
    4.  Use the information in your spreadsheet to create a bar chart.  Your chart should look something like this . . . . . . 
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5.  Adding Clip Art

· Go to INSERT and select PICTURE, then CLIP ART.

· The Clip Art window will appear.  Type a word in the search box that would be appropriate for the Lemonade Stand.  

· Insert the graphic into your chart.  Make sure to “Text Doggie” or format the graphic so you can resize it and move it around.  The quickest way to format a picture, is to Right Click, then choose Format Picture, then Layout.  You will also need to bring the picture to the front, with a Right Click of the mouse, Click on Order, and Bring to Front.
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6. Finishing

· In the footer, type Activity 4, press enter and type your name.
· Don’t forget to print preview to double check that your chart is just the way you want it.

· Go to File and select Save. The file should still be called Excel Basics, Last Name First Name.
· Once completed all activities. Your one document will be submitted through the portal.

Activity 4:  Sleepy Pie Chart 

Essential Learning Skills:  creating a Pie Chart, comparing two groups of data, chart formats including labels, titles, legends, moving charts on the spreadsheet, creating a footer, and setting up portrait format.

3. You will start a new tab on the Excel Basics,  Last Name First Name assignment and label it activity 4.

4. Ms. Sihota recently “polled” all the students attending Windsor Secondary School.  One of the questions she asked was, “Do you get enough sleep each night?”  Enter the following information, which represents the responses.  

Enough Sleep

Yes
175

No 
325

5. Pie Chart 

Choose a Pie Chart when you want to make comparisons based on parts of the whole.

· Select the spreadsheet data.

· Click the Chart Wizard button and choose either the Pie or Pie with a 3D Visual Effect subtype.

· You should not need to make any changes in Step 2.

· In Step 3 of the Chart Wizard, add a title, and make any other changes you wish to make on the format of the chart.  Make sure percents are shown.

· After finishing the last step, you chart should look something like this. .  .  .


6. Finishing

a. In the footer, type Activity 4.
b. Don’t forget to print preview to double check that your chart is just the way you want it.

c. Go to File and select Save.

Activity 5:  Making a Line Chart 

Essential Learning Skills:  creating a Line Chart, chart formats including labels, titles, legends, moving charts on the spreadsheet, creating a footer, and setting up Landscape format.

7. Open a new Spreadsheet file.

8. Brooke is 14 years old and he is interested in becoming a good bowler.  In fact, her goal is to be one of the best bowlers in the BMS Student Bowling League.  Let’s take a look at his average scores for the last six months to see how he is doing.

· Set up a spreadsheet file so that it contains the following information.



9. Line Chart 

You use a line chart when you want to see how values have changed over a period of time.  A line chart makes it easy to identify a trend, if one exists.

· Select cells A1 through B6

· Click the Chart Wizard button form the Standard Toolbar.  

· Choose Line and select the sub-type you desire.

· In step 3, click the Title tab and type Billy’s Bowing Average as the chart title.  Then click the Legend tab and remove the check in front of “Show Legend.”
· Your chart should look something like this . . . . . 

· You may change the format of your chart to make the background lighter, make the lines 

darker, etc.  The easiest way is toright click in the chart and format the chart area, the plot area, and the data series.



  4.  Finishing

· In the footer, type Activity 5.
· Don’t forget to print preview to double check that your chart is just the way you want it.

· Go to File and select Save.  You document should be called Excel Basics, Last Name First Name.
· Submit your assignment through the portal.  

If you followed the gridlines tab directions, these lines should NOT show in the background of your chart. 








