Directions for Using Microsoft Excel
 to create graphs and spread sheets
Open Microsoft Office Excel by double clicking on its icon on your desktop. If the icon is not on your desktop go to the Start button/ Programs/ Microsoft Office/ Microsoft Office Excel 2003. 
Save Your Spreadsheet

1. Go to File and Choose Save As.

2. Click on the down arrow across from the words Save In:

3. Choose your student drive.

4. Put in a title where it says File Name.

5. Hit Save.

Making the spreadsheet
1. In the first cell (A1), type in the Subject that describes your categories. In the second (B1), type in the Subject that describes who you were surveying. 

2. Put the mouse cursor on the line between A and B.  Double click there to make the box fit the words you typed in.  Do the same with the line between B and C.

3. By clicking and dragging, highlight the two subjects in the first row and click on the B icon at the top of the menu bar to make the text Bold.

4. Under column A type in your categories.

5. Under column B type in your responses.

Example:

	Time Spent on Computer
	No. of Students

	0 hours 
	6

	1 hour
	4

	3 hours
	8

	5 hours
	3

	10 hours
	4

	20 hours
	1


6. Put your mouse in the A1 cell and hold down the left mouse button.  Highlight every cell you typed in by moving your mouse over the other cells. Lift your finger off the button.

7. Right click somewhere on your new table and choose Format Cells. 

8. Click on the Borders Tab. 

9. Click on Outline and Inside. Choose OK.

10. Click somewhere outside of your table to unhighlight it. 

Making a Bar Graph
1. Click on a cell in your table.
2. Click on the Bar Graph icon located under the word HELP in your menu bar. 

3. Choose the Column Graph and click Next.

4. Click Next again.

5. Where it says Chart Title – fill in the Title of your graph.  (Make sure it is descriptive)

6. Where is say X-axis and Y axis – label your axis with a word or phrase to describe them. (Do not label them x and y axis!)
7. Click on the Legend Tab  and unclick the box marked Show legend. (You do not want this as part of your graph.)

8. Click on the Finished button.

9. Click on the graph itself and move it until it is under your table.
Making a Circle Graph or Pie Chart

1. Click on a cell in your table. 

2. Click on the Bar Graph icon located under the word HELP in your menu bar. 

3. Choose Pie Chart and Click Next.

4. Click Next again.

5. Click on the Title Tab. 

6. Where it says Chart Title – fill in the title of your graph. 

7. Click on the Data Labels Tab.  Mark the box next to Percentages.

8. Click on the finished button.

9. Click on the graph itself and move it until it is under your bar graph. 

Finding the Mean
1. Put your cursor in Cell C1 and type the word Multiplication.
2. In the cells underneath multiply the numbers in column A with the number across from it in column B and type the answer across from it in column C. Refer to the example on the next page if you have questions. 
3. In cell A9 type the words Total Number of Students.
4. Put your cursor in cell B9.  At the top of the menu where it says f(x) type the following:   =sum(B2:B7)

5. Hit enter.  

6. Put your cursor in cell C9.  At the top of the menu where it says f(x) type the following:   =sum(C2:C7)

7. Hit enter.

8. In cell A10 type the word Mean.  Put your cursor in cell B10.

9. At the top of the menu where it says f(x) type the following:   =C9/B9
10. Hit enter.

Finding the Mode
1. In cell A11 type the word Mode.  
2. In cell B11 type in the category that most of the people in your survey chose. 
Finding the Median

1. In cell A12 type in the word Median.  

2. Use your line plot on your survey to cross off x’s until you get to one that is in the middle.  The category that the x lies in is the median.

3. In cell B12 type in the median.

Finding the Range

1. In cell A13 type in the word Range. 

2. Look at the first column in your spreadsheet.  Subtract the smallest category from the largest category.  

3. In cell B13 type in this difference.  

Putting Your Name on the Paper

1. Click in cell (E1) next to the table.

2. Type your first and last name in the cell. Hit enter. 

(This puts you in cell E2)

3. Type your class Period in cell (E2).  Hit enter.

Save Graphs

1. Go to File.  Choose Save. (or click the Disk Icon)

Printing
(Do not print on your own.)
1. When you have finished your graphs raise your hand.  The teacher will come and print for you.
2. You may then close out of your program by clicking on the X box at the top right corner. 

3. Go to Start (at the bottom left of your screen) and choose Log Off Your Computer.

4. Click OK.

