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AS 2.1

Student Activity Sheet

Basic Computer Skills–Charts and Graphs

Name________________________

Student Objective:


Develop and interpret charts and graphs.

Equipment and Materials:

· Computer

· Excel (spreadsheet program)

· Floppy disk

· SG 2.1 Basic Computer Skills–Charts and Graphs Scoring Guide [image: image1.png]



· Printer

Procedure:
1.
Refer to SG 2.1 for the tasks you will be graded on.

2. Read the following scenario. 

Megan Sanders, your boss, has some data that she would like you to make into charts and graphs for a presentation she is doing.  She asks that you make one pie chart, one line graph, and one column graph.

Note: The following procedures are done using Microsoft Excel.  If you are using another program, some of the commands and/or features may be different.


Pie Chart

3. Use the following data to create a pie chart. Ms. Sanders says the data represents the U.S. crop acres planted for 1998. 

Corn 29.8%
Barley 2.3%

Other 8.0%
Wheat 24.4%

Soybeans 26.9%
Sorghum 3.6%

Cotton 5.0%


4. Open an Excel spreadsheet. In column A, type the seven crops listed above.  In column B, type the corresponding percentages for each crop.

5.
Save the file as “pie chart” to a floppy disk or a location your instructor specifies. 

6.
Select the cells that contain the data for the chart. 

7.
Click the Chart Wizard button on the tool bar. The Chart Wizard window will appear.
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8.
On the Standard Types tab, select “Pie” for the Chart type and select the complete pie (first circle, left-hand side, on the top row) for the Chart sub-type.  Then click the Next button.
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9.
Click Next again at the Chart Source Data step to display the Chart Options step.

Activity 2







     AS 2.1 (continued)

10.
On the Titles tab, type the title (U.S. Crop Acres Planted in 1998) in the Chart title field.  On the Data Labels tab, select the Show percent radio button and then click the Next button.
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11.
At the Chart Location step, select the As new sheet radio button. Then click the Finish button. The pie chart will appear on your screen.
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Note: If changes are needed, try clicking on the area on the chart you want to change, double-clicking on the chart to display a dialog box, or right-clicking for an options menu.

12.
Type your name at the top of the document and save the file.  Then print and close the file.

Line Graph

13.
Next your boss wants you to create a line graph for her with the following data.  She says the data is the number of farms in Missouri from 1850 to 1999.

Year
Number of Farms

(in thousands)
Year
Number of Farms

(in thousands)

1850
55
1930
255

1860
90
1940
255

1870
145
1950
240

1880
220
1960
175

1890
230
1970
145

1900
280
1980
120

1910
275
1990
105

1920
260
1999
110

14.
Open an Excel spreadsheet. In column A, type the 16 years listed above.  In column B, type the corresponding number of farms for each year.

15.
Save the file as “line graph” to a floppy disk or a location your instructor specifies. 

16.
Select all of the data in column B and click the Chart Wizard button on the tool bar.

17.
On the Standard Types tab, select “Line” for the Chart type and select the first line graph, left side, on the top row. Then click the Next button.  

18.
At the Chart Source Data step, click on the Series tab.  Position your cursor in the Category (x) axis labels field.  Then go to your spreadsheet and select all of the data in column A.  This will assign the years as labels for the x-axis.  These labels should appear on your screen. Click the Next button.

19.
At the Chart Options step, select the Titles tab and type “Farms in Missouri (1850-1999)” in the Chart title field. Type “Years” in the Category (X) axis field and “Number of Farms in thousands” in the Value (Y) axis field.

20.
Select the Legend tab and remove the check mark from the Show legend box.  (The legend is unnecessary because there is only one line on the graph.) Click the Next button.

21.
At the Chart Location step, select the As new sheet radio button. Then click the Finish button. The line graph will appear on your screen.


Note: If changes are needed, try clicking on the area you want to change, double-clicking on the chart to display a dialog box, or right-clicking for an options menu.
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22.
Type your name at the top of the document and save the file.  Then print and close the file.

Column Graph

23.
Your boss has one last chart she would like you to create.  She would like the following Missouri farm data put into a column graph. She tells you that the data is for 1997.

Number of Acres
Percent of Farms

1 to 9
3%

10 to 49
17%

50 to 179
37%

180 to 499
28%

500 to 999
10%

1000 or more
5%

24.
In column A of a new spreadsheet, type in the six ranges of acres listed above.  In column B, type the percent of farms that correspond with each range.

25.
Highlight the data in columns A and B and click the Chart Wizard button on the tool bar.

26.
On the Standard Types tab, select “Column” for the Chart type and select the first column graph, left side, on the top row. Then click the Next button.

27.
At the Chart Source Data step, check to make sure that the x- and y-axes are labeled correctly. Click the Next button.

28.
At the Chart Options step, select the Titles tab and type “Farm Size in Missouri (1997)” in the Chart title field. Type “Number of Acres” in the Category (X) axis field and “Percent of Farms” in the Value (Y) axis field.

29.
Select the Legend tab and remove the check mark from the Show legend box.  (The legend is unnecessary because there is only one item on the graph.) Click the Next button.

30.
At the Chart Location step, select the As new sheet radio button. Then click the Finish button. The column graph will appear on your screen.


Note: If changes are needed, try clicking on the area you want to change, double-clicking on the chart to display a dialog box, or right-clicking for an options menu.

31.
Type your name at the top of the document and save the file.  Then print and close the file.
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SG 2.1

Basic Computer Skills–Charts and Graphs Scoring Guide

Name ____________________________

Successfully performed the following tasks:
Two points for each item checked

Pie Chart

Entered data correctly in spreadsheet
_______

Named file correctly
_______

Followed steps to create a pie chart
_______

Labeled chart correctly
_______

Line Graph

Entered data correctly in spreadsheet
_______

Named file correctly
_______

Followed steps to create a line graph
_______

Labeled graph correctly
_______

Column Graph

Entered data correctly in spreadsheet
_______

Named file correctly
_______

Followed steps to create a column graph
_______

Labeled graph correctly
_______

Total points out of 24
_______












Chart Wizard button
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