Task Card for Microsoft Excel
Math Chart

SOL 4.20 and 5.18

1. Open up Microsoft Excel

2. In column “A1” type in the name of your survey question. (what is your favorite type of Thanksgiving food)

3. In column “A2” type in the first option (turkey) then continue typing in your options under “A.”

4. Put your cursor in between column A and B at the top so you get a symbol that looks like this       this will adjust your column so that all the words fit into one cell.
5. In column “B” type in: Number of Students

6. In Column “B2”, type in the number of students who chose what was listed in cell “A2.”

7. Finish typing in all of your information for the number of people that selected each item.

8. When you are finished typing in the numerical information, click the chart wizard at the top of the page. [image: image1.png]



9. Step One: Select the correct type of chart for your project. (Either the line, bar, or chart graph will work)

10.  Step two: Choose columns for the display of your materials.

11. Step three: Change the title of you graph (Use whatever you are collecting data on) Ex. What is your favorite type of Thanksgiving food?

a. Step three continued: X axis (horizontal)

i.  what ever the topic is that you are surveying.  Ex. Thanksgiving food

b. Step three continued: Y axis (vertical) 

i. Number of students

c. Step three continued: The Legend Tab

i. You can choose the legend tab and decide where you would like your legend to appear on your chart

ii. Click next
12. Step Four: Place chart as a new sheet

13. Once your chart is placed, you can then go back and change the color of the information.

a. Double click on the bars or the line and change the graph to whatever color you choose.

14. Save and print as directed
