Instructions for Spreadsheet Activities
Objectives:

1.  Use a spreadsheet to create an appropriate data display (line graph, bar graph, histogram)

2. Use a spreadsheet with formulas and the sort feature to find the mean, median, mode, and range. 

Creating Spreadsheets:

1.  START – PROGRAMS – MICROSOFT OFFICE – EXCEL Program (in green)

2. Now you have a 3-page spreadsheet with an unlimited number of rows (1, 2, …) and columns (A, B, …).

3. Always save your file immediately after opening.  Call this Excel file lastnamefirstnamegraphs.  (smithjohngraphs)  into the Brewster Drive in the “McHale’s Math Class” folder in your class period.

Activity #1:  Creating a Bar Graph

1.  Double click on the bottom tab labeled “sheet 1”.  Double click on the tab to rename this sheet “Bar Graph”

2. Put your name in cell A1
3. Create headings for the data in the spreadsheet, then enter the data.  You may change your font at any time and also adjust the height & width of the cells.

4. Highlight the restaurant names and number of students with your cursor.  While highlighted, click on “chart wizard” at the top of the menu bar (looks like a colorful bar graph).   Slelect “COLUMN”.  Follow instructions for each step to add labels as well as a title.  IMPORTANT:  the last step of creating the graph gives you the option of saving the graph on the spreadsheet or as a new page-  today, save it on the spreadsheet (top choice).
5. When the graph is created, you may change the color of the bars and background.  Unless you are working with a multiple line or bar graph, you should delete the box that says “Series 1” ( FYI – needed for a key)

Activity #2:  Creating a Line Graph

1.  Double click on the bottom tab labeled “sheet 2”.  Double click on the tab to rename this sheet “Line Graph”

2. Put your name in cell A1

3. Create headings for the data in the spreadsheet, then enter the data.  You may change your font at any time and also adjust the height & width of the cells.

4. Highlight the dates and temperatures with your cursor.  While highlighted, click on “chart wizard” at the top of the menu bar (looks like a colorful bar graph).  Select “SCATTER PLOT” with connected lines.  Follow instructions for each step to add labels as well as a title.  IMPORTANT:  the last step of creating the graph gives you the option of saving the graph on the spreadsheet or as a new page-  today, save it on the spreadsheet (top choice)

5. When the graph is created, you may change the color of the bars and background.  Unless you are working with a multiple line or bar graph, you should delete the box that says “Series 1” ( FYI – needed for a key).
Activity #3:  Creating a Histogram (there is not a “HISTOGRAM” feature, so we will improvise!)

1.  Double click on the bottom tab labeled “sheet 3”.  Double click on the tab to rename this sheet “Histogram”

2. Put your name in cell A1

3.  Enter your data.  Copy and paste the data in a column next to it on the same page.  Now, use the “SORT” tool on the top menu bar to sort the list you just pasted.  Sort it in ascending order, being careful to highlight only the data you want to list in order.  Now create intervals of tens, like we did in class.  If you type in “1-10” and the computer changes the interval to “Jan 10”, highlight the whole column, right click, choose “format cells” and select “TEXT” and your intervals will stay as intervals.  Next to your intervals, tally up the frequency of students who have the corresponding intervals.
4. Now use the frequency table to create your histogram.  (follow steps 4 and 5 from the previous two activities)

Activity #4.  Using Spreadsheet s to determine Mean, Median, Mode, and Range – Simplify your work!

1.  To make a new page, go to “INSERT” then “NEW WORKSHEET”.  Rename it “Mean, Median, Mode, Range”

2. Copy the data from Activity #3 (Number of Items in Your Pencil Pouch)

3. Now copy it one more time into another column
4. Sort the data from least to greatest (use the “SORT” tool on the top menu bar.)

5. OK – find the median and mode by just looking at the sorted data – label each clearly on the right side of your spreadsheet.

6. Now, create a label for mean, then another for range.  

7. To find the mean and range, we need to enter a formula for each for the computer to use.  Get Ready…….

Entering formulas requires you to type an “ = “ in front of the formula.  Without it, your formula will be useless.  If you want to add the items in cell D8 and D9, type in :   = D8 + D9 .   If there are several items to add, then you can type  “ = sum” then highlight all the data to add at once.  It’s fabulous!  (and efficient!)

8.  Be sure you are typing your formula into the cell you would like your answer to be displayed.  I usually fill the cell with a color so I can make it stand out.  Do this with mean, median, mode, and range if you have time.

If you finish early,  explore other spreadsheet features you will be able to use for the Zoo Webquest for Unit 1.  Go to www.msmath2.net, take a practice quiz for section 2-4, explore the webquest also.  Have fun with this and share your new knowledge!

