SPREADSHEET – SESSION 4
Today you are going to make charts in a spreadsheet program that allow you to visually see how you spend your day.  You need to select 10 activities that you do every day.

List these down the first column.  The second column will be in percent format, so you must click on the B to highlight the column and then format the cells, Select Format, and then Cells....  in the text box, choose percent, and change the decimal places to 0.  Now that you have formatted the cells, any number typed in that column will be followed by a %.

For each of the activities you chose, select the appropriate percentage of your day that you spend doing that activity.

Once you have filled in a percentage for each, you can add them up using the SUM function.  Since your day is only 100%, your total should be 100%, no more, and no less.

Now you are ready to create a chart.  

Select Insert and Chart.

You must now choose the range where your data is.  Select all 10 items and their percentages.  Since the labels are in the column, you will choose that option (it may already be selected for you).  

Click on next.

Now it will ask what type of chart you want to make.  Select the pie chart.  And then you can pick a style.  You can choose any one, and then uses the title “my daily activities”, then click create.

You should now go through this process again and create a bar chart.

HAVE FUN

