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Range: A range is a group of 
cells. You might highlight a range 
of cells in order to create a graph. 
As you advance in Excel, you can 
name ranges in order to track or 
organize them. The range is this 
formula is B2:B4. 

Creating Graphs and Spreadsheet Templates in Excel 

 

How Do You Get Started? It’s good to know the vocabulary: 

Workbook: When you create a new file in Excel, you create a new workbook. It’s a series of worksheets 
used for the collection of data. You can have many worksheets in one workbook. The window below is a 
workbook. 

 

 

 

 

 
Worksheet: A 
worksheet is a single 
page from your 
workbook. It might be 
one part of your data or 
a graph you created. 

Cell: A cell is a single intersection 
of rows and columns in Excel or 
any table. The reference for cells 
is the row number and column 
letter combined—for example the 
first cell of a worksheet (upper 
left-hand corner) is A1. 

Chart: A chart is a 
graph you’ve created 
in Excel. Excel makes 
it possible to create 
all types of graphs 
(bar, 3-D, scatter, 
column, pie, area, 
doughnut, cylinder, 
surface, stock, etc.). 

Formula: Formulas are key to working in Excel. You 
can add formulas in order to use Excel's calculating 
power. 

For example, if you wanted to add up a column, you 
could enter a formula in the cell at the end of the 
column that would do the work for you. To add or sum 
a column, you would enter "=SUM(B2:B4)" at the end 
of the column or range of cells. Excel has a formula 
bar at the top of your column headings. This formula 
bar shows what you are entering or have entered in a 
particular cell. 
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Navigating Through Your Spreadsheet 

 

Adding Data 

1. Click once in any cell. The cell will 
highlight, but you will not see a cursor. 

2. Type in your data. You will notice the 
text or numbers you enter appear in two 
places. "Yes" appears in cell B1 and 
directly above the column heading for 
column C (the formula bar).  

3. Press Enter to accept the data or text 
you have typed. You will move to the 
cell directly below. 

OR 

Press TAB to move to the cell directly to 
the right. OR use your arrows to 
navigate throughout the worksheet. 

 

NOTE: It won’t really matter if your data headings go across or down the page. 

 

 

Moving Between Worksheets 

1. Look at the bottom of your window. You’ll see tabs marked Sheet 1, Sheet 2, Sheet 3 for each 
worksheet. 

2. Click on these tabs to move between worksheets. 

3. You may rename a worksheet by double clicking on the tab and replacing the text. 

4. You can change the order of worksheets by clicking and holding . . . drag to the new location/order. 
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Creating The Graph 

 

1. To create a graph, you must first highlight the data range you wish to use. Click once on the first cell in the 
upper left-hand corner of your range of data. 

2. Click and hold. Drag your mouse diagonally until the remainder of the data range is selected. (NOTE: The 
first cell will not darken.) 

3. Go to your toolbar. Click the Chart button. (It looks like a primary colored bar graph.) 

4. A new window will appear. This is a wizard that will walk you through creating your graph. Any decisions 
you make with the wizard may be altered later on, but it’s a good idea to look at all of the tabs to see the 
possibilities. 

5. Decide which type of graph you would like to create. (If you aren't sure how your data will translate, click 
the button marked "Press and hold to view sample." When you find one you like, click Next.) 

6. The next window will give you a sample of your graph and allow you to change the series of data you are 
using. Click on Rows and Columns in the middle of this window to see the difference. (This modifies the 
way your graph is interpreting the series or range of data you selected.) 

7. Click Next. 

8. Now it's time to add some of the extras to your graph: 

 Titles: You may add titles to your whole graph and the axes. 

 Axes: What information will your axes show? 

 Gridlines: Decide how many gridlines you want on your graph. Do people need to pick out details? If 
so, lines might help. 

 Legend: What kind of legend do you want and where do you want it? 

 Data Labels: You may label your graph with percentages or series descriptors to make it easier to 
read. Which bar shows what? 

 Data Table: You may select to include a table at the bottom of your graph to further display the data. 

9. Move from item to item by clicking the tabs. Experiment with these items until you get the desired results. 
Remember you may make changes to any of these items later. 
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10. When the graph looks the way you want, click Next. 

11. Now you must decide if you want your graph to become an object (graphic) in your worksheets or use a 
worksheet of its own. Click on the one that works for you. (Sometimes it’s nice to separate the graph from 
the data for printing or sharing your graph.) 

12. If you click on As New Sheet, you may also give the new sheet a descriptive name by double clicking on 
the tab along the bottom. 

13. Click Finish. 

14. Your graph will appear. 

 

Now That I Have A Graph, How Can I Change It? 

Your graph is really like a series of small graphics. You may select the whole graph or just a section. For example, 
you could click on one slice of a pie chart to change that slice. Whatever you select, look for the handles around the 
area as you do when selecting graphics in Word or PPT. 

You may select an item you wish to change by using one of two methods: 

 

1. Click your right mouse button on the item you wish to 
change. A menu will appear. 

2. Go to Format—it’s always the first item on the list. This action 
will bring up a dialogue box appropriate to changing the 
selected item. (Depending on what you select the options will 
change.) 

or 

Double click on the item you wish to change. 

**For data, you may select all of the like items in a graph or 
select the items separately. For example, if my bar graph has three 
purple bars, I can click once to change all the colors. If I want three 
different colors, click once, wait a moment and click again. Look for 
the handles around the one bar. 
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Doing Simple Calculations In Excel 

The purpose of this handout is to assist you in doing the basics. Here’s a sample worksheet with the formulas 
denoted on the right: 

 In the actual worksheet, the formulas are contained within the cells where the calculations are displayed. 

 The formulas work underneath the surface and only the final calculations are displayed in the worksheet. 

 To view the formulas in your worksheet, you may click on the cell. The formula will appear in the formula bar. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Formulas 

 

Multiplication: =sum(B3*C3) 

Multiplication: =sum(B4*C4) 

Multiplication: =sum(B5*C5) 

Addition: =sum(D3:D5) 
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The sample worksheet contains two formulas: one to multiply the total by the price and another to add up 
everything in the total column. These two formulas are: 
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How Do I Enter a Formula? 

Put all the pieces together and there are many ways to enter a calculation: manually, using AutoFill, using the 
formula bar, or a combination of the three. 

Manually 

1. Click your mouse in the cell where you want the calculation. 

2. Enter the parts of the formula(s) above, playing special attention to the format. 

3. Make sure you enter the cells or range you wish to be calculated. 

4. Press Enter. 

5. You’ll see the product or sum of your calculation. 

OR 

1. Click your mouse in the cell where you want the calculation. Type in =sum( 

2. With your mouse, highlight the cells you wish to include in the calculation. Excel will enter them in the 
formula. 

3. Press Enter. You’ll see your calculation. 

 

AutoFill 

OR, say you want the same formula used across a row or down a column . . .  

1. Enter your formula in the first cell of the column. 

2. While the cell is selected, point your mouse to the lower right-hand corner of it. Your mouse will change to a 
small black cross. (This is AutoFill.) 

3. Click and hold. Drag your mouse down to select every cell that needs the same formula. 

4. Excel will edit the formula to accommodate the new ranges you’ve selected. 

5. Press Enter. 

6. You’ll see your calculation. 

Hint: You may also use Autofill for text. 
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Excel Tips To Help 

As with other Office programs, Excel has many features to help you work more quickly. 

Selecting Entire Columns or Rows 

1. Point your mouse to the row or column heading label. 

1. Click once on the heading (A, B, 1, 2, etc.). 

2. The entire row or column should be selected. 

3. If you wish to select more than one, click and hold on the column or row heading. Drag until desired area is 
selected. 

 

Auto Fill 

Let’s say that you wish to enter the same thing across a number of columns or rows. 

1. Enter your data in the first cell. 

2. Point your mouse to the lower right-hand corner of the cell while it is selected. Your mouse will change to a 
small black cross. 

3. Click and hold. 

4. Drag your mouse across or down the range of cells where you would like the information copied. 

5. Press Enter. 

6. Your changes will take effect. 

 

Adding Ranges Quickly 

1. Select the cell where you would like the total to be entered. (It has to be directly below the column you 
wish to total. 

2. Look for the AutoSum button on your toolbar.  

3. Click it once. 

4. Your range will be totaled. 
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OR 

1. Highlight the cells you wish to total. 

2. Click AutoSum. The total will appear below those you selected.  

 

Sorting Your Data 

1. Select your column or row. 

2. Click once on the Sort Ascending or Sort Descending button. 

OR 

1. Highlight the data you wish to sort. If you want data in other columns to stay with that column you wish 
to sort, select that too. For example, you might have two columns: one for last names and one for first 
names. Highlight both if you wish the names to stay together. 

2. Go to Data.  

3. Go to Sort. A new window appears. 

4. If your list has a header row, click to indicate that. 

5. Starting at the top, decide how deep you wish to sort your list and by what. 

6. Click OK. 

 

Resizing Your Cells 

1. Double click between two columns or rows to automatically resize your cell to the size of the text. 

 

Inserting Cells 

1. Click your mouse in a cell to the left or below where you would like your new column or row. 

2. Go to Insert. 

3. Go to Column or Row. Excel will insert a new column or row above or to the left of the selected cell. 

4. All your columns and rows will be renamed to accommodate the new area. 
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Deleting Cells 

1. Highlight the cell(s) you wish to delete. 

2. Go to Edit. 

3. Go to Delete. A new window will appear. 

4. Make your selection from the four choices. 

5. Click OK. 

 

Formatting Cells 

Excel has the capability of formatting cells for common uses. On your toolbar, you’ll see the series of five buttons 
below: 
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To Wrap Data or Text in a Cell 

1. Highlight the cell or cells. 

2. Go to Format. 

3. Go to Cells. 

4. Click on the Alignment tab. 

5. Click on Text Wrapping. 

6. Click OK. 

 

Additional Formatting 

1. Highlight the cell or cells. 

2. Go to Format. 

3. Go to Cells. You now have access to a number of tabs that 
will allow you to format: Number, Border, Alignment, 
Patterns, Font, Protection. 

Experiment with these features to create the formatting you want. 
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WHY GRAPH AT ALL? 

1. Chances are, you've noticed the multitude of graphs and data thrown at us each day even if you 
don't read USA Today. Mark Twain said, "There are three kinds of lies: lies, damned lies, and statistics." 
Asking kids to create data, manipulate existing data, and cast a skeptical, but educated eye on data will help 
them to wade through the "lies" and get to the truth. 

Think about Trident gum. "Four out of five dentists recommend Trident gum to their patients who chew gum." 
If we examine this statistic another way, one-fifth of all dentists don't recommend Trident. Out of 100 
dentists, that's 20--sounds like a lot more than 4 out of 5 (two close numbers). AND this data only covers 
those patients who chew gum. Patients who don't chew gum are not told to chew Trident . . . Besides 
selecting the right gum, students need to be able to examine data for many other purposes as well. NCTM 
stresses the importance of data collection for students in K through 12; it will allow them to formulate 
questions, make sound decisions, make predictions based on trends, understand probability, and analyze 
data using appropriate tools (National Council of Teachers of Mathematics).  

 

2. Visual literacy and the ability to deal with data shows up in all content area standards: 

Mathematics 

 Communicate mathematical ideas in a variety of ways, including words, numbers, symbols, pictures, 
charts, graphs, tables, diagrams, and models* 

 In problem-solving situations, read, extract, and use information presented in graphs, tables, or charts. 

 Organize and display data from statistical investigations using appropriate tables, graphs, and/or charts 
(e.g., circle, bar, or line for multiple sets of data) and appropriate plots (e.g., line*, stem-and-leaf*, box*, 
scatter*) 

 Extract, interpret, and analyze information from organized and displayed data by using frequency and 
distribution, including mode* and range*, central tendencies* of data (mean* and median*), indicators of 
dispersion (e.g., outliers*). 

 Evaluate presentations and statistical analyses from a variety of sources for credibility of the source, 
techniques of collection, organization, and presentation of data, missing or incorrect data, inferences, 
possible sources of bias. 
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 Work with data in the context of real-world situations by formulating hypotheses that lead to collection 
and analysis of one- and two-variable data, designing a data collection plan that considers random 
sampling, control groups, the role of assumptions, etc., conducting an investigation based on that plan, 
using technology to generate displays, summary statistics*, and presentations · Organize and display data 
from statistical investigations using frequency distributions, percentiles*, quartiles, deciles, line of best fit* 
(estimated regression line), matrices. 

 Interpret and analyze information from organized and displayed data when given measures of dispersion*, 
including standard deviation and variance, measures of reliability, measures of correlation*. 

 Analyze, evaluate, and critique the methods and conclusions of statistical experiments reported in 
journals, magazines, news media, advertising, etc. 

 Determine the likelihood of occurrence of complex events by using a variety of strategies (e.g., 
combinations*) to identify possible outcomes, conducting an experiment, designing and conducting 
simulations*, applying theoretical probability. 

Social Studies 

 Collect and analyze geographic information to examine the effects that a geographic or environmental 
change in one part of the world, such as volcanic activity, river diversion, ozone depletion, air pollution, 
deforestation, or desertification, may have on other parts of the world 

 Identify and examine various sources of information that are used for constructing an understanding of 
the past, such as artifacts, documents, letters, diaries, maps, textbooks, photos, paintings, architecture, 
oral presentations, graphs, and charts 

Science 

 Communicate the results of their investigations* in ways their audiences will understand by using charts, 
graphs, drawings, written descriptions, and various other means 

 Qualitatively and quantitatively analyze* changes in the motion of objects and the forces that act on them 
and represent analytical data both algebraically and graphically 

 Analyze* the benefits, costs, and limitations of past, present, and projected use of resources and 
technology and explain* the consequences to the environment 

 Project how current trends in human resource use and population growth will influence the natural 
environment, and show how current policies affect those trends 
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Information & Technology Literacy: 

 Plot and use different types of charts and graphs (e.g., line, bar, stacked, scatter diagram, area, pie 
charts, pictogram) from a spreadsheet program 

 Incorporate database and spreadsheet information (e.g., charts, graphs, lists) in word-processed 
documents 

 Analyze and evaluate information presented in charts, graphs, and tables 

 

3. Finally, you probably have a few visual learners in your classroom.  Along with tools like Inspiration and 
Kidspiration, Excel can help them to make sense of data because they can SEE it. Such tools may be especially 
helpful as kids manipulate data or see change over time. 
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LESSONS and RESOURCES FOR USING VISUAL LITERACY and/or DATA ANALYSIS: 

Growing, Growing, Graphing 

Students use China and its population as the basis for a study about the impact of growth on the world: 

http://www.thirteen.org/edonline/lessons/graphing/b.html 

 

Great Data for Science and Math 

From Western Washington University, a list of great free data resources and ideas on the web. You need datasets? 
Start here: http://www.smate.wwu.edu/teched/data.html 

Or go to their link for other datasets: http://lib.stat.cmu.edu/DASL/allsubjects.html 

 

Comparing Exponential and Linear Growth 

Students collect data and make predictions based on that data: http://score.kings.k12.ca.us/lessons/growth.html 

 

Slope and Rate of Change 

This lesson asks kids to compare stress levels and performance using graphing: 

http://math.rice.edu/~lanius/Algebra/stress.html 

 

North American Drought 

Want to study drought with lots of resources? The NOAA has photos, clear information, and resources: 

http://www.ngdc.noaa.gov/paleo/drought/drght_home.html 

 

Your Nation 

This web site allows you to compare countries, groups, and more using data from the CIA Factbook: 

http://www.your-nation.com/ 


