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You may already know that Microsoft Excel can create graphs, but did you ever realize that the expensive copy of Excel which came with your Microsoft Office package is capable of creating pictographs (graphs which use pictures to indicate values)?

Open a new Excel spreadsheet
A. Inserting The Title

Place your cursor in cell 1A (row 1 column A) and click to highlight that box. This cell now becomes a text box. In the formula bar: 
 Type the words: Favorite Sports. 
This will be the title of your graph.

B. Inserting the Data

1. Move your cursor down to cell 2A and click.
2. In cell 2A type: Sport.
3. move your cursor to cell 2B and type: # of Students
4. move your cursor to cell 3A and type: Football
5.  move your cursor to cell 3B and type: 5
6. move your cursor to cell 4A and type: Basketball
7. move your cursor to cell 4B and type: 10
8. move your cursor to cell 5A and type: Soccer
9. move your cursor to cell 5B and type: 9
10. move your cursor to cell 6A and type: Baseball
11. move your cursor to cell 6B and type: 3
12. move your cursor to cell 7A and type: Hockey
13. move your cursor to cell 7B and type: 3
14. Click the enter key once to bring your cursor down to the next row.
The next step will be to transfer your data into a graph.


C. Creating a Graph
1. Click inside cell 2A and drag your cursor over to cell 2B and down to Cell 7B.
This will highlight all of the information you want to place in your graph.
2. Click once on the Chart Wizard button at the top of you screen to open the Chart Wizard.

When the Chart Wizard dialog box opens: 
3. In the Chart type window Select: Column.
4. In the Chart subtype area: Select the first box. 
5. Then click Finish. 
6. Once your graph has been created, you can still edit you chart area.
Look at your diagram. The title shows up as  # of Students.  We want to change that.
7. Click once on the title itself (inside the chart area). The title becomes a text box. 
8. Type: Favorite Sports 
 As you type the words, they will not automatically start appearing in your graph. They will be shown in the formula bar at the top of your screen
9. Click the enter key.  The highlighted title area of your graph will now read the new title you created. While the corrected text is still highlighted in your graph, you can also change the formatting (font, size, color, etc), just like you do in a regular text box. 
D. Finding Clipart Pictures
For the purpose of this activity we will insert clipart from the Excel program. 
Note: Directions for inserting clipart here are the same as Microsoft Word.

1. In the Menu bar (at the top of the page), click on the word Insert
2. When the dropdown menu pops up, find Picture and click on it to select it. (see diagram below)
3. Another window will pop up Choose Clip Art and click to select it
Your “Clip Art” task pane will appear on your screen to the right of your spreadsheet

4. We will search the clipart folder
5. In the search box, type: Football
6. Then click on the search button
7. The new screen will appear with a whole bunch of pictures related to football. 
8. Choose the picture you want to include in this pictograph, then right click on it and click Copy
9. Right click in any white space on the spreadsheet and paste the football helmet into your Excel spreadsheet.
E. Changing the Bar Graph To a Pictograph
1. Place your cursor directly on the football helmet graphic. Click once to highlight it.
(White circles will appear around the graphic.)
2. Go to the Menu at the top of your screen, click Edit, and then click Copy.  
 This will prepare the helmet to be placed inside your bar graph.
3. On your bar graph, click twice on the column above "Football" until you see the handles (little black squares around just that one bar).
Note: This can be tricky so you may have to try a few times. I find that if I place the point of my cursor on the top either right or left hand corner of the bar, the first time it will place one square inside each of the columns, then if I wait a second or two, then click a second time, the handles will appear on the outside perimeter on the football column.


4. Once your Football bar has been highlighted correctly, bring your cursor back to Menu at the top of your screen, click Edit, then click Paste

Immediately, your bar graph will reshape itself into an elongated football helmet.

5. To change this one picture to many, double click on the football bar/helmet.
 The Format Data Point window will open
6. Click on the Fill Effects button.
7. In the Fill Effects Window, choose "Stack and scale to": and type: 1
8. Now you can click OK twice to get back to the graph and see how it looks.

You can now delete the helmet that you had originally placed on your spreadsheet
F. Adding Different Pictures for Each Column of your Pictograph

1. In the Menu bar (at the top of the page), click on the word Insert
2. When the dropdown menu pops up, find Picture and click on it to select it.
3. Another window will pop up. Choose Clip Art and click to select it.
4. Your Clip Art task bar will show up on the right side of your screen.
5. In the "Search for" box type the name of the sport you are looking for (i.e. basketball)
6. Click once on the Go button.
7. Right click one time on the graphic you wish to insert into your graph. A drop down menu will appear.
8. Click "insert". The basketball graphic will appear in your spreadsheet.
9. Place your cursor directly on the basketball graphic. Click once to highlight it. (White circles will appear around the graphic.)
10. Go to the Menu at the top of your screen.
11. Click Edit.
12. Then click Copy. (this will prepare the ball to be placed inside your bar graph).
On your bar graph, click once on the column above "Basketball" until you see the handles (little black squares around just that one bar). 

You set up all of the formatting preferences when you worked on the football column, so once you finish step 13, your graph will appear with the basketball pictures set correctly in the column.
13. Click once on the large basketball graphic.
14. Click delete (on your keyboard), to erase your large graphic
Let's see if you can complete the rest of this pictograph on your own.

15. Follow steps 5 through 16 from this section (Adding the different pictures you downloaded for each column of your pictograph) to complete your task.

Congratulations!!! You have just completed your first pictograph.

Clicking once might get the single small box in each column 





Slowly clicking a second time may result in the handles over the column you selected. 








Prepared and presented by:

904 N. Frederick Street

Denise Clark
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