Unit 6

Advanced Word, Excel, & Power Point


Survey and Statistics

Project Assignment Sheet

General Overview
In this unit, we will be learning to use the advanced skills of Word, Excel and Power Point.  In order to complete this unit, you will have to create a survey style questionnaire and response sheet.  Then you will record and graph your results in Excel.  

MS Word Component  - Due ________________________________________________

· Think of a question that is relevant to teenagers near your own age.

· Ex.  When will your parents allow you to start dating?

· Think of 3 or 4 multiple choice answers for your question.

· Type both the question and answers on a Word document, using formatting changes (font, size, etc.) to make the question/answers easy to read.

· On that same page, create a table that shows your 3-4 answer choices and has another row in which to record responses.  See the example below for “What is your favorite color?”  Make sure that you leave enough room to record your answers.

Blue
Red
Orange
Unsure






· Place your header on your paper.  Subject:  __________ Survey.

· Make sure it is only one page.

· Save as Word Survey in your folder.

· Print one copy of your survey.

Survey Completion Component  - Due ________________________________________________

· Find 30 people (or more; NO LESS) to complete your survey.

· Mark their answers on your Word document.

· Have the participants sign the back of your survey for verification.

· Number the participants from 1-30.

· BRING THE SURVEY TO CLASS COMPLETED!

MS Excel Component  - Due ________________________________________________

· Using your completed survey, create a spreadsheet in Excel that shows your survey results.

· Make the question of your survey the title of your spreadsheet in your header.

· Format the font, cell borders, etc. to make a professional looking spreadsheet.

· Create a graph on the same document that shows the results of your survey.  Make sure to use all of the labels of the graph.

· Put a complete header on your document with a subject of ______ Survey.

· Use Print Preview to ensure that all elements are appropriately visible.

· Use Print Preview to make sure that you have only used one page.

· Save as Excel Survey in your folder.

· Print out your document on the Laser Printer.

