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“Step Sheet: Creating a Data Table  
and Accompanying Charts in Excel” 

 
 
Using Microsoft Excel Spreadsheets with Data 
This step sheet will help you build a data table and an accompanying 
chart using a ranking activity as an example.  
 
Using Microsoft Excel  
To set up a document for your data and charts, follow these steps. 
 
� Opening Microsoft Excel 
 
Step 1  
Click the Start menu icon at the lower left of your screen. From the 
menu that appears, navigate to Programs. A sub-menu containing a 
list of installed programs appears.   
 
Step 2 
Navigate to the Microsoft Excel icon and click to select and open this 
program. 
 
Step 3 
When the new Workbook opens, you will have a blank spreadsheet 
ready to accept your text and data. 
 
� Setting Up the Data Table 
 
Step 1 
Create a row of column headers. For example, if you were asking a 
group of students to rank from 1 (most desired) through 5 (least 
desired) their preference for a school activity, you would start with a 
header of Student, followed by headers for each of the five proposed 
activities. 
 
Step 2 
In the column below the Student header, enter the number of students 
you plan to survey, whether 5, 10, or 30. Type the first three (Student 
1, Student 2, Student 3) then select these three cells. Point to the 
handle at the lower right corner of the cell containing Student 3 and 
drag downward until you have as many students on the list as needed. 
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� Entering Your Data into the Table 
 
Step 1 
However you have obtained your data, enter it into the table. For 
Student 1, for example, there should be one number (from 1-5) under 
each column header for a proposed activity, with no repeated numbers 
(can’t have two number 1 choices).   
 
Step 2 
Repeat this process to enter survey results data for all students 
surveyed.  
 
 
� Summarize the Data 
 
Step 1 
Create a data summary section below your table. For this example, 
you would want a summary of the number of responses for each 
possible numeric response to each of the 5 proposed activities.  
 
Step 2 
Leave two empty cells at the bottom of the Students column (Student 
1, Student 2, etc.). In the next five cells below that enter Count of 1, 
Count of 2, Count of 3, Count of 4, and Count of 5.  
 
Step 3 
Leave one row of empty cells at the bottom of the five proposed 
activity columns. Copy and paste the column headers for these 
activities to the five cells immediately below the row of empty cells.  
 
Step 4 
If you performed steps 2 and 3 correctly, you will now have framed 
your summary section with Counts along the left and Activities across 
the top.  
 
Step 5 
Click to select the cell where Count of 1 and Activity 1 intersect. Click 
the Paste Function button on the Standard toolbar (a lower case f and 
x close together). The Paste Function window appears.  
 
Step 6 
Select the Statistical Function Category at left then find and select the 
CountIf function from the right. Click OK.  
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Step 7 
Select the range of cells you wish to evaluate by dragging through 
them. You should select the entire range of cells for all student 
responses to the first proposed activity. Enter 1 in the criteria field and 
click OK.  
 
Step 8 
A number appears in this cell reflecting the number of times students 
listed Activity 1 as their #1 preferred activity choice.   
 
Step 9 
Repeat this process for the cell where Count of 2 and Activity 1 
intersect, this time selecting the same range of cells but entering 2 as 
the criteria. The number of times students listed Activity 1 as their #2 
preferred activity choice appears in this cell.  
 
Step 10 
Repeat this process for the cells where Count of 3, Count of 4, and 
Count of 5 and Activity 1 intersect, again selecting the same range of 
cells but entering 3, 4, and 5 as the criteria. When you have 
completed this task, you will have counts of the number of students 
who listed Activity 1 as their first, second, third, fourth and fifth 
preferred choice.  
 
� Extend this Summary to the Remaining 4 Activities  
 
Step 1 
Now that you have created this summary for Activity 1, you can easily 
extrapolate the calculations to the Activities 2 through 5.  
 
Step 2 
Select all five cells beneath Activity 1 containing the formulas you just 
applied.  
 
Step 3 
Point your cursor to the handle at the lower right corner of the bottom 
cell of the five selected cells. Press and drag to the right across the 
summary cells for Activities 2 through 5. The formula is automatically 
applied to these activities, and you should now have counts of the 
number of student rankings, 1, 2, 3, 4, and 5 for all 5 activities.  
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� Create a Chart Based on this Summary Table 
 
Step 1 
Select the 6 x 6 cell range so that the entire summary table you just 
created is selected. 
 
Step 2 
Choose the Chart Wizard from the toolbar. 
 
Step 3 
In Step 1 of the Chart Wizard, select Column for Chart Type then 
select Clustered Column for Chart Sub-Type. Click View Sample at the 
bottom of this window for a sneak preview of your chart. Click Next.  
 
Step 4 
In Step 2 of the Chart Wizard, toggle back and forth between the Row 
and Column radio buttons to see the two ways you can view the data 
in the chart (by activity and by score). Choose your preference. For 
this example, we will view by activity (Rows radio button). Click Next.  
 
Step 5 
In Step 3 of the Chart Wizard, enter a chart title and axis labels on the 
Title tab. Note how the Wizard provides a small preview of your 
changes as you make them. On the Legend tab, choose Show legend 
and Placement. On the Data Labels tab, choose Show values. Click 
Next. 
 
Step 6 
In Step 4 of the Chart Wizard, choose whether to place the chart as an 
object on the same worksheet as your data or to place it on a 
separate, new spreadsheet. Click Finish and your chart appears in your 
selected location. 


