CHARTS and GRAPHS in Microsoft Word
Your assignment is to search the internet for facts that you will display in a CHART.  You will use proper English, and your document should fit on one page. READ CAREFULLY AND FOLLOW DIRECTIONS:

1.  PAGE SETUP: Go to FILE ( Page Layout. Make the top, bottom, left and right margins all 0.7. 
2.  HEADING: You will put your heading in the ‘header’ at the top of the page. Go to View ( header and footer. Write your names, class period and the date. Align your heading on the right.
3. FOOTER: Go to view ( header and footer. Write the words “This information was taken from” and then COPY the website address you got your information from. You must document exactly where you got your information from to prove that you’re not just making up facts.

4. CHART! Go to Insert ( Chart. You can use a pie chart or a bar graph to display your information as a graphic. (Usually a pie chart shows percentages, and a bar graph shows total amounts. Pick a format that explains your information clearly.)
Your chart will…
…BE NEAT AND EASILY READABLE! The purpose of a chart or graph is to display information. If people don’t understand what the chart is about, what’s the point of having a chart?

…HAVE LABELS! You must show what each part of the graphic represents. You can choose to have a legend or key if you think it makes your chart more understandable. 

5. YOUR EXPLANATION: Write at least TWO FULL PARAGRAPHS about your topic. Your explanation should tell what the chart means. Your explanation should also ANALYZE and EVALUATE the information in your graphic. Your writing must have at least ONE HUNDRED AND FIFTY WORDS, and will be written in proper English. This means that you will indent paragraphs, and you will use correct spelling, capitalization, grammar and punctuation. 
6. TITLE: Give your chart an original title. Center and underline your title. Make your title larger than your text and your heading. Feel free to make your title interesting by changing the formatting or font.

7. Add flavor! You will use different fonts, bold, italics, underlines, and shadows to make your document look more interesting.  Add clip art to your document if you want to. You can also make your title in Word Art instead of regular text. Please make sure that your editing doesn’t get in the way of your message. 
	
Most of us will be working in groups. That means that EVERYONE will have time at the keyboard and mouse. Make sure each member of your group gets an equal chance to work. You will work in groups, but you will test alone, so be responsible for your own learning.
	If you need help, ASK!

Feel free to walk around the room to see what other groups are doing. Ask your neighbors what they’re up to. Look at other groups documents and deicide what you like and dislike about them.

	
Save your work in at least two different places. If one of them gets accidentally erased, you’ve still got the other file. You are responsible for saving your work. Also, be careful when saving or opening. DO NOT mess with other people’s files. If you need help saving, please ask a neighbor or your teacher.
	
Word Art and Clip Art are fun, but they are not as important as your chart and your writing. DO NOT PLAY WITH WORD ART UNTIL YOU ARE DONE MAKING YOUR CHART AND WRITING YOUR EVALUATION!


	Here are just a few ideas on what you can explore to create your own chart:

	The Major Languages of the World (bar graph or pie chart)
The Main Religions of America (bar graph or pie chart)
Largest Cities in America (bar graph)

Largest Countries in the World (bar graph)

Ethnicity of America (pie chart)
Ethnicity of the World (pie chart)
Ethnicity of Texas (pie chart)
Ethnicity of San Antonio (pie chart)
	Education levels in America (how many people have a high school degree, a college degree, no high school degree, etc) (bar graph or pie chart)
Chemical Composition of our Air (How much of our air is Oxygen, Nitrogen, etc) (pie chart)
World Population (in 1500, 1600, 1700, 1800, 1900, 2000) (bar graph)
Largest universities in America (bar graph)




	Want consideration for extra credit? Here are some ideas:

	Create TWO different graphics about the same topic. You can compare and contrast them or you can use them both to prove a point. Make sure your writing explains how the two graphics are related.

	Create a graphic about something you’ve learned or are learning in Science or History. Plan on giving a copy of your graphic to one of your other teachers for them to post in their classroom. Think about what kind of information students need visually represented for them. What kinds of charts or graphs will help students learn?

	You are allowed to come up with your own ideas for extra credit:  If you have another idea that challenges your mind, ask your teachers! TEACHERS ADMIRE CREATIVITY AND HARD WORK! 


