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Spreadsheets

Objectives
Each student will utilize the Google Docs spreadsheet application to create a column chart showing the amount 
of the major agricultural crops grown in the United States.

Benchmarks for Technology Standards
Students will know the characteristics, uses, and basic features of computer software programs, including:

	 •	 using	the	common	features	of	spreadsheets

	 •	 using	spreadsheet	software	to	update,	add,	and	delete	data,	and	to	produce	charts

Learning Objectives
At the end of this lesson, students will be able to:

 1. know the various terms associated with spreadsheets, including rows, columns, and cells

 2. enter data into a spreadsheet

 3. adjust the width of a selected column

 4. change the alignment of data within a cell

 5. change the style of data within a cell

 6. create and format a column chart from data entered within a spreadsheet

Before the Computer
This activity uses data from the 2000 agricultural census.  The number of acres for each crop represents the 
amount actually harvested.  The sales figure is the cash receipt sales for the farmer growing the crops.  An 
example of a completed project is shown in Figure 6-1.

Figure 6-1

Major Crops
of the United States
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Procedure
 1. Open a new spreadsheet document using Google Docs.

 2. At the top of the document in the Unsaved spreadsheet box, type your last name and then “Major Crops 
of the U. S.”  Click OK in the Save spreadsheet window.

 3. Spreadsheets are made up of columns that are identified by letters (A, B, C, etc.) and rows that are 
identified by numbers (1, 2, 3, etc.).

 4. The location within a spreadsheet where a column meets a row is called a cell, and is identified by both a 
letter and number (Figure 6-2).

Figure 6-2

 5. Click into cell A1 and type the following label:  “Crop.”

 6. Next, hit the Tab key on your keyboard.  This will you move you over into cell B1.  Now type “Acres 
Harvested (Millions).”

 7. Hit the Tab key again to move you into cell C1 and type “Cash Receipts (Billions of Dollars).”

 8. Click and drag over cells A1, B1, and C1 to highlight them.  Use the Align button to center the labels in 
their cells and the Bold button (B) to make them bold (Figure 6-3).

Figure 6-3

 9. Now you will have to widen columns B and C so the labels fit on one line within the cell.  To do this, take 
your cursor and bring it to the line between column B and C at the top of the spreadsheet.  Then click and 
drag to the right until column B is wide enough (Figure 6-4).

Figure 6-4

 10. Repeat the same procedure to widen column C, clicking between columns C and D.

Major Crops
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 11. Next, use Figure 6-5 below to fill the rest of the data into your spreadsheet.

Figure 6-5

 12. Make sure to center the data in each cell using the Align button.  You can click and drag over all the cells 
in columns A, B, and C to highlight them, then use the Align button to center them all at once.

 13. Next, click into cell A1 and go to the Insert menu and choose Chart, or click on the Insert chart… 
button (Figure 6-6).

Figure 6-6

 14. You will now use the Chart Editor window to create a column chart.  Make sure there is a check mark in 
the Use row 1 as headers box, then click the Charts link (Figure 6-7).

Figure 6-7

 15. Next, under Charts, click on Column and select column chart, which is the one above stacked column 
chart (Figure 6-8).

Figure 6-8

 16. A preview of your chart will now appear in the Preview window.  Now click on the Customize link.

Major Crops
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 17. In the Customize window, click in the Chart Title box and type “Major Agricultural Crops of the United 
States” (Figure 6-9).  The chart title should now appear above your chart.  Hit the Enter key or click out of 
that box.

Figure 6-9

 18. Next, click the Horizontal axis link. (Figure 6-10).

Figure 6-10

 19 In the Horizontal axis box, type in the following label:  “Agricultural Crop.”

 20. Next, under Style, click the color box and change the column colors for the Acres Harvested to green.

 21. Click the drop-down menu to select the Cash Receipts column (Figure 6-11) and change its color to 
purple.

Figure 6-11

 22. Now that your chart has been set up, click the Insert button located at the bottom-right corner of the Chart 
Editor window.

 23. Finally, to display your chart as its own page within your spreadsheet, click on the chart, and select the 
Chart 1 menu located in the upper-left corner of the chart (Figure 6-12).

Figure 6-12

 24. Under the Chart 1 menu, select the Move to own sheet… option.  This will insert your chart on its own 
page.  Your project is now complete!
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