Spreadsheets and Country Reports

Setting up the spreadsheet

Open up Microsoft EXCEL.

In cell A1, type the word "Ethnicity". Press Tab. In cell B1, type the word
"Percentage".

In cell A2, type the word "Chinese" (or a group of people that is applicable
to your country). Press Enter.
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Entering the data

1. In cell B2, type in the percentage of people in your country that
corresponds to the ethnicity of people in cell A2 . (If A1 says “Chinese”,
and 88% of people in your country are Chinese, enter 88 in B2)

2. Continue with typing the percentages in column B.

Formatting chart

1. Highlight cells in your chart A1 to B8. Right click on top of the chart. (Note:
You may not have data all the way to B8. Select the data that you have:
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2. Click Format Cells from the pop-up menu.
3. Click the Font tab and change to Arial 14.

Based on: http://www.billings.k12.mt.us/techskills/resources/hs/SpreadsMM.doc






