

General or Starting Instructions …

1. Open Excel from the desktop icon (if present) or press START … Programs … Microsoft Office … Microsoft Office Excel.

2. Enter your data into cells.  The first column will be the X values (independent variable) and the Y values (dependent variables) will be entered into column B.

3. Highlight the data in columns A & B that you want to graph.  (never highlight column labels, don’t mix numerical data and text when highlighting)

4. Click on the Chart Wizard icon (it looks like a bar graph).

5. Follow instructions in each window.

a. Choose “xy scatter”

b. Type your title, and label each axis.

c. Click new sheet (the graph will be the only thing on the paper) or “as an object in sheet” (this will make the graph on the Excel spreadsheet).

Adding a Trendline …

1. Make the graph active by clicking somewhere on the graph.

2. Click on the Chart tab on the tool bar.

3. Choose “Add Trendline”

4. Choose “linear”

Adding the Equation of the Trendline …

1. Double click on the Trendline.

2. Chose the options tab.

3. Check the box to display the equation on chart.

To change titles, add or remove gridlines or legend …

1. Click on the Chart tab on the tool bar.

2. Chose “Chart Options”

3. Click the proper tab for the changes you want to make.

To change the range of the x or y axis …

1. Double click on the axis of choice.  This will open the Format Axis window.
2. Click on the tab for “Scale” and make changes.
Extrapolating the Trendline forward or backwards …

1. Double click on the trend line.

2. In the Format Trendline window, click the tab for “Options”

3. Enter values in the Forecast forward and backward blocks.

Adding special characters … (e.g. º, ©, ↔, ∆, etc.)
1. Position your cursor where you want the special character.

2. Find the Character Map program (START … Programs … Accessories …System Tools … Character Map

3. Find the character you desire, highlight it, click select, then copy.

4. Return to your application and paste.
General Reminders … (for Chem labs)
1. no color

2. no legend

3. no gridlines

4. every graph must have a title

5. every axis must be labeled (include units)

6. include trendline

7. include equation for the trendline

8. nothing handwritten
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