Microsoft Excel 2007 Tutorial

1. While in the “Home” tab, enter your column headings and data in two columns. The x axis (independent variable) is the first column.  For question 2, this is the temperature, ºC. Under the “Insert” tab select “Symbol” to insert the degree symbol then close. The y axis (dependent variable) is the second column.  For question 2, this is the volume, L. Use the double headed arrow at the top of the column to increase or decrease column width. Using the toolbar select “Number” in the pull-down menu.  You can use the decimal increase or decrease to change the number of decimal places.  Two is the default. Alternatively, you can click on the expand arrow in the bottom right of the numbers area to display the “format cells dialog box” to select “number” under the number tab and “2” decimal places.  
2. It will appear in Excel as:

	Temperature, ºC
	Volume, L

	-25.00
	25.19

	20.00
	29.79

	65.00
	34.38

	110.00
	38.39

	155.00
	43.57

	200.00
	48.16


3. Drag the mouse to highlight both columns of data.  They are shaded.

4. Under the “Insert” tab within the “Charts” area, select “Scatter” and “Scatter with only markers”. A small sized graph will appear on your screen.  

5. Make sure that the graph is highlighted by clicking on it. Under the “Design” tab within the “Chart Layout” area, you have several options.  If you select “layout 9”, you will see a small graph with title, axes labels and an equation for the line.  

6. You can grab the equation for the line (it will appear surrounded by a box) and move it to an open area such as to the right of the title above the graph. Under the “Home” tab you can change the font size and font. Along with your line, you will see an R2 value. R2 values range from 0 to 1.  It is a measure of the precision of the data. An R2 value of 0 indicates that the data points are randomly scattered around the trend-line with low precision.  At the other extreme, an R2 value of 1.0 indicates that all of the data points fall along the trend-line with high precision.
7. In sequence, click on “Chart Title” followed by the “axis title”(s).  When you click on the Chart Title and begin to type, you will see the text displayed in the function line fx at the bottom of the toolbar.  When you use the “enter” key, the text that you typed will be displayed on the graph. You can change the font, size etc. by going to the “Home” tab and selecting the options displayed under the “Font” area.  The arrow displays the font dialog box or you can use the items in the pull-down menu. Once again under the “Insert” tab, select “Symbol” to enter the degree sign in the x axis title. To correct, click the item and enter the changes.
8. To clean up the graph, you can select the series label to the right of the graph and delete.  The graph area expands.

9. Select the graph by clicking on it. Under the “Layout” tab, you can change the gridlines or format the axes to expand the graph area.  To format the axis, select “Axes”, select “primary vertical (or horizontal) axis”. At the bottom of the menu, select “more primary vertical axis options.”  Under axis options change the “auto” buttons to “fixed” buttons and enter in the new desired maximum and minimum.  For the y-axis, try changing the volume to a maximum of 50.0 and a minimum of 25.0.  This should expand the y-axis area.  Select a new maximum and minimum and repeat the process with the x-axis.
10. When satisfied with your graph, under the “Page Layout” tab, select “Orientation” followed by “landscape.”

11. To print the graph alone, click on the graph. Under the office button in the upper left, under the print options, select print preview.  A full-sized graph will appear. If you are satisfied, print copies of the graph for all partners.

12. If you want to print the graph along with the data table.  Move the graph to an area where it doesn’t obscure the data table.  Click on the graph, you will see the “chart area” label.  With a double-headed arrow in the desired corner, you can resize the graph so that it fills up the remainder of the landscaped page.  To print the graph along with the data table, click on an area of the worksheet off of the graph followed by print preview.  If satisfactory, print.
If you have the latest version of Microsoft Office 2007 and would like more advanced assistance to design the perfect graph, you can visit the following website address for a tutorial.  You should be able to answer your questions and complete graphs which are expanded to fill the graph area, include data tables, axes labels and trend lines.

http://office.microsoft.com/en-us/excel/HA102004991033.aspx 
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