Microsoft Excel Tutorial

1. Enter your column headings and data in two columns (Using the toolbar select “Format” then “Cells” as “Numbers” with 2 decimal places).  The x axis (independent variable) is the first column.  For question 2, this is the temperature, ºC.  The y axis (dependent variable) is the second column.  For question 2, this is the volume, L.

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 black.

4. Click on the “Chart Wizard” icon in the toolbar.  Select “xy scatter” Chart Type.  Select the chart type with no line connecting the data points (this may be your first choice).  Select next twice.  Enter the graph title and axes labels.  Select next. Click on the “As New Sheet”  button.  Select finish.  A full sized graph will appear on your screen.  In page set up select the landscape option.

5. Double click on features of the chart to edit.

6. Click on the data points (dots), they will appear yellow.

7. On the toolbar, select “Chart”, select “Add Trendline”, type is “linear”.  Under the Options tab select “display equation on chart” do not select the set intercept to zero option.  Click “OK” and move the equation to an open area on the chart.  The trendline will be displayed in the format of  y = mx + b where m is the slope and b is the y intercept.

8. To change the scale on the axes, double click on the x axis then click on “Format” on the toolbar followed by “axis” to change the values.  Reset the minimum to      -26.00 ºC to expand the x axis.  Change the major and minor units to see how this alters the appearance of your graph.  Repeat with the y axis until you are satisfied.

9. Using the equation for the line, answer the questions (2) and (3). 

10. Click "Print Preview", to check before printing. 

If you have the latest version of Microsoft Office 2007 and would like an updated “handout” 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 











