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Graphing with Microsoft Excel

Directions:

1. Log on to the computer and load Microsoft Excel.

2. Create the column headings.  Place the x-axis title in the first column.  Place the y-axis title in the next column(s).  Be sure to enter the units in parentheses after each.

3. Auto fit the column headings in each box by placing the cursor on the line between the two lettered columns so that a double arrow appears.  Then double click and the box will be as large as needed.

4. Enter the data for the x-axis in column A. 

5. Enter the data for the y-axis in column B (and C and so on for multiple sets of data).

6. Correct the number of significant figures by highlighting the data that needs to be corrected and pressing the increase or decimal or decrease decimal button on the tool bar. 

7. Highlight the values in all the columns, not the headings, making sure that the first highlighted box has data in it.

8. Press the button for chart wizard from the tool bar.  The chart wizard button looks like a bar graph with a magic wand.

9. Choose XY Scatter for Chart Type, and choose the proper graph.  All graphs need point protectors and most will not use a line to connect the points unless instructed otherwise.  Click Next.

10.   Click on the Series Tab at the top of the window.  Type in the name of each line (title(s) of the y-axis data) for series 1 (and series 2, etc.). Click Next.

11.   Enter a Title, Value for x-axis, and Value for y-axis.  Click On Gridlines tab and place a check in Major x-axis gridlines.  Click Next.

12. Post the graph on a new sheet for the largest graph possible.  Change the title of the chart.

13.   Click on Finish.

14.   Fix any scales that do not maximize the graph size.  Click on the appropriate axis (x or y).  You will a black box at both ends of the axis.  Click on the format menu from the top of the screen.  Click on the scale tab.  Adjust the scale so that it maximizes the graph.  (The appropriate scale will be set a little beyond both of the limits if possible and no points will be placed on the axis.  The exception for this is a minimum point at x=0.)

