USING EXCEL TO PUT GRAPHS INTO YOUR WORD DOCUMENTS
1. Open Microsoft Word.
2. Begin a Word document like any other lab. (Name, Date, Period, Title, Purpose, etc.)

In the “Data” area set a place where you would like to put your table and graph.

3. Minimize your document.

4. Open Microsoft Excel.
5. Make a table in Excel using the data from your lab. Type a title in the box at the top of each column. Your Independent variable (x axis) data should be in the first column and your dependent data (y axis) in the second column.

6. Highlight all of the data (include headings) and click on “Format”. 

Choose either “AutoFormat” and choose a color scheme (make it legible) 

or click on “Column” and choose “AutoFit Selection”.
Under “Format” click on “Cells” and format a border.

7. Highlight all of the data numbers only.

8. Click on “Chart Wizard”

9. Click on XY (Scatter) which is appropriate for most Biology applications.

10. Choose a sub-type (use no lines when using “a line of best fit” or data points connected by lines – used less often).

11. Click “Next”

12. Data Range is OK (“Series in Columns”) so click “Next” if you only have one “Series”.
If you have two Series (Series1 and Series2) click on the “Series” Tab.

To determine what to name each series, click on the box to the right of the “Y Values” and see which box is highlighted on your data table. Use that column heading for the name and type it in the “Name” box. Do the same for the “Series2”.

Click “Next”.
13. Fill in appropriate “Chart Title”, “Value (X) axis”, and “Value (Y) axis” titles.
14. Browse the tabs at the top of this window. Remove the “Legend” if not needed by un-clicking the “Show legend” box.

15. Click “Next”.

16. Click “Finish”. The chart location “As object in Sheet1” is OK.

17. Right click on either axis and click on “Format Axis” Click on the “Scale” tab to set “Minimum” and “Maximum” values for each axis.

18. If you kept the “Legend” of “Series” box for a “Key”, right click any where on the graph and choose “Source Data”. Click on the “Series” tab. When the series is highlighted, type a “Name” in the box. To add additional data to the graph click “Add” and then click on the box to the right of the “Y Values” and highlight the data numbers only from your table and click “Enter”. 
Type a “Name” for the second “Series2”.    Click OK.
19. To add a line of best fit, right click on any data point and click on “Add Trendline”.

Choose appropriate “Type” (“Linear” is used for “Line of Best Fit”) and Click OK.

You can use the “resize” on the “legend” box to remove the “Linear” trendline.

20. Click and drag the graph to a desired location on the spread sheet.

21. Highlight the Data Table and the Graph (all of it). Click “Copy” under “Edit”.

22. Return to your lab Word document and position the cursor where you want your table and graph.
23. Click “Paste Special” under the “Edit” menu. 
Choose “Microsoft Office Excel Worksheet Object” and click “OK”.

24. Click anywhere outside of the Table/Graph and continue with your lab.

25. You may now work in your table or graph by clicking on it. Changing data will automatically change the graph in your Word document. 

EXAMPLES

NOT A GOOD EXAMPLE

	Water Temperature  ˚C
	Dissolved [O2] ppm

	19
	12.7

	12
	13

	11
	14

	10
	15

	9
	15.5

	8
	16

	7
	17

	6
	17

	5
	17


ADD GRIDLINES TO YOUR TABLE
[image: image1.emf]0

2

4

6

8

10

12

14

16

18

0 5 10 15 20

Series1


(“STRETCH” OUT THE DATA ALONG THE Y AXIS

(REMOVE THE “KEY” FOR ONE SET OF DATA POINTS

(PUT A TITLE ON THE GRAPH

(LABEL THE AXES.

(USE THE PROPER “COPY” AND “PASTE SPECIAL” TO ALLOW CHANGES IN YOUR REPORT.
GREAT EXAMPLE: Double click on the graph to change the data!
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ANOTHER GREAT EXAMPLE: TWO SETS OF DATA

Double click on the graph to change the data!


[image: image3.emf]Water Temperature  ˚CDissolved [O2] ppm

2 12.7

3 12.5

7 11

8 10.6

9 10.4 This Year

11 9.8 Water Temperature  

˚

C[O2] ppm

19 9.2 14 10.2

20 9.2 16 9.6

7 11 18 9.6

Water Temperature vs Dissolved [O2]

9

10

11

12

13

1 11 21

Water Temperature  ˚C

Dissolved [O2] ppm

Last Year

This Year

Linear (LastYear)


_1219765596.xls
Sheet1

		Water Temperature  ˚C		Dissolved [O2] ppm

		19		12.7

		12		13

		11		14

		10		15

		9		15.5

		8		16

		7		17

		6		17

		5		17





Sheet1

		



Water Temperature  ˚C

Dissolved [O2] ppm

Water Temperature vs Dissolved [O2]



Sheet2

		





Sheet3

		






_1219766166.xls
Sheet1

		Water Temperature  ˚C		Dissolved [O2] ppm

		2		12.7

		3		12.5

		7		11

		8		10.6

		9		10.4		This Year

		11		9.8		Water Temperature  ˚C		[O2] ppm

		19		9.2		14		10.2

		20		9.2		16		9.6

		7		11		18		9.6





Sheet1

		



Last Year

This Year

Water Temperature  ˚C

Dissolved [O2] ppm

Water Temperature vs Dissolved [O2]



Sheet2

		





Sheet3

		






