How to Create a Graph Using Excel

These instructions are meant to help you create a graph using the Excel program.  

Part 1: Opening an Excel worksheet
As long as you have the Excel program loaded onto your computer, the program will start as soon as you open the Excel file provided to you by your instructor. If you do not have Excel on your computer, we suggest using a school computer (typically available to students in the library or student commons area).
You should first download your file onto your personal computer’s desktop (or to a place where you can save your file). Once you have downloaded the file to your computer, you should open your Excel file by double-clicking on the file. When you first open the Excel file, you will see a grid of boxes, some of them filled with numbers. This is the spreadsheet on which we store data.  Above the spreadsheet is the toolbar, and above and below the spreadsheet is a series of command and formatting buttons. Many of these are identical to those used in Microsoft Word. Taking time to familiarize yourself with these first will make using them much easier later. 

Each box in the spreadsheet is called a cell, and each cell has its own unique alphanumeric cell reference. The cell reference begins with a letter, indicating the column in which the cell is found. The cell reference ends with a number, indicating its row. When you select a cell by clicking on it, the column and row to which it belongs will automatically be highlighted, making it easier to identify its cell reference. A field at the bottom-left of the toolbar also indicates the cell reference.
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The nice thing about the Excel environment is that when you set the mouse pointer on top of a toolbar icon, a text box appears describing what that icon does. For example, clicking the purple disk icon (second from the from the left in the top-most part of the window) gives you a quick save of your work and acts like the save-as when you are saving a document for the first time.

Part 2: Making a graph with the data
[image: ]Your goal in this exercise is to make a graph of the climate data provided by your instructor. The climate parameter should be on the y-axis versus time (years) on the x-axis:

To make a graph in Excel:
1. Select the data cells, starting with A2 and B2 through the end of the columns of data with your pointer (the x-axis values are always the first column on the left). Do NOT include cells A1 and B1 in your selection.







2. Click on the “Insert” tab in the tool bar, then click on “Scatter” in the “Charts” section …


[image: ]

3.  … then choose the option of “Scatter with straight lines and markers.”  

[image: ]








4. Once you click the button, a graph is created. After creating your graph, move it to a separate worksheet to make editing easier. (Right-click on the graph, select “move chart,” then click “new sheet”.) 

[image: ]

5. At this point, you should save your file!

6. Now, you can use the Chart Tools tab to add a title and labels to your axes (under the Design tab, in the Add Chart Element button).  Once you add each element, you can click on the label to edit it. You should make sure your chart is titled and axes are labeled properly. 

[image: ]



7. Now, right-click on x-axis in the chart, and select “Format Axis.” This should open a window on the right side of your graph. You should make sure the oldest date is on the left side of the graph and the most recent date is on the right side of the graph. Also, here you can change the maximum and minimum bounds of the x-axis so that the data is scaled across the entire width of the graph (you want to minimize the amount of empty “white space” on the graph).  

8. Right-click on the y-axis and select “Format Axis” to change the maximum and minimum bounds to minimize the amount of empty “white space” on the graph.

Part 3: Adding a trendline to the graph
At this point, you should have a completed graph of your climate data. The last step is to add a linear trend line to the graph.

1. Using your mouse, select (click on) the data in the graph.
2. After you select the data in your graph, right-click and select “Add Trendline.”

[image: ]

3. This will automatically add a linear trend line to your data. This will also open a “Format Trendline” window on the right side of the screen. In this window, you can confirm that the trend line is “Linear,” and you can also change the color and style of the trend line.

4. You should save your file once more.


[bookmark: _GoBack]Congrats—you have created a graph with a linear trend line in Excel!
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