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USING EXCEL TO MAKE TABLES & PLOT GRAPHS

SYMBOL FOR EXCEL 2010 —
Open Excel in the Microsoft Office W|i| Microsoft Bxcel 2010 *  Folder

INTRODUCTION TO EXCEL 2010

When Excel 2010 is opened, this is what is seen:

- —
- I= Books - Microsoft Excel [E=NRo x|
Home | Insert Page Layout Farmulas Data Review  View @ =@ R
= ¥ Cut " . e o= _[] = *j ) Tem T FER T Autosum ~
Calibri i o AN T == B = Wrap Text General - =) = "] E
=l B3 Copy - =2 3 & i ﬂJ @ Fin- Z Ea
Pasts S| e - A . - <3 ;% Conditional Fi Insert Delete Format Sort & Find &
e g comatramer | B 4 U | [ B A ML AR Conmana s g e a s e
Clipboard . Font Alignment . Number . Styles <Rihbaon Editing
A - e v\ v
A C D E F G H 1 J K L M N o P Q R 5 T u :
T E
2
: Name box Formula bar
- Column letter
7 Active cell
8

1 4—_ Row number

-
<]
]

7 Office button

u Sheet tab

2

23

2 L
e v
1 1+ 1/ shed Sheet2 Sheet3 . ¥J 0K [ |
Ready |ED M 1w00% = {} (1)

20:55
07/06/2017

ESC S LT B ]

Active cell
The cell with the black outline. Data are always entered into the active cell.

Column letter
Columns run vertically on a worksheet and each one is identified by a letter in the

column header, eg the first column is column A.

Formula bar
Located above the worksheet, this area displays the contents of the active cell. It can
also be used for entering or editing data and formulas.

Name box
Located next to the formula bar, the Name box displays the cell reference or the name of

the active cell.

Row number
Rows run horizontally in an Excel 2007 worksheet and are identified by a number in the

row header.



http://spreadsheets.about.com/od/a/g/active_cell.htm
http://spreadsheets.about.com/od/d/g/data_definition.htm
http://spreadsheets.about.com/od/c/g/column_header.htm
http://spreadsheets.about.com/od/uvw/g/worksheet_def.htm
http://spreadsheets.about.com/od/c/g/column_header.htm
http://spreadsheets.about.com/od/f/g/Formula_bar_def.htm
http://spreadsheets.about.com/od/f/g/formula_defined.htm
http://spreadsheets.about.com/od/glossary/g/name_box_def.htm
http://spreadsheets.about.com/od/c/g/cell_ref_def.htm
http://spreadsheets.about.com/od/glossary/g/row_definition.htm
http://spreadsheets.about.com/od/r/g/row_head_def.htm
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Sheet tab
Switching between worksheets is done by clicking on the sheet tab at the bottom of the
screen.

Office button

Clicking on the Office button displays a drop-down menu containing a number of options,
such as Open, Save, and Print. The options in the Office button menu are very similar to
those found under the File menu in previous versions of Excel.

Ribbon

The ribbon is the strip of buttons and icons located above the work area in Excel 2007.
The ribbon replaces the menus and toolbars found in earlier versions of Excel.

SAVE THE DOCUMENT

1. Before you start save your work with a sensible name, one that you will be able to
find again. Note where you save it and the date in your jotter.

ENTERING DATA

Entering data, whether text or numerical, into a spreadsheet is a three-step process. The
steps are:

1. Click on the cell where you want the data to go.
2. Type your data into the cell.
3. Press the Enter key on the keyboard or click on another cell with the mouse.

If you make a mistake, the Esc key cancels the data entry. As in all Microsoft products,
pressing Ctrl-Z will undo the last process.

&9~ El Bookl - Microsoft Bxcel
Page Lay
) P Fx FgH  E Autosum -
ibi v 20 T A AT = =|= ¥ Siweplet  General - E{ﬂ Normal Bad Good - T
s = min=:] =) ;.J & Fill -
B IU I e Forma
u-|® 2]

enter | @@+ 5, » | %3 % Conditional Fomat | Neutra [Calcutation | [EECTIN - | Inse
Formatting ~ as Table
Numper styles

1 Mass added Length1l Length2 Length3 Length4

2 (g)

First put in headings on each
: column

Put in the first 2 numbers. Move
. the white cross to the bottom right
: of the lower box. When it turns to a

18

H 4> M| Sheet1 /‘Sheet? “Sheet3 /¥J
Ready |

&l 0 1. 07| small black cross drag it down. It
will add 10 or 100 (depending on
boxes 1 and 2) to each line



http://spreadsheets.about.com/od/uvw/g/worksheet_def.htm
http://spreadsheets.about.com/od/no/g/office_button.htm
http://spreadsheets.about.com/od/r/g/Ribbon.htm
http://spreadsheets.about.com/od/d/g/data_definition.htm
http://spreadsheets.about.com/od/s/g/spreadsheet_def.htm
http://spreadsheets.about.com/od/c/g/cell_definition.htm
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1 Mass added Length1l Length2 Length3 Length4

2|(8)

: 0
3 10
. 20
. 30
. 40
3 50
: 60
o 70
= 80
12

13

14

15

16

17

|

M 4 » b | Sheetl Sheet?

If your headings take up too much space across a
line then HIGHLIGHT THE COLUMNS go to HOME-
> FORMAT -> FORMAT CELLS-> and then click on
ALIGNMENT and tick the box marked WRAP TEXT

Format Cells

| Number | Aligrment | Font | Border | Fil | Po

2p text]

Shrink to fit

[ Merge cells
Right-to-left

Text direction:

context [+

—
| —
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"9 example Hookes - Microsoft Excel e D
g Home | Insert Page Layout Formulas Dat. R Vi @ o & B
- iz:;y' Calibri -6 - XA === » = Wrap Text General E:Ig f‘fd :;4“ jm 3 _:J g::«fsumv %? ﬁ
P Sromatriner| B 107 E7 A W e Eweacons @0 % 0 W grw e cn | e o o gne s
Clipboard Font lignment Numk Styles Cells Editing
H13 - S v
A B c D E F G H | ] K ~
1 mass added length 1 length 2 length 3 length 4
2 (grams) (cm) {cm) {cm) (cm)
3 0 2.1 2.1 2.0 2.0
4 10 2.2 2.3 2.1
5 20 2.5 2.5 2.5
6 30 2.7 29 3.0 ’ °
C w303 3 NS Don’t forget to add units
8 50 3.6 3.6 4.4 8
9 60 39 4.0 45 - -
TR TR in the headings. If the
11 80 48 4.8 53 .
B0 | 50 | 56 | 56 | s units are the same you can

p drag the cell across the

o page to copy the text

M| Chartl Sheetl | Sheet2 “Sheet3 -~ ¥J

urzaL |
06/06/2017 |

AVERAGING YOUR RESULTS

You don’t need to get your calculator out Excel will do it for you.

&l - = Bookl - Microsoft Excel
Home Insert Page Layout Formulas Data Review View
Cut =
a\t TA AN T E= T
=3 Copy ~ o
B I O LS5 = =E = |EE | ! o 9 G0 5.0
Clipboard Font Alignment Mumber
SUM - K & fe| =average(B3:E3 b
A B D E F G
extension

1 Mass added Lengthl Lengt Length3 Length4 average 1

 (g) Lo fem)  (em) N (em) . (cm)  (cm)

g 0 2 2200 2 5N —agracel c
. 10 2.1 2.3 2.3 \GE(number1, [number2], ...) 1
5 20 2.6 2.7 2.5 0.6
5 30 3.1 3 3.1 1.1
7 40 34 3.6 3.6 1.4
8 50 3.9 4 3.8 1.9
9 60 4.4 4.4 4.2 2.4

To get an average type in

=average(then holding down the SHIFT key and drag the
mouse across the cells you want to average). Put brackets
around the cells as above.

Dragging the black cross down will average each line.

4

( ]
\ )

A
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[ 9- I= example Hookes - Microsoft Excel | | |t
A B c D E F G H 1 J K ;

1 mass added length 1 length 2 length 3 length 4  average length

2 (grams) L (cm) {cm) {cm) (cm) (cm)

3 0

4 10

5 20

6 30

7 40

8 50 £

190 Sg 4.4 ) .

» = 1 Once you've put in ENTER at the end of

. 7 71 the formula you can copy the formula for

. the whole column. Moving the cursor to r

..o ===~ the bottom right to get the little black |
cross and dragging it across the sheet T
will copy the formula for each column.

If you want to see the formula that you’ve added in you can push the SHIFT and
the - key (the one under the escape button) and it will show you the formula.
Repeating this will turn it off.

[ R s Bookl - Microsoft Excel = @ =
Home | Insert  Pagelayout  Formulas a@o@@ B
HAe em s ok o B o e e 3= E] 2y
P romuramer| B £ U7 I &0 A e e 0 a8 g fon Wewal [colcuton | (I e e 0 Gan A SRR
“‘f‘*’:‘“ - ﬁ:m:AVERAGE(Ea:Ea) = = = = v
[ c D 3 [ F G E
1 Length 1 Length 2 Length 3 Length 4 average
2 (cm) (cm) (cm) (cm) (cm)
22 2 2 2 ® |-AVERAGE(B3:E3) |
2 2.1 2.3 2.3 2.5 =AVERAGE(B4:E4)
5 2.6 2.7 2.5 2.7 '=AVERAGE(B5:E5)
5 3.1 3 3.1 31 "=AVERAGE(B6:E6)
73.4 3.6 3.6 3.5 '=AVERAGE(B7:E7) |
5 3.9 4 3.8 3.9 "=AVERAGE(BS:ES)
s 4.4 4.4 4.2 4.5 '=AVERAGE(B9:E9)
w0 4.9 4.9 4.6 4.9 '=AVERAGE(B10:E10)
1
12
13
14
& L
16
17
M| Sheetl . 'Sheet? Sheet3 | Sheet1 (2) /¥J 0K [

Sl P e e Sl Y [

—
| —
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[ A Bookl - Microsoft Excel - & =
Home | Insert  Pagelayout  Formulas af@ =@
j :E:;yv catibri w2 <A A General
PoSte  f Formatpainter | B £ U | H- - A- B >
[ ] [ c T D T E I F I s H | ) K L ™ E
1| Lengthl Length2 Length3 Length4 average
2 (em) (cm) (cm) (em) (cm)
HEE 2 2 22
S 21 2.3 23 2.5 23
- 22 2.7 i X0 H-% 0B g5
— EEN S ]
S| 31 3 B T
| 34 3.6 35w 3.525
B 3.9 4 3| Paste options 39 1
o] a4 4.4 4 2o 4.375
u| 49 4.9 4 e 4.825
n ?::vt:nmmts
12 1‘5 \
: . | \We need to get all of your answers to 1
14 B Format Cells.
» Define Name. .
. .« | decimal place as the averages and
17

H 4> W[ Sheetl "Sheet? “Sheet3 | Sheeti (2) /%3

- — numbers look a mess and are incorrect.
B 5 |

Highlight the boxes that you need to
change.

@9~ < ook~ Mhcrosort Bece =
Home | Insert  Pagelayout  Formulas Data Review  View @@ R
j ’f:“ Calibri -0 - AW »- [SiwepTet General - iji‘ jé Normal Bad Good jﬂj :f\ ; ;:‘:‘m“m' ':IV ﬁ
2 Copy ~ = - 3 Fill - 4
e e B I U E- O A i Merge & onter - | @3- % 9 | % 3| Conotlora romat | Neutral  [Calcufation | [T o[ | e Delee Fomat | L Serta pnas
Cliphoara Font Aignment Number sytes cets Eaiting
B3 £ 2

" 7 7| Go to the HOME box click on

1| Lengthl Length2 Length3 Length4 average
Ld
) em e FORMAT. Click on FORMAT
L]

S 2 2 2 2 2

a 2.1 2.3 23 2.5 23 -
M 28 27 25 27 aens CELLS. Click on NUMBER and
5 3.1 Format Cells Fo ==
. 3.4 Nomber | aigment | _Font | porder | Fil_| Protecton | I t 1 d . I I

13 selec ecimal place
o 20

) 4.4 -
- Decimal places:
10 4.9 [7] Use 1000 Separator ()

INegative numbers:
1
12
13
14
15
Number is used for general display of numbers. Currency and Accounting offer spedialized
16 formatting for monetary value
17
W 4 » [ Sheetl , Sheetz .“sh 0K [ [T} 0|
Average: 3.326125 Count:40  sum:133.125 |[EEH (O] ] 100% (=) L (+)

5 TR R ) [N Ve [ [ | - [T LR

—
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We now need to record the force. This is the force of gravity or weight. To link
between mass and weight you need to divide the mass in grams by 100 in your
table

So firstly we need to add in a column.

Click on Home Page and then on Column B. and the

FAE™ e = example Hookes - Micrasoft Excel

. . = TR
B 3 [voma Bad Good Bl e
Fomat | gt ek | Deete Fommat

gebCenter - | - %+ %§ | Cond

1 mass:ddcd Icngblh 3 \[‘ngtth 4 avc‘raéc length ‘ ’ :

2 {grams) cm) cm) r[cr'rl)

3 0 . A

a 10 2.2 23

5 20 25 25

3 30 2.7 2.9

7 40 3.0 3.2

8 50 36 3.6

9 60 39 4.0

10 70 4.4 4.5

n 80 48 4.8 53 4.9 50 - -

s s [ s0 | 56 56 51 ] 53 Click on Home Page and then on Column
13 100 5.5 6.0 6.0 57 58 . . .

u B. Along the top is an insert button. Click
. inset column This will generate a new
; column into which we can add a formula

To add in the formula, always start with an = sign

“_7‘ H - = example Hookes - Microsoft Excel
dome | en gt out o

U‘V;Shtj:/‘: - X v ;]"‘:AE/IDD e S‘.‘ . .

AT s 1 < > G ‘ : Type in the title and unit, Force and (N)

1 mass added Force length 1 length 2 length 3 length 4  average lengtl
2 (grams) (N) (cm) (cm) (cm) {cm) (cm)
3 =A3/100| 2.1 2.1 2.0 2.0 2.1
o o] 2 20 20 2| To add the formula type
E 20 2.5 26 25 25
3 30 29 29 30 29 . .
AR 30 35 23| = {click on the cell}/100 and them hit
8 50 3.6 3.8 39
9 60 39 40 41 return
10 70 4.4 4.5 5.0 4.6
1 80 4.8 4.8 53 5.0
. i o o o .s] Drag the box down from the small black
. cross again and this will copy down the
" formula

—
| —
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& =a3/100
A ] c [) E F G
1 mass added Force length 1 length 2 length 3 length 4  average length
2 (grams) (N) (cm) (cm) (cm) (cm) (cm)
) 0 21 21 20 2.0 21

Drag the box down from the
small black cross again and this
will copy down the formula

12 20
1 100
14

A D 3 £
1 mass added Force length 1 length 2 length 3 length 4 average length
2 (grams) (N) {em) {cm) {cm) {em) {cm)

21 21 20 2.0 21

10 0.1 2.3 21 21 ]
20 02 25 26 25 Go back and change the number
6 30 02 3.0

35

of decimal places to 1 (see if

—— you can do it without looking
o | back at the notes)

mass average

added Force length 1 length 2 | length 3 | length 4 length
(grams) (N) (cm) (cm) (cm) (cm) (cm)
0 0.0 2.1 2.1 2.0 2.0 2.1
10 0.1 2.2 2.3 2.1 2.1 2.2
20 0.2 2.5 2.5 2.6 2.5 2.5
30 0.3 2.7 2.9 2.9 3.0 2.9
40 0.4 3.0 3.2 3.4 3.5 3.3
50 0.5 3.6 3.6 4.4 3.8 3.9
60 0.6 3.9 4.0 4.5 4.1 4.1
70 0.7 4.4 4.5 5.0 4.5 4.6
80 0.8 4.8 4.8 5.3 4.9 5.0
90 0.9 5.0 5.6 5.6 5.1 5.3
100 1.0 5.5 6.0 6.0 5.7 5.8

—
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You can also highlight the text and put a border around the numbers as this makes
it easier to read across the line. Don’t make it too fancy and use all the printer ink
when you come to print it out; it is not how Scientists lay out their work.

Now you are ready to plot your graph. SAVE YOUR FILE IN GROUPWORK WITH A
SENSIBLE NAME THAT YOU’LL FIND THAT ISN’T TOO LONG.

T 9~
Ao o A == e W e B Good cB=3
# Fumat H-|&-A- ? i 84| Conatonal EEXT | e
e ided
3
mass i | average
1| added Force | length1 length2  length3 | length4 | length
2| (grams) (N) {cm) (cm) em | (em) | (em)
....... o 00 | 21 21 | 20 | 20 | 21
10 01| 22 23
s| 20 0.2 25 25
il W) = Ze =
40 0.4 30 32
s o5 | 36 as =
60 0.6 =it 4.0 T
o] 70 0.7 a4 45 .
______ 80 o8 | 48 a8 |
20 09 | 50 56
1| 100 10 5.5 6.0 p—

If your table is too big to print on one page then make sure first that it won’t fit on a
landscape page. Go to PAGE LAYOUT on the ribbon bar, then orientation and click to
change it to landscape. This will make the page print landscape. If the table won’t still fit
on one page try reducing the font size and make sure that the headings have been
wrapped so that the columns are not too wide.

Add your name to the table, either by adding it under the table or if you can add it in the
header or footer.

—
| —



