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Data handling: Excel

In this activity you are going to

· Load a spreadsheet program called Microsoft Excel

· Type your data into the spreadsheet

· Save the spreadsheet file

· Draw a scatter diagram from your data

Loading Excel

· Log into the NBC Network and wait for the desktop to load

· Look for the [image: image1.bmp] button on the left-hand side of the grey taskbar at the bottom of the screen.

· Click the [image: image2.bmp] button to see the Start menu

· Click on the [image: image3.png]


 entry in the menu to see the Program menu

· Click on the [image: image4.png]3§ Microsoft Excel



 icon to start the Microsoft Excel program

When the program has loaded, you should see a screen that looks a bit like this:
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Type in your data

· Copy the layout below, but type your own data in

· You can move from one cell to another by clicking the mouse in each grey box

· Each cell can have either text or a number but not both

· Numbers must be decimal like 1.75 – don’t put the unit after each number
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Save your work!

When you have typed all your data into the spreadsheet, the information is in the computer’s random access memory (RAM). RAM only works while the computer is switched on. If the computer crashed, or the power failed, you would loose all your work!

To save your work, put your floppy disc in the floppy disc drive and

· Click on the [image: image7.bmp] menu item (top left of the screen) to bring up the File menu

· Select [image: image8.bmp] from the File menu

· The Save As… dialog box will appear

· Click on My Documents to get the Save In: list, and select 3½ Floppy (A:)
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· Type a sensible name in the File Name: box
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· Click the [image: image11.png]save




 button

· The floppy disc drive light should come on, and you should be able to hear the floppy disc spinning.

· After about 10 seconds or so, your work has been saved to the floppy disc

Later, when you change the data in this file, you can just select File | Save or click on the [image: image12.bmp] button on the toolbar. The changes are saved, and you don’t have to give your file a new name.

Draw a scatter diagram

To show the height and weight on a scatter diagram, you need to use the Chart Wizard. This is part of Excel, and you call it up by using the Chart button on the toolbar.

But first, you have to tell Excel which data you want to plot. You do that by highlighting the columns.

To plot the height on the X axis and the weight on the Y axis, you should

· Click the mouse in the cell with the first height number

· Drag the mouse down and across one column to the last weight number

· The two columns of numbers should ‘reverse colour’, so the writing is in white against a black background. To summarise:
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· Now click the Chart button on the Excel toolbar

· The Chart Wizard dialog box will appear

· You will work through four dialog boxes to make your chart

· Step 1

· Select X-Y Chart from the list that appears on the left hand side

· Select the [image: image15.png]Chart sub-type




 sub type from the right hand side

· Click next to get to step 2

· Just click next to get to stage 3

· Add sensible text for Chart Title, Value (x) Axis, Value (Y) Axis, like below

[image: image16.png]Chart Wizard - Step 3 of 4 - Cha

Toos | mes | crines | 1
Chart e

e and e st 3
Walue (x) Axis
| Height (m)
Walue (¥) axis:
|weight (Ka)







· Click on the Legend tab and ‘unclick’ the Show legend box, like below
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· Click Next to go on to step 4

· Select As New Sheet so you get the chart on a piece of paper all to itself – like the screen shot below
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· Click Finish and your new chart will appear

· Remember to click the [image: image19.bmp] button to save your chart with your data

· Click the [image: image20.bmp] button once to print your chart

Extensions

Ask other students, teachers, and the ILT Support staff, find a book or even try to use the help built into Excel to answer the following questions

Holding your mouse over things on the screen (like your scatter diagram) and clicking with the right hand mouse button often gives you choices about things you can change

1. How can I get back to my data now I have printed my chart?

2. How do I close Excel down?

3. How can I load my spreadsheet back into Excel next time?

4. How can I do a scatter diagram of Height against Shoe size with Height as the X axis?

5. How can I use the spreadsheet to work out the mean height and the mean weight and the mean shoe size?

6. How can I get rid of the grey background on my chart? (hint: point to the grey background and right click)

7. How do I add a line of best fit to my scatter diagram? (hint: trendline and linear are good words to use in help)

8. What is the difference between a worksheet and a workbook? How can I name worksheets inside a workbook?

The grey boxes are called cells
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Chart tool
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