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1. Open Excel 
2. Enter the data representing your independent variable into the first column (you do not need to title the data but can if it helps you remember what it represents.
3. Enter the data representing your dependant variable into the second column (you do not need to title the data but can if it helps you remember what it represents).
4. Highlight all data that you want to plot
5. Click the “Insert” tab at the top of the page and select the little square box at the lower right of the “Charts” tab
6. Select the appropriate graph type for your data and click “ok”
Hint: Line graph = change over time
         Scatter plot = trends in data, usually the most useful
         Bar graph = comparisons of different data groups    
         Pie chart = shows parts of a whole     
7. Click on the graph and select the “Layout” tab under “Chart Tools”
8. Under “Axes” set your data ranges on the X and Y axes to appropriate values for the data under the “More Axes Options” for each axis
9. Click the “Axes Titles” tab and give each axis an appropriate title with a unit if applicable.
10. Click the “Chart Title” tab and give the graph a descriptive title.  The title should tell the reader exactly what type of data they are looking at so they can interpret the graph.
11. Click the tab that says “Trendline” and select the line that best fits your data.  If you are unsure which line to use ask your instructor (only for scatter plots).
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