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OpenOffice, a free alternative to Excel can be downloaded by click here or going to OpenOfficeorg

Objectives

Learn how to use Microsoft Excel

Learn how to insert data into a spreadsheet

Learn how to format data and cells in Excel

Learn how to sort data in Excel

Learn how to do calculations in Excel

Learn the difference between absolute and relative cell references
Learn how to add rows and columns in Excel

Learn how to insert text boxes in Excel

Learn Learn how to create graphs in Excel

Learn how to add and format trendlines in Excel

What is Microsoft Excel?

Microsoft Excel is a spreadsheet program which allows one to enter numerical values or data into the rows or
columns of a spreadsheet, and to use these numerical entries for such things as calculations, graphs, and
statistical analysis. Excel and other spreadsheet programs are used throughout the world in jobs, ranging from
Accounting to Actuaries, from Insurance Agencies to Manufacturing industries, and in Academia and Science
related fields like biology and physics.


http://www.openoffice.org/

Vocabulary

e Absolute Reference — Absolute ranges have a $ character before the column portion
of the reference and/or the row portion of the reference. The $ character indicates to
Excel that it should not increment the column and/or row reference as you fill a range
with a formula or as you copy a range. If you enter =A1 in a cell and then fill that cell
down a column, the '1" in the reference will increment in each row. Thus, the formula in
row 50 would be =A50. However, if you enter =$A$1 in a cell and fill down, the range
reference will remain $A$1 -- it will not increment as you fill or copy down a column.

Automatic Cell Filling — The ability to fill out some cells with values that belong to a
common series.

Cell — the small boxes where data exists in a spreadsheet

Column — Cells that are in a vertical line of each other

Function — just like in math, an operation performed on variables or constants

Rows — Cells that are in a horizontal line of each other

The Assignment

Your assignment is to complete all of the steps below and submit to your course instructor all
of the pages that you are asked to print in the document below. These pages should be
submitted in the order they appear, and should be stapled together.



EXCEL

e Start Excel.
o Find Excel in your program menu and select it.
o Once the program loads a screen should appears that looks like the one below.
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The first column in the spreadsheet is labeled A, and the first row is labeled 1. Spreadsheets
use a coordinate system to access information. Each cell in the spreadsheet is identified by
the letter-number combination of its location. Therefore you have cells names A1, B1, B2, B3,
and so on.
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Inserting Data

e Toinsert data into excel select the cell in which you would like to enter the data.
e At this point you can enter the data in 1 of 2 spots

o Primarily you will enter the data directly into the cell.

o In some cased you will enter data into the formula bar.
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At this point lets practice entering some data: Please make a table as it is described below.

1. Enterin cell A1 "Data"

2. Enterin cell A2 "Car Number -"
3. Enterin cell A3 "Track Number -"
4. Enterin cell A4 "Mass (kg)="

5. Enterin cell A6 "Trial"

6. Enterin cell B6 "Distance (m)"

7. Enterin cell C6 "Time (s)"

8. Enterin cell D6 "Acceleration (m/s2)"
9. Enterin cell E6 "Force (kg m/s2)"
10. Enter in cell B2 "4"

11. Enterin cell B3 "2"

12. Enter in cell B4 "3"

13. Enterin cell A7 "1"

14. Enter in cell A8 "2"



Paste - || EEE - - - =
- jFormatF‘ainter B 4 U | ”{% é =

Clipboard [= Font [=
A7 - (" fe| 1

F.\ B C D E F
1 Data
2 Car numb 4
3 | Track num
4 |Mass (kg): 3
5
6 Trial Distance [ Time (s) Accelerati Force (kg m/s2)
7 1
. 2| g Seclected Cells

——

9
10
1 Corner Box
13
14
15
16

e Select cells A7 and A8 by highlighting them.
e Click on the small box in lower left hand corner of the selected cells and drag it down

to 10. This is called Automatic Cell Filling

Trial Distance | Time (5) Accel

This box
shows value
in bottom

/ Cell

K

e Enter the following distances for trials 1-10
1. 9.95
2. 10.03



10
9.9
10.1
10.08
10.03
9.98
9. 10.03
10. 9.99
e Enter 10 random times for trials 1-10 that are between 1.05 and 1.95 seconds.
1. You chose a value between 1.05 and 1.95
2. You chose a value between 1.05 and 1.95
3. You chose a value between 1.05 and 1.95
4. You chose a value between 1.05 and 1.95
5. You chose a value between 1.05 and 1.95
6. You chose a value between 1.05 and 1.95
7
8
9
1
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. You chose a value between 1.05 and 1.95
. You chose a value between 1.05 and 1.95
. You chose a value between 1.05 and 1.95
0. You chose a value between 1.05 and 1.95

e Save your document naming it "LastName_Excel Lab"

Formatting

e Select boxes A6 through E6
e Right click on the selected boxes and choose Format Cells.
e Chose the alignment tab
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| format cells have no spedfic number format.

Alignment Tab

] ’ Cancel

Under Text Alignment choose Horizontal: Center.
Under Text control choose wrap text.

Choose the font tab

Under Font Style chose bold

Choose the boarder tab

Select a lower boarder only
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[ OK J [ Cancel

Press OK
At this point you should notice that the distance, acceleration, and force cells need to

be resized.
e Click at the top of the column window between B and C you can changed the width of

the column so that Distance is on the first line and (m) is on the second.
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A B C D .E F G
pata \ Click here [
Car numby 4 i
Track num 2 tO Eidjll%'[ thﬁ‘
Mass 3 3 .

" column width
Trial Distan Time (s) Acc-elerat Force (kg
ce (m) ion m/s2)
1 995 1.75
2 10.03 1.25
3 10 1.05
4 9.9 1.95
3 10.1 1.8
6 10.08 1.35
7 10.03 1.28
8 9.98 1.84
9 10.03 1.32
10 9.99 1.72

Adjust the column with for acceleration too

For Force cell put to extra spaces after the word Force.
Click on cell A1

Select bold and underline from the home menu
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Trial Distance Time (s) Acceleration  Force
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7 1 9.95 1.75

a8 2 10.03 1.25

9 3 10 1.05

10 4 9.9 1.95

11 3 10.1 1.8

12 6 10.08 1.35

13 7 10.03 1.28

14 8 9.98 1.84

15 9 10.03 1.32

16 10 9.99 1.72
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e At this point, realizing adjusting column A would make it out of proportion with the
table so we will need to move the data from column B to the right and merge certain
cells.

Now select B2, B3, and B4

Use the cut function

Click on C2 and paste the data

Select A2 and B2

Right click on the selected cells

Choose format cells

Click on the Alignment Tab

Under Text Controls click Merge cells.

Press OK
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Select A3 and B3

Right click on the selected cells
Choose format cells

Click on the Alignment Tab

Under Text Controls click Merge cells.
Press OK

Select A4 and B4

Right click on the selected cells
Choose format cells

Click on the Alignment Tab

Under Text Controls click Merge cells.
Press OK

Realizing at this point that we have never accounted for the initial position, we need to
add the data below the mass line.
Right click on the "5" of row 5

Select insert
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e Merge cell A5 and B5
e In A5 type "Initial Velocity (m/s) -"
e Expand column B to make everything in the step above fit into A5 and B5
e In C5 enter"0"
e For acceleration and force we need to make the 2's an exponent.
e Click on D7
e In the formula bar select the "2"
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Expand the font menu
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e In this menu, under effects, choose Superscript.
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e Repeat this process to superscript the 2 in cell E7,

e There is also a need to standardize the decimal value of the cells associated with
these calculations.

Chose cells B8 through E17.

Right click in the selected cells.

Choose format

Select the number tab.

Under "Category" choose "Number"

In the middle of this widow make sure the decimal places are marked "2"

Click OK
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e SAVE YOUR WORK

Calculations

We are going to calculate the acceleration using the equation a=(2d-vo*t)/(t?)
Click in box D8
Type "="

Type "("

Type "2"

Type "™

Click on cell B8
Type "-"

Click on cell C5
Type "*":

Click on cell C8
Type ")’

Type "/"

Type "("

Click on cell C8



Type "A"

Type "2"

Type ")

Type enter

Now we are going to calculate force (F=m*a) in cell E8.

Click on E8

Type "=" (Note: every formula starts with an equals sign)

Click on Cell C4 (Note: Here you are calling the value from cell D8)

Type "

Click on cell D8

Type enter

select D8 and E8 and perform an automatic cell fill down to row 17 by clicking in the
lower right hand corner of the selected window and dragging selection box down.
e At this point you should notice there are some errors.

ick number -
155 (kg)= 3
tial velocity (m/s)-

] Distance ] Acceleration  Force
Trial Time (s)

(m) (m/s’) __ (kgm/s’)
1 9.95 1.75 6.50 19.49
2 10.03 1.25 12.84 0.00 .
3 10.00 1.05| #VALUE! :#VALUE'.L Fill
4 9.90 1.95 4.31 #VALUE!
3 10,10 1.80 5.54 9.70 Error
7] 10.08 1.35 10.28 12.85
7 10.03 1.28 10.72 11.26
a8 9.98 1.84 4.92 9.59
9 10.03 1.32 10.49 15.88
10 9.99 1.72 6.01 8.11

=

These errors are caused because when we auto fill, it adjust the cell values in the formula to
match the reference location for each row. For example what was called B8 in row 8 would be
called B9 in row 9 or B10 in row 10. This is good because it uses the data on the left to
calculate the values on the right. But this becomes bad when you have a parked piece of data
like the mass and the initial velocity. You have 2 options here. The first is to make another
column and repeat the same mass in each row. This looks messy and shouldn't be done for
professional work. Option 2 is to make an absolute reference which will make the called value
not increment when you auto fill. There are 3 reference styles which are listed below.



$AS1 Both the column and row reference are fixed. Neither
will be incremented or changed during a copy or fill
operation.

$A1 Only the column reference is fixed. It will not change
during a fill or copy, but the row will change.

A$1 Only the row reference is fixed. It will not change
during a fill or copy, but the column will change.

The way we are going to do this is as follows

e Click on cell D8
e In the formula bar change C5 to $C$5
e Press Enter
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1 Data
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3 | Track number -
4 Mass (kg)= 3
5 | mtin velocity (m/s- ] Change to Absolute
]

~ Reference here

] Distance . Acceleration Force

Trial Time (s) 2 2
7 (m) (m/s’) (kgm/s’)
8 1[ 9.‘35I 1.?5:| =|[2*EE~$C$5* 19.49
9 2 10.03 1.25 12.84 0.00
10 3 10.00 1.05  #VALUE! #VALUE!
11 4 9.90 1.95 4,31 F#"u"ﬂ. LUE!
12 5 10.10 1.80 5.54 9.70
13 ] 10.08 1.35 10.28 12.85
14 7 10.03 1.28 10.72 11.26
15 8 9.98 1.84 4,92 9.39
16 9 10.03 1.32 10.49 18.88

e Now auto fill the acceleration calculations again.



o Note: The force values changed when you changes the Acceleration column
Click on cell E8
Make C4 Absolute by changing it to $C$4
Press Enter
Auto fill the Force calculations.

Now you want to calculate the average of a row and also calculate percent error. This will
allow us to see how to call some built in functions of the program.

Enter into cell A18 "Average="

You may need to adjust the width of column A slightly to make it fit
In B18 type "="

To the left of the formula bar a drop down menu will now appear.
Select Average in this menu.
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14 7 10.03 1.28 12.24 36.73
15 8 9.98 1.84 3.90 17.69
16 9 10.03 1.32 11.51 34.54
17 10 9.99 1.72 6.75 20.26
18 |Average= |:
19 |
20

A box should now appear.

In this box there are 2 cells listed next to "Number1." These cells probably B8:B17.
This is read B8 to B17. The average function will then take the average of the
numbers between these 2 cells.



!'/E-E!;l = Y
. i

4l

Home Insert Page Layout Formulas Data Review View Add-Ins
& cut Function Arguments @
Z5 copy AVERAGE
Paste _ |B I . AT O - -
- # Format Painter Numberl {9.95;10.03;10;9.9;10. 1;10.08; 10.0...
Clipboard [ Number2
AVERAGE (2 K o
A B d

1 Data
2 Carnumber - - T
3 |Track number - Returns the average (arithmetic mffan) of its arguments, which can be numbers or names, arrays, or references that
4 |Mass (kg)= contain numbers,
5 |Initial Velocity (m/s)- Nu r1: number1,numberz,... are 1 to 255 numeric arguments for which you want the
5 average.

Trial Distance Time :
7 (m) remusresit - w000 Cells range for the average funtion
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9 2 10.03
10 3 10.00 1.05 18.14 54.42
11 4 9.90 1.95 5.21 15.62
12 5 10.10 1.80 6.23 18.70
13 ] 10.08 1.35 11.06 33.19
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18 Average= |:AVERAGE{BS:BIT}
19 1
20
21
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ELY

Note: if you want to change this range you may type in the cell range or you may click and
drag across the cells you want to use to select the cells.
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e Make sure you are taking the average of B8:B17 and then press "OK"
e Now auto fill B18 to the right getting the average of Time, Acceleration and Force.
e Select Cells A18 through E18
e Format the cells using the properties, boarder tab and adding a top boarder only.
e Select cells A8 to E18
e Press the center function in the alignment box of the home tab
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Click on cell A18 and bold face the text in this box.
Select cells B18 through E18
Right click and select format cell
Click on the the Number tab
Under categories make sure "number" is selected

Change the decimal places to 1. We need to do this because when we look back at

our original distance data, there were some measurements only read to the tenth spot.
We need to accurately portray the averages with the correct number of significant

figures.

e Select cells C2 through C5 and left justify them with the function button in the
alignment box of the home tab.



In cell A20 type "Theoretical Acceleration="
In cell A21 type "Experimental Acceleration="
In cell A22 type "Percent Error="

Select Cells A20 through C20

Right click and choose format cell

In the Alignment tab select merge cells

Also in the Alignment tab, under text alignment, choose Horizontal Right (Indent)
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Format Cells

Font I Border | Fill |F‘rntech'un
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Text alignment
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Top
Text control
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[ shrink to fit
Merge cells _ Merge Ce]ls
Right-todeft

Text direction:

Context |E|

Right (Indent)

Orientation

= m
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Degrees

Select Cells A21 through C21
Right click and choose format cell
In the Text alignment tab select merge cells

Select Cells A22 through C22
Right click and choose format cell

In the Alignment tab select merge cells

Type in D20 "9.8" and press enter

|(theoretical-experimental)/theoretical)|*100%
e In D22 type "="

ok ||

Cancel

In D21 Type "=" then select D18 and press enter
Now we are going to calculate the percent error which is equal to

Also in the Alignment tab, under text alignment, choose horizontal right (indent)

Also in the Alignment tab, under text alignment, choose horizontal right (indent)




e Then from the function drop down bar next to the formula bar select "More
Functions..."

,'f::; i 9~ = Excel Lab - Microsoft Excel
e

Home | Insert Page Layout  Formulas Data Review  View  Ac

% 11

|_ % %l = o, F- IR
2 ||B I U-|AN||EE E =
Paste . — o = Number| 5Styles | Cel
- E&A (=R - - | -
Clipboard M Font Alignment
AVERAGE ~(> X v &=
AVERAGE l C D E F
PRODUCT
SUM
4
IF
HYPERLIME 2
3
COUNT .
MAX o More Functions...
SIM
SUMIF eleration Force

(m/s’) __ (kgm/s’)

1.75 6.50 15.49
9 2 10.03 1.25 12.84 38.52
10 3 10.00 1.05 18.14 34.42
11 4 9.90 1.95 5.21 15.62
12 3 10.10 1.80 6.23 18.70
13 6 10.08 1.35 11.06 33.19
14 7 10.03 1.28 12.24 36.73
15 ) 9.98 1.84 5.90 17.69
16 9 10.03 1.32 11.51 34.54
17 10 9.99 1.72 6.75 20.26
18 Average= 100 L5 9.6 28.9
19
20 Theortical Acceleration= 9.8
21 Experimental Acceleration= 9.6
22 Percent Error=|= .
23 '

e In this more function widow you can see that excel has a wide variety of functions
ranging from taking the squre root, to suming a set of data, trignotetic functions. The
function we want to use now is the absolute value function.

Choose all from the catagory window
Then select ABS and press ok
o You could have also searched for the function.



In the function window that now appears type the following "("
Now click D20

Type "-"

Click D21

Type ")"

Type "/"

Click D20

Your fomula should look like the box below.

Function Argurmnents 5|

ABS

ill

0.017223177

%"ﬁ
1]

Number | (D20-D21)/D20

0.017223177F
Returns the absolute value of @ number, a number without its sign.

Mumber is the real number for which you want the absolute value.

Formula result = 0.017223177

Help on this function QK ] | Cancel

e click ok

The reason we multiply this by 100% is because we want to convert it from a decimal percent
into an actual percentage. We don't need to do this in excel because under the format
window, we can convert it.

Right click on D22

Select Format Cell

Click on the Number tab

Under catagory choose percentage
For the decimal places again choose 1
Click ok



Format Cells [~ T[]

Mumber .ﬁ.]ignmentl Font |Eurder | Fill IPrutecﬁun

Category:

General A Sample
Mumber 1.7,
Currency
Accounting &

Date Decmal places: -

Time

.

racﬁc-n \ \Decullal Place S

Scientific
Text

i Percentage

Percentage formats multiply the cell value by 100 and displays the result with a percent symbal,

Ok ] [ Cancel

Choose A20 through A22

Select Bold from the font box of the home bar.

In E20 type m/s2

In E21 type m/s2

Format E20 and E21 super script the 2 to make it look lik m/s?
SAVE YOUR WORK

Graphing Data

Graphing data is important because it allows us to visualize the relationship between the data
and calculated values.

We are now going to graph Force vs Acceleration

Select cells D8 through E17

Select the insert tab from the top of the excel window
In the chart box click on Scatter

Choose Scater with Markers Only
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Home |Insert | Page Layout Formulas Data Review View

Excel Lab - Mi

Add-Ins

crosoft Excel

D B ol e D b

PivotTable Table Pictur: Clip  Shapes SmartArt | Column Line Pie Ear Area

L) 34 L

Scatter| Other Hyperlink Text Header WordArt Sign

< Art < < < > < > v |Charis~ Box & Footer v Lir
Tables Illustrations Charts Seatter I Text
| D8 - e | =(27B8-$C357CB)/(C82)
A B c | D LLe | G J K L
1 |Data
2 |Car number -
3 | Track number—mser; Tab
4 |Mass (kg)= 3 s are not in
5 | Initial Velocity (mls}_ 0 separate measurements? epresent
6
Trial Distance Time (s) Acceleration S%tter PlOt il AN chart Types... f
2 (m) (m/s") (kg mi) Scatfer with
8 | 1 9.95 1.75 6.50 19.49
9| 2 10.03 125 12.24 38.52 Ol’lly Markers
10 3 10.00 1.05 18.14 54.42
11 4 9.90 1.95 5.21 15.62
12| 3 10.10 1.20 6.23 18.70
13 6 10.08 1.35 11.06 33.19
14| 7 10.03 1.28 12.24 36.73
15| 8 9.98 1.84 5.90 17.69
16| 9 10.03 1.32 11.51 34.54
17 10 9.99 1.72 6.73 20.26
18 | Average= 100 | 15 9.6 28.9
19
20 Theortical Acceleration= 9.8 mfs*
a1 Fxnerimental Acceleratinn= a8 i

A chart should appear
In the design tab under chart layout
Choose layout 1




Excel Lab - Microsoft Excel Chart Tools

it Farmulas Data Review View Add-Ins Design Layout Farmat
| o » L 3 * L 2
d @l o- - f,J N * * » *
t o0 | |[TEEEEET » * » *>
I
art Layouts Chart Styles
E { Layout 1 t113D$8:5D517,5heet1|$E58:5E517,1)
D E F G H I J K L M
Layout 1
Acceleration  Force m T
(m/s’) ke m/s’) 60.00
6.50 19.49 ;)
12.84 38.52 50.00
18.14 24.42
5.21 15.62 40.00
6.23 18.70 >
30.00
11.06 33.19 #Seriesl
12,24 36.73 20.00
5.90 17.69 ' ﬁ
11.51 34.54
10.00
6.75 20.26
9.6 28.9 0.00
0.00 5.00 10.00 15.00 20.00
= 9.8 m/s*
= 9.6 m/s”

In the graph double click on chart title and change it to "Force vs Acceleration”
Double click on the x axis title and change it to "Acceleration (m/s?) Note: To
superscript the 2 you need to click on the home tab of the main menu and then
expand the Font Box so that you can check the superscript box.

e Double click on the y axis title and chang it to "Force (kg m/s?) Note: Again superscript
the 2.

e Add a trendline by right clicking on one of the data points and choosing "Add
Trendline"

e |n the add trandline window



- | l 11 l 11 il | ll |

FFormat Trendline @ |
| Trendine Options | Trendline Options I
Line Colar Trend/Regression Type B
Line Style ) Exponential
Shadow —
| @ Linear
i) Logarithmic
1 @ Polynomial Order: |2
Linear Funchion

| .71 @ Moving Average Period: |2

Trendline Mame

Dlsplay qull(?z;nm Linear (Series1)
|| Display R-squared value

Forward: |0.0 periods
4 Backward: (0.0 periods

[] setIntercept = |[0.0
Display Equation on chart
Display R-sguared value on chart!

Close

e Click on the trendline equation text box and move it to the upper right hand corner of
the graph window.

Right click on the legend on the right hand side of the graph and select delete.

Right click on one of the x axis values and then select "Add Major Gridlines"

o If you wanted to paste this into a word document you could copy and past the
graph from here to the word document. If you are going to print the graph as its
own page (which you are doing for this assignment) do the following :

Right click in the lower left hand corner and select "Move Chart...
Select "New Sheet

Title it "Force vs Acceleration”

Click OK



Move Chart

Choose where you want the chart to be placed:

™

@ Mew sheet: | Force vs Acceleration

_,J qect in: sheeJ |

New Sheet Title [ ][ cnel ]

f-. .
. y=3x-4E-14
i Forcevs Acceleration Ri=1

]

40.00 /..‘.’

3 0.00 5.00 10.00 15.00 20.00

Acceleration [m/s?)

e In the new window, right click on the "y-axis"
e Choose format axis



Force vs Acce

—0
50.00

50.00

]
CalibriE~ 10 ~ A" A" 4~ F - F
B I =

1

Delete
£9  Reset to Match Style /
A | Font. /
20 il Change Chart Type...

3 Select Data...

| | 3-D Rotation .

4 Add Minor Gridlines Format Axis
Format Maj i

| % Format Axis... [

#

A - iE iE S
— B 5 —

3

Force (kg m/s?)

0.00 ] |
o—20
0.00 2.00 4.00 6.00 5.00 1

Acceler.

Under Axis Options
Change Major units to fixed
Change the value to 5
Click close



| Format Asis @

| | ais optons | | ayis Options

Mumber Minimum: @ Auto () Fixed 0.0
Fill Maximum: @ pauto () Fixed 60,0
Line Calor Major unit: (™) Auto @ Fixed |5

Line Style Minor unit: @ Auto ed |2.0

Shadow [] values in reverse

=0 Format [] Logarithmic s Base: |10
Dizpl its;

Alignment spiay uni El

Mone — IZI
\/Iaj Or ];Imm{mark type: |Mone IZI

F]_Xf d_xis labels: Mext to Axis IEI

Horizontal axis crosses:
@ Automatic

tick mark type:

="

LN~

() s walue: 0.0

(71 Maximum axis value

Close

Right click on sheet tab 2 and select delete
Right click on sheet tab 3 and select delete
Right click on sheet tab 1 and select rename
Type "Data"

Select the Data Tab

We will now make an inverse square graph.

Select C8 through D17

Insert a Scatter With Only Marks Graph

Title this Acceleration vs Time

Label the x-axis as Time (s)

Label the y-axis as Acceleration (m/s?)

Delete the Legend

Right click on a Data Point

Add trendline

Chose a power function under regression type



Diplay Equation
Display R-squared
Move the equation box to the upper right hand corner.
Move the graph to a new sheet
o Name it : Acceleration vs Time
Right click on an x-axis unit
Add major gridlines
Right click on an x-axis unit again
Select Format Axis
Change the major axis to fixed with 0.1 increments
Right click on the a y-axis unit again
Select Format Axis
Change the major axis to fixed with 1.0 increments
SAVE YOUR WORK

Sort

Click on the Data tab

In cell B25 type "Unsorted"

In cell D25 type "Sorted"

In cell E25 type "Number"

Bold and Underline the the words in cell B25, D25, and E25
Enter the data found in the image below

Unsorted Sorted Number
9 9 1
7 7 2
3 3 3
3 3 4
1 1 3
B 8 ]
] 7] 7
4 4 )
2 2 9
e Select B25 through E34
e Center information
e Select cells D26 through D34
e Select the Data Tab
e Inthe Sort & Filter Box select Sort Ato Z
e Expand the selection to include E26 through E34



e Click Sort

4l

.r"-__ - A - e
IE% "g 9 £xcel Lab - Wiicrosort
- Data Review Wiew Add-Ins

|Eia| Connections [r— i Clear =
; — 2l |

'!1:3 Reapply

z sort Filter Text to
il % advanced | Columns

Home Insert FPage Layout

3 5 = ) -
2 @ 50 ]
Existing Refresh

From From  From From .
e Connections All- = inks

Ar:ﬁ eb ) 5o
a a ernal Data

Sort &t Filter
D26 - fe| o Enr I
A E Microsoft Office Excel found data next to your selection. Since you have not B
13 6 10.08 gg)rt selected this data, it will not be sorted.
14 7 10.03 1.28 What do you want to do?
15 B 9.98 1384 @]
16 9 10.03 1.32 ) Continue the current selection
17 10 9.99 1.72
18 Average=  10.0 1.5 | sot || cancel
19
20 Theortical Acceleration= 9.8 m/s
21 Experimental Acceleration= 9.5 m,"s"'
22 Percent Error= 1.7% |
2 Expand Selection
24
25 Unsorted Sorted Number
26 9 9 1
27 7 7 2
28 3 5 3
29 3 3 4
30 1 1 5
31 B 8 6
32 5] 6 7
33 4 4 8
34 2 2 9
35
36

Note the data in the sorted column is now in order, while the data in the number column still
matches up with the value it was next to in the unsorted chart.

e SAVE YOUR WORK

Text Boxes

Text boxes are a way to add text to a spreadsheet that is not bound by the cells.



-

Click on the insert tab
Then in the text box click text box
Your cursore will not point into a vertical arrow pointed down.
Click at the upper corner of B36 and drag to E40

FERE

Home Insert

EL&

PivotTable Table

Tables

Picture

-

Page Layout Formulas Data Review

SRR =

e =

ip  Shapes SmartArt || Column  Line Fie Ear

-

Charts

Excel Lab - Microsoft Excel

Add-Ins

&L‘J Q -]

Area  Scatter Other Hyperlink Text™| |
= & Charts ~ Box |8

F] Links

22
23
24

26
27
28
29
30
31
32
33
34
35
36
37
38
39

41
42

& RS

Unsorted

9

[T R = B =< B FS R, B |

Insert Tab

1.7%

Sorted Number

1

W o= o bnofsw

5

[l = R - B R TSR« B R =]

Text Box
Insert Button

Textbox

By left clicking on the left corner of the newly formed text box you will see a blinking

curser

You can now type just like you were in a word processing program.
Type in this box "This data is used to show how to sort data."



Unsorted Sorted Number

9 1 5
7 2 9
5 3 a
3 a 8
1 5 3
8 6 7
6 7 2
a 8 6
2 o 9 1

T 1 T
L* Ll -

This data is used to show how to sort data.

T

e You can now click on the lower right hand corner of the textbox and shrink it to the
lower corner of C39

e You can now pick up the textbox and drag it so the upper left had corner is located at
the top left hand corner of G29

You can now insert an arrow from the textbox to point at the data.

e Click the Insert Tab
e Click Shapes
e Chose the arrow under lines shape
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Excel Lab - Microsoft Excel

View

EBar

L

Home Insert Page Layout Formulas Data Review
A Elgl S =
1% HIRD e =
PivoiTable Table cture  Clip |Shapes|Smart&rt | Column Line Pie A
- Art h - - -
Tables lIust|  Recently Used Shapes
Te : QESNNOOOA L L
A B 5% ™ML
18 Average= 100 1 Lines
19 AITOW — 5L, 2 LUNG 4
20 Theortical Accelers hectangles
al Experimental Acceler: D L[]
i: Percent EOANOACOOO®®®
@LOIOr Lyoood
i: Unsorted @ﬁgﬁ?%ﬁ@ﬂ“\
— LS I
20 3 EBlock Arrows
= : D@0 OUPEHER T T

Start Arrovi Here

F BooasmoaN e T[] Al ag,

Click at the left sizeing box of the textbox

\ This data is usedto
show how to sort

data.

F

Drag the arrow so the head is at the top left hand corner of F30

Click on the arrow
In the Format Tab click

and expand the Shape Style box

Under Line Styles increase the width to 3

IR

(]




mulas Data Review View Add-Ins Format
2 Shape Fill A Text Fill
- | - lj_? Shape Outline = L\ A .u_fT.;x't Outline
- — LA
™| it Shape Effecis Text Effects
Shape Styles ] Worddrt Styles
3 E F Format S8ape
ted Number _ .
. Line Style
5 ) 1
] 9 Line Colar Width: Q.75 pt F‘
: 4 Sh Compound type: 't:\" ldth
} 8 Shadow
| o oot
' 3 B 3-D Format
P 7 Cap type: Flat Izl
. 5 30 Rotation
ntpe:  |Round [7]
| . Bicture Join type oun
' Arrow zettings
] 1 Text Box

Begin type: End type:

—
-
-

e SAVE YOUR WORK

Finalizing your Document

We need to insert a header and a footer.

e Click on Insert Tab
e Click on Header and Footer in the Text Box




|,E!::| \ d9- - i Excel Lab - Microsoft Excel
e ﬂ

Home Insert Page Layout Farmulas Data Review View Add-Ins

i7 =

PivotTable Table

Shapes Smartart || Column  Line Pie Bar Area  Scatter Other Hyperlink Text Header

= = = = = = Charts = & Footer
Tables Charts IFi Lirks
L40 -
A B D E F G H
1 |Data
2 Car number - 4 .
3 Track number - stert_Tab
4 Mass (ke)= 3 Header & Footer
5 |Initial Velocity (m/fs)- 0
6
. Distance . Acceleration  Force
Trial Time (s) 2 2
(m) (m/s)  (kgm/s’)
8 1 9.95 1.75 6.50 15.49
9 2 10.03 1.25 12.84 38.52
10 3 10.00 1.05 18.14 54.42
e In the left hand Header Box Type your name
e Pressreturn
e Type "Mr. Croom's Physics"
e In the right box type today's date
e Press return
e Type "Excel Lab"
[ = Excel Lab - Microsoft Excel Header & Footer Tools
Home Insert Page Layout Formulas Data Review View Add-Ins Design

[
Ml

I —
. . ‘ \) . , J | Different First Page W Scal

Header Footer Page MNumber Current Current File File  Sheet Picture F:ulmat Goto Goto | Different Odd & Even Pages ¥ Alig

- - Mumber of Pages Date Time Path Mame Mame Picture || Header Foot
Header & Footer Header & Footer Elements Na\rigatio& Options
o1 - @ £ | (70 to Footer
— B e B e e ""'EI"'l"'SI"'l"'?|'
] K L M N | o | » Q R
Header
Sam Student | MM/DD/YYYY
Mr. Croom's Physics Excel Lab

Click the "Go to Footer" button

In the center footer box type "Page " Note: there is a space after "Page"
Click "Page Number"

Type " of " Note: there are spaces before and after "of"

Click "Number of Page"

Click somewhere else on the screen
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Home Insert Page Layout Formulas Review View Add-Ins l[ Design l

. . % Q lﬁ @ A!-' % LZ [ Different First Page

Header Footer Page MNumber Current Current File File  Sheet Picture Format Goto Goto Different Odd & Ev

- k4 Mumber of Pages Date Time Path Mame MName Picture || Header Footer
Header & Footer Header & Footer Elements J Mavigation
o1 -

[ 4

R Page &[Page] of &] Pages]|

l Footer

e Click the View Tab
e |n the Workbook Views Box Click Normal View

'EEWH -

Home Insert Page Layout Farmulas Data Review View Add-In:

= B

Page Page Break Custom  Full
Views Screen || L Message Bar

Waorkbook Views Show/Hide

Ruler Formula Bar
Gridlines Headings

Normal View View Tab

Pagelofl

Now we need to run Spell Check

e Click on the review tab
e In the Proofing Box click Spelling
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Insert

Page Layout

Y o ]

Formulas

Data

Exce

View Add-Ins

Show/Hide Comment Ei

Show All Comments

Review

Spelling | Research Thesaurus Translate MNew Delete Previous MNext .. Protect
Comment L. phow Ink Sheet

| Proofing Comments

spelling I | Theoretical Acceleration=

Check th elling of text. D E F G H
= -
Distance Acceleration  Force
Trial Time (s)
(m) (m/s’)  (kgm/s?)

8 1 .95 1.73 6.20 19.49 .

9 2 .03 1.25 12.84 38.52 Rewew Ta’b

10 3 S'j'ﬁ]l 1.05 18.14 24.42

11 4 1.95 5.21 15.62

12 5 CﬁE’Ck 1.80 6.23 18.70

13 6 10.08 1.35 11.06 33.19

14 7 10.03 1.28 12.24 30.73

15 8 9.98 1.84 5.90 17.69

16 9 10.03 1.32 11.51 34.54

17 10 9.99 1.72 6.75 20.26

18 Average= 100 15 9.6 28.9

e SAVE YOUR WORK
Finally we need to print your work.

e C(Click the View Tab

e In the Workbook Views Box click "Page Break Preview"
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Home Insert Page Layout Formulas Data Review |‘|.-fiew | Add
| e — T Ruler | Formula Bar
=1 ==

Y| Gridlines ¥ Headings
Page |Page Break|| Custom Full
Layout | Preview ' Screen Message Bar
Workbaook Vi Show/Hide Zoam
A20 | page Break Preview ical Acceleration=

A View a preview of where pa | E F ]
6 E:;&:th;;afhen this document is .
Trial il Time (s) I Vlew Ta’b

7 (m) (m/s%)
8 1 9.95 1.75 6.50 19.49
g 2 10.03 1.25 12.84 38.52 Page Break
10 3 10,00 1.05 18.14 54.42

e Select cells A1 through F22

e Right click on the area and choose "Set Print Area"

e Select cells A25 through 134

e Rick click on the area and choose "Add to Print Area"
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T A|MameBoxj c | O E
1 [Data
2 |Car number - 4
3 |Track number - 2
4 |Mass (k)= 3
& |Initial Welocity [miz]- 0

g
| ; Distanc Time Accelera Force

2 Trial e (m) (s) tion (kg
- 1 985 175 B0 19.43
- z 0.0 1.26 1284 3.6z
w| o= won 105 1514, G442
] 4 a0 =86 ) Eee| 1562
2| s ww oI Tezat aT
e E 0.0 136 1.0 3314
M T 10.0% 128 12.24 3BT
15 ] 9.5% 124 5.0 1764
L ] 10.0% 132 1.51 454

17 0 9.89 172 E.7G 20.26
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N

20 peoretical Acceleration= mis?
? erimental Acceleration= 96 mist

22

25
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34
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E
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e Click on the page Layout Tab
e In the Page Setup box click on "Margins"
e Then click "Custom Margins"

This data is used to
shaw how to sort
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Home Insert Page Layout Formulas Data Review

@ n Colors - F.
Asj = E

Themes Margins | Orientation Size
- [O]Effes - " =
Themes
A25 Margins
48 | B N
1 (D Select the margin sizes for the

= entire document or the current

2 |Car number - 4 .
3 |Track number - 2 section.
4 [Mass= [kg)= 3
E |[Initial Welocity [mis)- 0 | (@) Press F1 for more help.
B . -
Trial Distanc Time Accelera Force

7 ra e[m] (s tion (kg
g 1 995 175 E.50 19.49
] 2 10,03 126 12.84 352

e Set the Top Margin to 1.25

e Set the Left Margin to 1

e Set the Right Margin to 1

e Set the Bottom Margin to 1

Left:

Bottom:
1
Center on page
Horizontally
Vertically

Right:

1 B

Footer:
0.5

[E

Print... ] [Pmmemeg] [ Options. . ]

ok || concel |




e Click the Page Tab
e Under Scaling Select Fit to
e Set the values to 1 page wide by 1 page high
e Click OK
Page Setup @
__________ F‘ agE Margins | HeaderFooter | Sheet |
QOrientatio i

(71 Landscape

@ Port®
Scaling Pﬂge Tﬂb E

() Adjust to: |93 | % normal size :

-

@) Fit to: 1 = page(s) wide by |1 =zl

Paper size:

]

Print guality:

First page number: | Auto Fit TD:

Print... ] [PrintPreuieg] [ Options... ]

[ oK ]’ Cancel ]

SAVE YOUR WORK
Print a pdf of the entire workbook
Follow the directions found at http://www.wikihow.com/Convert-Excel-to-PDF to
determine how to print the workbook to a PDF.
o Make sure your PDF has the following pages.
m Page 1
m Page?2
m Force vs Acceleration
m Acceleration vs Time.
o Upload your PDF document to Turnltin
CONGRATULATIONS! You have Finished the Physics Excel Tutorial
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