Instructions for plotting data in Excel (Office 2007 for Windows)
1) Open the file (“Florida data sorted by date” or “Florida data sorted by location”).

2) Choose the appropriate tab.
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3) Click the “Insert” tab at the top of the window. The available tools should change. The center group of tools should be “Charts.”

4) Click on the “scatter charts” group .
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5) Select the lower right-hand chart (“scatter with straight lines and markers”).
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6) A blank box* should appear on the screen. Right-click on the blank box. A menu should appear.

7) Click on “select data” from the menu.
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8) In the box labeled “Legend Entries (Series),” click “Add.”
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9) Click on the box labeled “Series name.” 
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10) Then click on the cell in your spreadsheet that is the name of the data to be plotted along the Y axis. (For instance, select the cell that contains the words “Ca (ppm).”)
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11) Click on the box labeled “Series X values.” Then select the cells that represent the distances downstream.
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12) Click on the box labeled “Series Y values.” Delete the text that is in the box. Then select the cells that represent the values you want to plot on the Y axis. (For instance, select the cells containing ppm of Ca.) Make sure you select the same number of cells as you did in step #11.
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13) You should now have a graph instead of a blank box.
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14) You may add more than one set of data to a scatter plot. To do so, click “Add” again and follow steps 8 through 12.

15) Arrange your graphs neatly within your spreadsheet page, and save your file (to your M: drive if on a lab computer).

*If a graph appears in your original box, right-click on the box and remove any sets of data that you do not want on your graph.

