14.8.1
Graphical Presentation with Excel.  

Screen prints are included initially to illustrate The instructions.

(More graphics follow in Worksheet 14.8.2)

14.8.1.1
Opening Excel   

Menus on your local network may be set up in a variety of ways and the method of opening Excel will differ from one to another.  
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Now open Excel.
You are now in Excel with Sheet 1 of Book 1 open. This is where you will put all your data with appropriate variable names and present the graphs produced from it. Each cell, starting at A1, is identified by a letter for its column and a number for its row. The sheet has far more rows and columns than you will need for these worksheets.

14.8.1.2
Putting your data into Excel
The data we shall use in this worksheet represent the ages of a sample of 60 employees of a firm Merlin plc. Place the cursor in A1 and type Ages of a sample of employees at Merlin plc. In cell A3 type Ages (years), this is the variable to be described. You can move around the worksheet using the arrow keys.

Now place the cursor in A4 and type in the first age, 35, which will appear in the formulae bar and also in the appropriate cell. Carry on down column1filling in all the ages in that column, then work down column 2, and so on. Your final figure should be in cell A63.

The following figures represent the ages of a sample of 60 employees of a firm Merlin plc:



35    44    54    33    46    20    32    19    50    39    33    37



42    40    20    25    34    52    27    22    18    40    23    17



41    45    21    34    49    27    60    46    32    58    23    52



24    64    41    47    54    37    40    41    40    36    46    29



34    39    39    40    37    50    41    34    47    34    45    36

14.8.1.3
Checking your input  

You may find it easier to check figures on a hard copy so print out the data:

File / Print / Active sheet

Check the values with those above.  If any is incorrect, just overtype the correct version into the worksheet.

14.8.1.4
Saving your data as a file  

Now that you are happy with the data save it to a disk, CD or onto your hard disk.

File / Save As  Merlin1  This has now been saved as an Excel data file Merlin1.xls on your preferred type of storage.

14.8.1.5
Producing a Histogram   

Excel produces an ordered bar chart rather than a histogram.


We shall first produce the default histogram and then another more refined version.
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Tools / Data analysis /Histogram / Input range  Either type in A4:A63 or select the same range with the cursor. Select Output range E4 to determine the position of the output. (Any other suitable location, or a fresh sheet, may be used.)
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(If Data Analysis is not immediately available, go to Tools, Add-ins and select the Analysis Toolpaks)

By default the output has produced a frequency table split into 8 equal intervals which do not have very convenient limits. It also lacks a graph. 

Type the numbers 20 30 40 50 60 and 70 in cells C4 to C9 and repeat the last commands adding the range C4:C9 as the 'Bin range'. Also select Chart output

14.8.1.6
Improving the Graph  
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This improves the horizontal axis but the vertical may still leave much to be desired. Select the histogram by clicking on it. Increase its vertical scale by pulling down on one of the bottom black handles. This diagram is not a true histogram which should be continuous on the horizontal scale. It is really an ordered bar chart.

By selecting your histogram and selecting the appropriate dialogue box, colours, fonts, patterns, and so on, it can be edited.  Chart / Options also allows editing. Have a play!

Charts can be positioned anywhere in the spreadsheet by selecting and dragging.

14.8.1.7    Producing a Cumulative Frequency Diagram
Repeat the histogram command with the bin ranges as already selected and an output range somewhere free, probably E25. This time click on Cumulative Percentage.

14. 8.1.8


Next split the employees into two separate groups, male (1) and female (2), by coding the data. Type the word Sex in the heading of column B. Type 1 in the first 40 cells of the column and 2 in the remaining 20 cells.

14.8.1.9    Producing a Histogram of subgroups of data

Insert two new columns after column B. With cursor in column C Insert / Columns
Copy and paste the male ages into new column C and all the female ages into column D
Repeat Task 14. 8.1.5 for each new column.

14.8.1.10    Producing a barchart of subgroups of data

Type the numbers 40 and 20 in cells D4 and D5 

Chart Wizard / Column / Data range D4:D5 

There are no facilities for drawing stem-and-leaf, box and whisker or dot plots in Excel.

14.8.1.11     Printing out the Worksheet

When you have completed your session you probably have some errors in your worksheet. These can be deleted by highlighting the unwanted sections and deleting them as you would in Word. Charts may be dragged around to tidy the sheet up. When you are happy with the remaining material, print it out:

File / Print Active Worksheet for everything. 

Alternatively all the output except the long column of data may be selected with the cursor and:

File / Print Selection can be used.

14.8.1.12
Saving data and graphical output (if required)

File / Save as  MerlinGr  to indicate that graphs have been added to Merlin.xls.

14.8.1.13
Saving data only

Delete all but the data then File / Save as Merlin2
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