How To Make a Table and Graph Using Excel
1) When you open Excel, you will see a screen of cells with letters across the top and numbers down the side. This will be the basic spreadsheet that you will enter your numbers into. 

2) Enter your data into your Excel Spreadsheet.  You will need to put your data for your x-axis (horizontal axis) in the first column (A).  You will then put your data for your y-axis (vertical) in the second column (B).*ALWAYS keep cell A1 blank.*
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3) If you would like to use this spreadsheet as your data table, simply highlight your cells, right click, choose Format Cells-> Border-> Outline and Inside. This will outline your rows and columns to make a proper table.
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4) Next, you will need to highlight the data cells you plan to use for your graph, including your column labels.
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5) Next, go to the tab labeled “Insert”, and then look for “Charts”.  You will need to select which type of graph you want to make.  For these instructions, we will make a Line Graph. Choose Line from the tool bar.
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6) Next, you will need to decide which sub-type of graph you wish to make.  We will make a 2-D Line graph for this example. Choose 2-D Line from the options.
7) Once you click on your graph type and subtype, your graph will immediately be created in your spreadsheet.
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8) Once you have created your basic graph, click on the Layout tab, and choose the Axis Title option. This will allow you to label your axes, a step that is vital in creating scientific graphs. You can also change the title of your graph and add data labels to make it more clear.
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9) You can then click on various parts of your graph to change the title, font, color, etc.

10)  Voilà !  You are done!  You can copy and paste your data table and/or graph to insert it into any other document you wish. JUST REMEMBER TO SAVE YOUR SPREADSHEET AND GRAPH!!
11) If you need help - File -> Help -> Office Help -> in the search bar, type in “graph”.
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