
Typing a Lab Report Using Excel and Word 
 

1. Open EXCEL. 
2. Create your data table as follows: 

 
 
 
 
 
 
 
 
 

***To get all the lines to print click the empty box that is above 1 and next to A.  Then, click the 
table with four squares that is next to the paint can with the colored line under it.  Choose the one 
that is in the 3rd row and 2nd column- all the lines are darkened. 

3. Click anywhere on the spreadsheet. 
4. Open WORD. 
5. Go back to your EXCEL document. 
6. Highlight the chart you created. 
7. Copy it. 
8. Open your WORD document. 
9. Hit ENTER 5 times. 
10. Paste your chart into the word document. 
11. Save your WORD document. 
12. Go back to your EXCEL document. 
13. Highlight the SOIL and WATER columns ONLY! 
14. Click on the icon at the top that looks like a colored bar graph. (It’s next to the icon that has a Z and 

A with a down arrow by it.) 
15. Choose Line. 
16. Choose the first graph in the first row and column. 
17. Hit NEXT. 
18. Hit NEXT again. 
19. Type in a title and labels for the graph. 
20. Hit NEXT. 
21. Hit FINISH. 
22. Copy the chart. 
23. Open your WORD document. 
24. Tab over from your data table. 
25. Paste your graph into your document. 
26. SAVE! 
27. Go to the beginning of your WORD document. 
28. Type your name. 
29. Now Title your lab report.  (Center it.) 
30. Skip a few lines, and then begin typing your report. 
31. You can click and drag your data table and graph to the location of your choice. 
32. SAVE often! 
33. Use your gold rubric, spell check, and a few friends for editing. 
34. This is the big lab report grade so do the very best you can. 
35. Be a CHAMPION! 

 
 

Minutes 
Soil 
Temp 

Water 
Temp 

0 21 20 
1 22 20 
2 23 21 
3 24 21 
4 25 22 
5 26 22 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
     


