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Helpful Excel Tips 
 
Creating a Histogram Table 
A. To make a histogram, first make sure that the program is accessible. 

1. Select ‘Tools’ on the menu bar.   
2. If ‘Data Analysis…’ appears, all is fine. 
3. If ‘Data Analysis…’ does NOT appear, go up to and select ‘Add-Ins...’ in the same Tools 

menu. Turn on the Analysis Toolpak. ‘Data Analysis…’ should then appear in the Tools 
list. 

 
B. Sort your raw data values from lowest to highest.  Somewhere on the spreadsheet, type a 

column with the full range of distribution values (such as gall diameters), from lowest to 
highest.  This will be the “Bin” for the histogram. 

 
C. Select ‘Data Analysis…’ under Tools. Then, scroll down to and select Histogram. 
 
D. The cursor should be active in the ‘Input Range’ box in the window that appears next.  Select 

all the data values with the mouse (the cells that contain the data will then appear in the Input 
Range box). 

 
E. Click on the Bin Range box, and then highlight the Bin column that you created in Step B.  

These cell values will then appear in this box. 
 
F. Click in the empty box next to ‘Output Range:’. Then, click on the cell to the right and one 

cell above the top value of your Bin range. Make sure that the ‘Input Range’ values do 
not change. Now click OK. Two columns with headers (‘Bin’ and ‘Frequency’) should then 
appear next to your typed bin range. 

 
 
 
Graphing a Histogram 
A. Click on the Chart Wizard icon (next to the Zoom box). Select the type of graph you want to 

make, and then click Next. 
 
B. The cursor will be blinking in the Data range box that appears in the next window.  Select 

your column of data.   
 
C. Note: you can chart more than one set of data by having the columns of data right next to 

each other (and selecting them all together). If the data columns are not right next to each 
other, select them by holding down the Control tab while you select each column after the 
first one (making sure to release the mouse after each column is selected). 

 
D. After B or C is completed, a graph of your data should appear in the Data Range window. 

The units on the X-axis are not correct, though.  To change them, click on the Series tab to 
open that window. 
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E. Click on the Category (X) axis labels box and then select the Bin column of values.  These 
cells will appear in the box and the units will change on the graph. 

 
F. While in the Series window, you can also change the name of each data set from Series 1, 

Series 2, etc. to something more descriptive (such as Woodpecker or Mordellestina). 
Highlight the Series # then type in the new name for that data in the adjoining Name box. 

 
G. Click Next.  In the following window, type in a title for your graph and the labels (including 

units) for each axis.  Select from the other tabs to customize your graph. Then click Next. 
 
H. The final window allows you to choose where you want your finished graph to appear.   

Select from among the options, then click Finish. 
 
I.  If the finished graph is just how you want it, terrific!  DON’T FORGET TO SAVE!  If not, 

do not despair, since you can change the graph as follows. 
1. Click anywhere on the graph; the graph will become outlined with boxed lines. 
2. Select Chart, which now appears in the Menu bar. 
3. Choose from the various menu items to add more data, change the axes, etc. 

 
 
 
Graphing Cumulative Distributions 
A. Click on the Chart Wizard icon and scroll down to and select XY (Scatter) from the Standard 

graph types 
 
B. Using the Control button, select the Gall Size column and the F1/n1 and F2/n2 columns of 

data. Include the column headers, which will appear in the correct places on the graph. 
 
C. Proceed as from Step F above to complete the graph. DON’T FORGET TO SAVE! 
 

 
 
 
  


