Helpful Information About the Stevens Statistical Templates XE "Stevens templates" \b 

 XE "spreadsheet:templates" \t "See Stevens' templates" \b 
The Basics

· Sheet is protected.  The spreadsheet, when you open it, is partially protected.  Specifically, you'll only be able to change the values in certain cells.  These cells will generally be highlighted in yellow.  This protection is for your benefit, to keep you from accidentally messing up the formulae in the sheet.  You can still see the formula for in any cell, even when the protection is on.  Just click on it.  You can also remove the protection.  See "Other Stuff" below.

· Data entry easy.  Just type your numbers into the appropriate yellow boxes.  Excel will automatically compute the contents of the other cells.  Always check to see if each step of the answer makes sense.

· Graphs not protected.  I've not protected the graphs so that you can modify their headings to fit the problem, and copy them to Word or other applications.  This means you could accidentally ruin or delete any graphs in the spreadsheet.  Because of this, I strongly suggest saving the spreadsheet under a different name before modifying its graphs.  That way, if you mess things up, you can restore from the original copy.

· Step-by-step work shown.  Many sheets show the step-by-step procedure by which the final solution was reached.  Each step is generally represented by three cells, which appear together in one row.    First comes the name of the quantity being computed (and sometimes its symbol).  Second, the numeric value of the quantity for this problem is given.  Finally, the formula used in the computation is shown.  Here's an example:
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        The mean of the sample, denoted x-bar, is 14.70533.  The blue box contains the calculation used to

        obtain this number.  Anything written in unbolded caps in this blue box is typed into Excel exactly as

        it appears.  Anything in bolded italics represents a reference.  So here, range refers to the range of

        yellow cells on the left of the spreadsheet that contain the data.  (For more on ranges, see "Other

        Stuff", below.)  The actual cells in range are A1 through A30, for this problem.  

        As a second example, the formula for "IRQ” is shown as  = 3rd quartile – first quartile
        The value for the third quartile (17.3375) is in cell D3.  The value for the first quartile is in cell D2.

         So the actual formula that I typed into Excel for "IRQ" is = D3 – D2.  Get it?  You can see this 

        formula by opening the spreadsheet and clicking on the number for IRQ.  Its formula will appear.

· Comments and checks.  Some techniques can only be performed if certain assumptions are met.  Some of my templates report back checks of these assumptions.  Some techniques allow specific conclusions to be drawn.  Some of my templates report these conclusions.

· These tables in this document are not Excel worksheets.  The table that you see on the previous page is copied from an Excel spreadsheet, but is not itself an Excel spreadsheet.  To use the spreadsheet, you must run Excel and open the appropriate spreadsheet.

·  XE "Excel:copying from Excel to Word" \b Copying Excel Cells into Word.  When you copy part of the Excel spreadsheet into Word, follow this procedure.  Highlight the cells to be copied in Excel.  Choose Copy from the Edit menu in Excel.  Switch to Word.  Choose Paste Special (not Paste!) from the Edit menu in Word.  Past the data as Formatted Text.  Doing it this way will keep the size of your file down—a good idea for online transfers.  
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·  XE "Excel:copying from Excel to Word" \b 

 XE "Stevens' templates:the Help tab" \b Copying Excel charts into Word.  I've had a number of program crashes when trying to paste Excel charts into Word as Picture files.  I've found the following workaround, although I admit its clumsy.  The reason for the work is that a straight Paste from Excel to Word will paste the entire spreadsheet, and I don't want that. Here's what I've found that works.


Copy the chart in Excel.

   
Click on some empty part of the spreadsheet.  


Paste in Excel, choosing .


Cut the new copy in Excel.  (Again, it's in the Edit menu.)


Paste Special as a Picture in Excel.


Cut this new copy in Excel.


Paste Special as a Picture (JPEG) in Excel.


Cut the new copy one more time!


Switch to Word.


Paste Special as a Picture in Word.

        Before going through all of this, I'd try (after saving your Word document) simply Copying the

        original chart and Pasting as a Picture in Word.  If this works, you can skip the long list above.

· More help.  The comments above should be enough to get you up and running with the spreadsheets.  There are, however, two additional sources of help on my sheets.  First, some sheets have a "Help" tab on the bottom of the worksheet.  If you click on it, it will provide additional information and options about the sheet.  Second, a number of generally useful comments appear below.  If you run into a problem or a confusion, check out these sources.

Other Stuff

·  XE "Excel:protection" \b 

 XE "Excel:showing formulas" \b Removing and restoring spreadsheet protection.  You can easily turn the protection off.   Go to the Tools menu, choose Protection, then Unprotect Sheet.  To reactive protection, just reverse the procedure.  (Tools, Protection, Protect Sheet, Contents).  Turning off the protection would allow you to enter data directly into cells which are not normally accessible.  Some spreadsheets allow options that are sometimes useful, but usually unnecessary.  You'll need to remove the protections from the sheet to exercise these options.  A sheet with such options will have the details specified on the second sheet of the workbook, labeled "Help".

· Examining an Excel formula.  There are three useful ways to examine the formulae in a spreadsheet.


As we've said already, clicking in a cell in the Excel spreadsheet 


will allow you to see the formula used for computing that cell.  


To see all of the formulas used in a spreadsheet at once, hold down 


the ctrl key and press the ~, found in the upper left corner of your keyboard.  


This toggles "formula mode".  Pressing ctrl-~ again will return you to the 


normal mode. 


For a clearer insight into the workings of the formula, turn Protection off 


for the sheet.  Now, double clicking in a cell will not only show you its 


formula, but it will highlight all of the cells used in that formula, and color 


code these cells.
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·  XE "Excel:naming ranges" \b  Naming ranges of cells.  Excel allows the user to highlight a range of cells, give that range a name, and thereafter refer to those cells by that name.  Some of my spreadsheets employ this feature, and so you may occasionally be surprised to look at one of my computed Excel formulas, and see something like = AVERAGE(RANGE).  I can only type such a command in Excel if I have already defined the name RANGE.  To see what ranges (if any) I've defined, you can use the little pull-down menu that is just above the upper left hand cell of the spreadsheet.  (It'll normally contain the address of the current cell, like "A1".)  All of the ranges I define will include the word "range" in their names.

· No substitute for understanding.  These templates are provided to help smooth your work in this course, and to try to help you save time.  You still need to understand each step of each technique, and to understand the result.  I hope I have no bugs left in these templates, but they may exist.  If my software gives you an absurd result, it's your responsibility, not mine, to find it.

Important Words about My Templates

While you are welcome to use my templates to speed and organize your work, it's essential that you understand what the template is doing.  If you would find it impossible to do a problem without my template, you're in trouble.  The first time a new template is introduced, make sure you could do all of the work in the sheet without access to my template!  If you can't, you're gambling with your grade.
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