Graphing Data in Excel
1. Enter the dates on row “1”, beginning with B1 and use one cell for each of the dates (use month/day format—09/01) 
2. Enter the baseline on row “2”, beginning with B2 and use one cell for each datum point (baseline is a minimum of 3-5 data points).   
3. Determine the following:  (1) goal level of performance, and (2) target date to accomplish the goal.  A good window for a goal is around 9 weeks (a typical reporting period for quarters or progress reports). Include a weekly column leading up to your target date to serve as a placeholder for now in order to plot an aim line (step 9). 
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4. Highlight the cells containing the all info; including text and dates (cells will be shaded). To do this, click on A1, hold down your shift key, and then click on your last completed cell.  Notice the example below takes row ‘2’ out to column ‘O’
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5. Click on “Insert” tab and select a 2-D line chart.  A marked lined is preferrable because it allows you to see individual data points.
6. Next, move the graph to its own sheet.  To do so, click on your new graph to select it.  Click on “Chart” and select “Move Chart” (in some versions of Excel, the feature will be under the “Design” tab).  When given the prompt, select ‘new sheet’ and rename it to fit your data collection system (e.g. “Anna’s Classroom Engagement”).  Remember:  your raw data will still be there, just access it by the tabs on the lower right-hand side of your screen.
7. Format the value of the vertical axis by right clicking on one of the numbers.  Select “format axis”.  When another window pops up, make sure ‘scale’ is selected on the left-hand menu.  Type in 100 for ‘maximum unit’.

8. Format the value of the horizontal axis by right clicking on one of the numbers.  Select “format axis”.  When another window pops up, make sure ‘scale’ is selected on the left-hand menu.  Select “Text” as the horizontal axis type so it does not default to a predicted pattern, but instead uses the dates you typed into the workbook.

9.  To add an aim line, insert a line by going to the “Insert” menu, and selecting ‘Picture’ and then ‘Shape’.  Click on a plain line.  Go back to your final baseline datum point, click to drop the shape, and drag it up to your intended end point (date and criterion level).  Change the color of your aim line by clicking on it and selecting a new color.  This will help you to determine if the student is making satisfactory progress towards the goal, or if another intervention should be considered.
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10.  Change the chart and axis titles by selecting “Chart Layout”.  Be sure to include a descriptive vertical title that is observable and measureable (e.g. “Percentage of Time on Task”, “Number of Homework Assignments Turned In”, Incidence of Self Injurious Behavior, etc.)
11.  As you collect data on your intervention, you can add it by selecting the tab at the bottom of the screen.  Enter the intervention data in row “3” beginning with the column following the last baseline entry.  Label the intervention appropriately; these will be the titles in your key.  Similarly, if a change in intervention occurs, enter the collected data in subsequent rows beginning with the column following the last data entry.   For example:
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12.  In order for the graph to reflect the changes in your data collection, you will need to go back to your graph and right-click anywhere on your graph line.  Select “Select Data”.  Although there is a window, you can access your raw data by clicking on the background and it will automatically be entered.  Similar to before, click on A1, hold your shift key down, and click on your final cell of data.  If your final cell is off-screen, click A1, scroll over so you can see your final cell, THEN hold down your shift key to select.  Click “OK” in the pop-up window.
13. Insert a baseline, and any additional intervention lines buy clicking on the “Insert” tab and selecting  “Pictures” and then “Shapes” and pick a line.  Click on the top of your graph and drawn the intervention line.  If it is not how you like, you can edit it by clicking on it again.
14.  To include criterion changes, click on “Insert” again, and select ‘Picture’ and then ‘Shape’.  Select a call out box by double-clicking on it and then click on your graph where you want the box.  Click in the shape and begin typing.  You can adjust the size of your shape to make all of your words show, but be concise.  This could be used to explain a dip in skill level (e.g. medication, holiday break, etc.)
