
"Step Sheet: 
Composing a Great Lab Report using Excel and Word" 
 
While you will use this for the labs listed in this enzyme unit, you can 
also use it for any labs in your science program. 
 
Lab Report Fundamentals: 
 
1. Open a new Word document. 
2. Include the following sections in your text: 

1. Title�This is no time to be cute or funny. Play this very 
straightforward. 

2. Abstract�Keep to 100 words or less. 
3. Purpose�One or two sentences will do. 
4. Materials�Specific and include quantities and units. 
5. Procedure�Clear enough for someone to repeat had they not 

seen your experiment in progress. 
6. Data�Use tables and charts in Excel to gather data. Then Copy 

and Paste into your Word document.  Or, use the Insert 
Microsoft Excel Worksheet icon on your Word toolbar and go 
from there. In Excel, use the Chart Wizard (see Excel step 
sheets for more specifics). 

7. Results�Results should be based on available data only. 
8. Conclusion�Should be based on data and lead directly to more 

experiments. 
9. Questions and comments�What don�t we know?  What could 

have gotten in the way? What are some sources of error? What 
did you actually learn about the concept as well as about 
procedure, accurate measurement, etc? 

 
Inserting Pictures"  
 
1. From the Insert menu, choose Picture, then from File.  
2. Choose the folder and file you want.   
3. After inserting, you can resize or reorient the image as needed by 

grabbing the edge of the image and dragging it around the screen. 
4. If you get a picture off the Internet, you can save it to your 

computer by clicking and holding your mouse on the picture (on a 
MAC) or by right-clicking the image (Windows). The dialog box will 
ask you where you want to save the image.  

5. Select �Create New Folder� from the dialog box and create this 
folder in your �My Documents� folder. You can also rename the 
image to make it easier to remember. 



6. When using images off the Internet for your report, you will need to 
cite the source of the image.  To do this, highlight the URL 
(address) of the page in question.  From the Edit menu, choose 
Copy.  Then, after you insert your image, paste the address of the 
page where you got the image from under the image. 

 
Working with Data in Excel:  
 
For these labs, you will need to do things like calculate averages. 
Here�s how to do it. Let�s say your data table looks like this:  

Initial reading Final Reading Reaction

Reaction 1 100 37 63

Reaction 2 100 54 46

Reaction 3 100 51 49

Average:  
 
1. You want to calculate the reaction for each set of readings, and also 

calculate the average for each column. The actual spreadsheet 
looks like this: 

 

 
 
2. To calculate the average for column b, go to cell B5 and enter the 

following command: 

=Average(b2:b4) 
3. You are selecting the value of the cell to equal the Average of the 

range of cells B2 through B4 
 
4. You can calculate the standard deviation the same way. In cell B6, 

enter the following command: 

=Stdev(b2:b4) 
5. 10: Filling down or across: You don�t have to do this for each 

column in the table. You can automatically fill in the corresponding 
values for other columns by selecting cell B5 (where you wrote the 
average command) by clicking and holding, then drag across to the 
cells you want to average (namely, C5 and D5). Then, from the Edit 
menu, choose Fill, then Fill Right. The corresponding cells will fill 



with the values. You can check this by clicking any cell, it will show 
the average function with the right cell range filled in. 

 
6. Go ahead and Fill Right for the Standard Deviation calculation you 

made for column B. Extend this to columns C and D.(You�ll notice 
you have many decimal places, and a DIV/O error code. Don�t 
worry, we�ll fix that in a minute). 

 
7. To calculate the difference in column D, go to cell D2 and enter: 

=(b2-c2) 
8. You�ll see the value of 63 in the cell. Now, click, hold, and drag  

down to cells D3 and D4.  As before, from the Edit menu choose 
Fill, then  Down to transfer values to the corresponding cells. 

 
Formatting Cells for Numbers and Percents: 
 
1. Select the cells you want to change, in this case click the upper 

corner of c5 and drag down to D6 until all four cells are highlighted. 
2. From the Format menu, choose Cells. 
3. In the dialog box that follows choose Number, then from the list 

select Number. Notice that some of the other choices are percent 
and scientific (notation�these are very handy for other labs, keep 
an eye on this because some day you�ll need it.) Make sure the 
Decimal Places field reads 2 (or, however many you need for an 
accurate lab). 

4. To center the values in any column, select the lettered title at the 
top of the column (in this case, select B, C, and D; those columns 
will highlight).  

5. From the View menu choose Toolbars, then Formatting. You will see 
icons in the middle of this toolbar that represent left, center, or 

right formatting.  Select the centered icon, it looks like this:  
 
6. When you�re done, the spreadsheet will look like this: 

 
 
Congratulations! Now you�re ready to use these instructions to tackle 
your enzyme lab data. 


