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Literature Search Functions

How do | obtain the full-text PDF of a journal article that I've found on
Google Scholar?

On the Google Scholar search page (while on the Dickinson network), to the right of the search
result oftentimes there will be direct links to an electronic copy of the article. If you click on
these links, the PDF will either be directly downloaded, or opened on your screen (which you
can then download and save).

e T E S - e T Ty
For whom the mind wanders, and when an expenence-sampling study of working memory andll (POF) from jstor.crg
ik executive control in daily life Full-Text @ Dickinson
ks M Kane, LH Brown, JC MeVay, BJ Silvia... - Paychologesal .., 2007 - pas sagepub.com
Abstract An experence-sampliing study of 124 undergracuates, pretesied on complex
memory-span tasks, examined the refation between working memaory capacity (WMC) and
de paters the expenence of mind wanderning in daily life. Over 7 days, personal Eigr.al FLEELET) -
de citations Cited by 277 Related articles All 12 versions  Web of Science: 175 Cite Save
What is interesting? Exploring the appraisal structure of interast. [POF] from researchgate net
B B Sitvia - Ematicn, 2005 - peyenet.apa ong Full-Text @ Dickinson
s Abstract 1. Ralatve 15 olber amotons, Flenesd i mly undarataad. On the badis of heanes

of appraisal process and structure, itwas predicbed that inberest consists of appratsals of
ity (factors redated to wnfamilianty and complexity) and appraisals of coping potential | ...
Ciled by 233 Felated articles All 10 versions  Web of Science: 99 Cite  Save

Interest—The curious emation [POF) from researchgate. net
B Silvia - Current Directions in Psychological Science, 2008 - cdp sagepub.com Full-Text @ Dickinson
Abstract Despibe their interest in why peoples do what they do. paycholegits typesally

overiook interest itself as a facet of human motivation and emciion. In necent years, however,

researchars from diverse areas of psychology have turned their afiention 1o the role of ..,

Cited by 194 Redaled articles Al 5 versions. Web of Science: 80 Cite  Save

If you clicked on the link, on the subsequent page there will also be buttons that will give you the
full article in PDF format (which you can then download and save).
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How do | use Google Scholar on my personal computer?

When accessing databases, like Google Scholar, from a personal computer you are often limited
in what you can access because of copyright laws and the like. For example, this is what | get
when | search for a popular theory in Google Scholar:

GO gle analogy - “

Scholar About 2,020,000 results (0.02 sec

Articles Structure-mapping: A theoretical framework for analogy [PDF] from dtic.mil
D Gentner - Cognitive science, 1983 - Elsevier

Case law A theory of analogy must describe how the meaning of an analogy is derived from the
meanings of its parts. In the structure-mapping thecry. the interpretation rules are

My library characterized as implicit rules for mapping knowledge about a base domain into a target ...

Cited by 4528 Related articles  All 21 versions  Web of Science: 1503 Cite Save More

However, you can link Google Scholar to Dickinson’s library so that you more easily get more
articles.

On the Google Scholar homepage, click the “Settings’ button.

I& My library  #* My Citations Alets [ Metrics

Google

Scholar

- I

® Articles (v include patents) Case law

Tip: Quickly lookup references



From there, click on “Library links’ to see which libraries you are accessing articles from.

Scholar Settings

Search results Collections
anguages
® Search articles (v include patents).
Library links Search case law.
Account
Button Results per page

10 % Google's default (10 results) provides the fastest results.

Where results open

Open each selected result in a new browser window

Bibliography manager

® Don't show any citation import links.
Show links to import citations into  BibTex 5 .

ﬂ kit

To retain settings, you must tum on cookies

In the library search bar, search for ‘Dickinson College’ and you will see two options appear.

Scholar Settings

Search results

Languages
) ) Dickinson College “
Library links
e.g., Harvard
Account
DICKINSOMN COLLEGE - ProQuest Fulltext
Button Dickinson College - Full-Text @ Dickinson

Online access to library subscriptions is usually restricted to patrons of that library. You may need to login with
your library password, use a campus computer, or configure your browser to use a library proxy. Please visit your
library’s website or ask a local librarian for assistance.

“ iz

To retain settings, you must tumn on cookies

Now, when | search again for the theory of analogies | can access the article through Dickinson’s
library.

Go gle analogy i “

Scholar About 2,020,00
Articles Structure-mapping: A theoretical framework for analogy [PDF] from dtic.mil
D Gentner - Cognitive science, 1983 - Elsevier Full-Text @ Dickinson
Case law A theory of analogy must describe how the meaning of an analegy is derived from the
meanings of its parts. In the structure-mapping theory, the interpretation rules are
My library characterized as implicit rules for mapping knowledge about a base domain into a target ...

Cited by 4528 Related articles  All 21 versions  Web of Science: 1503 Cite Save WMore



How do | download and save or print a PDF from a website (on Firefox or

Chrome)?

If you have a PDF open in your web browser, there will be a menu shown in the top right corner
of your screen (if it is not showing, you may need to move your cursor around on the screen).
Click on either the “*Save’ (on the left) or ‘Print’ (on the right) button. Note: you can use the Print
to PDF function by clicking “Print” and setting the printer to ‘Adobe PDF’ and saving it the same
as you would if you hit the *Save’ button.

Structure-Mapping:
A Theoretical Framework for Analogy*
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How do | download and save or print a PDF from a website (on Internet

Explorer)?
All of the functions and features are the same, but it just looks a little different on Internet
Explorer.
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How do | highlight/annotate an electronic journal article (PDF file)?
To access these features, click on the “Comment” panel at the top of the Adobe Acrobat screen.

Tools

| = Annotations

cET & ® &
Ta%n% l 'E_." T

+ Drawing Markups

To highlight lines within the PDF, click on the highlighter button (first row, second icon) and
click and drag over the text you wish you highlight.

fre - -
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To add your own comments to a PDF, click on the comment button (first row, first icon) and
click on the area of text you wish to comment on. A text box will pop up where you can type in
your comments and will also be tracked in the right hand panel.
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Microsoft Word

How do | create a different first page header in Word?
First, you will need to access the header toolbar. You can do this by double clicking at the very
top of the page. The header toolbar will automatically appear above the page.

w w1 FIEALEK & FOUIEK 1UULS  LIOCUMeNt - vwora

HOME ~ INSERT  DESIGN  PAGELAVOUT  REFERENCES ~ MAILINGS ~ REVIEW  VIEW  ACROBAT DESIGN
- : [5lg Previous Different First Page +Header from Top: (0.5 :
O B B Elokd & E - : ]
- = ) Next Different Odd & Even Pages =+ Footer from Bottom: |0.5 :
Header Footer Page  Date & Document Quick Pictures Online  Goto Goto Close Header
- - Number= Time Info- Parts~ Pictures Header Footer & - Linkto Previous  [¥] Show Document it Text [3) Insert Alignment Tab and Footer
Header & Footer Insert Navigat opt Position cl
1 E 1 2 EE 4 5 & 7
Header

Once you have accessed the toolbar, tick the box that says “Different First Page.” Once you have
this box checked, type what you want to include on your first page header. On the second page,
type what you want to include for your page header for the rest of your pages (Word will
automatically add this to all subsequent pages).

HEADER & FOOTER TOOLS Document? - Word

EFEREMCES MAILINGS REVIE} DESIGM
=y Previous _.* Header from Top: 05" s a
o Next '+ Footer from Bettom: 05"
Goto ' i Close Header
Faatar +| Show Document Text it Insert Alignment Tab ard Faotar
Mavigation Oplioms Padrtian Cloge
(| : Y q 5

How to insert Greek letters for statistics?

Previously, users would have to find their preferred letter by going to ‘Insert > Symbol’ and
looking around. However, Word now includes an entire font for Greek letters called Symbol.

Click the drop-down box in ‘Font’ and find ‘Symbol.’

Symbol -l12 ~|A A Aa- #g
B I U-aex, x° [-%-A-

Font a
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Now, your keys have been converted to Greek letters.

afyoedpym...

abcdefgh. ..

How to create superscripts and subscripts for statistics?

Some statistics or other written conventions (e.g., chi-square and partial eta squared) require a
user to create superscripts (i.e., little letters/numbers printed above the normal line; %) or
subscripts (i.e., little letters/numbers printed below the normal line; Trial1). These functions are
found right on the ‘Font’ box in the ‘Home’ tab. Below is an example of creating a partial eta

squared:

A significant main effect of something was observed with a large effect size, £(3,500)=7.93, p

<.001, n2p = 1.416.

Highlight the letter that you want to make the superscript and press the superscript button in the
‘Font’ area.

Dt AaBbCecDc AaBbCcD( AgBbCcDi AABBCCD

" - | B L2, E=sE S P prsEes
Times New Ro - |12 A a | A2 S ne (el A 9 || aseben:| AsBbene AaBbCe AaBbce AAB!| asebecr acsboon Aasbosd Aasb
Subtle Ref

TNormal | TNoSpac.. Headingl ~Heading2 — Title Sublitle  SubtleEm.. Emphasis IntenseE..  Strong Quote  Intense Q..

Styles

~

& &

1 2 E 4 H

A significant main effect of something was observed with a large effect size, £(3,500) =793, p

<.001, n2p = 1.416.

Similarly, do the same for subscripts.
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- By . ke 0 e =
TimesNewRo-[12 | A A Aa- & T | aabbeene] asbeene AaBhCi AaBbCe A B mapbcer Aasbocp AaBboep AcBbceD: AaBbCc AaBBGED( AGBBCID: AABBCCD
B I U vmﬂm A-¥-A B2« | TNormal | TNoSpac.. Headingl Heading2  Title Subtitle  Subtle Em.. Emphasis IntenseE..  Strong Quote  Intense Q.. SubtleRef.
Font ] Paragraph 1] Styles
1 g i 2 3 4 5 6 b, 7

A significant main effect of something was observed with a large effect size, F(3,500)=7.93, p

<.001, nz_p: 1.416.

How do | use the “hanging indent” in Word for my References section?

Type out your reference and highlight it. Click the ‘Paragraph Settings’ under the *Pargraph’ tab
on the *‘Home’ ribbon.

HOME | INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAIINGS  REVEW  VIEW  DEVELOPER  ACROBAT  ProQuest
5 Cut . .. ald | B0 |
Times New Ro - 12 A N |Aa ¢ 3 == =5 LT |aasbeene] asmbeene AaBDHC( AaBbCl AaBbCcC AaBbCcDt AaBbCcD AuBbCeDi AaBbCcDt AaBbCeD: AgBbCDI AABBCCDL AABBCCDL AaBbCeDi

3 Copy
it ¥ A-%-4- S E . | TN pac.. H H 2 tle s Q s tie Ref... Intens tle [+
Prorinat Paings | B T8 a0 | By & v ) Normal | 11 No Spac. eadingl  Heading Titl Subtitie  SubtleEm.. Emphasic Intense . Strong Quote  Intense Q.. SubtleRef.. IntenseRe.. BookTitle |-
woa & font . Pararagh E B

i 2 3 4 s

Gentner, D. (1983). Structure-mapping: A theoretical framework for analogy. Cognitive Science,

7(2), 155-170.
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Paragraph |E|E|
Indents and Spacing | Line and Page Breaks
General
Alignment: [ Left IZ|
Gentner, D. (1983). Strucl | guume evet: [soayten =] [ cotapsea by aeraur nalogy. Cognitive Science,
7(2) 155_170 Indentation
7 Left: - -:. Special: By:
Right: oo B Hanging [=]fos E
DMirrorindents

Spacing
EBefore: 0 pt : Line spacing: A
After: opt 5 Double E| =

D Don't add space between paragraphs of the same style

Preview

Ganvar, £ (1933). Srucsiremiping: A hecrscal famework for analogy. Cogniiw Science, 7(2), 255-

270

Tabs.. | [ set s Defaut | [ ok ][ conce

On the “Indentation’ section of the ‘Paragraph’ dialog box, select ‘Hanging’ under the ‘Special:’
drop down box. Note: you can select all of your references and make a hanging indent for all of
them in one fail swoop.

Paragraph P styles
o
s ¥ 2 3 4 5 6

[

Gentner, D. (1983). Structure-mapping: A theoretical framework for analogy. Cognitive Science,

7(2), 155-170.

How do | create an APA format table (with horizontal lines [i.e., rules]

only) in Word?
First, you will need to create your table and enter all the information.
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Variable M SD
A 7.50 3.20
B 8.60 1.50

Once you have made your table, click the verticle rules and drag them to resize the columns,
eliminating excess white space. Select the entire table and go to the top of the screen and locate
the “Borders” button in the Table Tools menu.

TABLE TOOLS

3 MAILINGS REVIEW VIEW DEVELOPER ACROBAT ProQuest DESIGN LAYOUT

- Yapt 4= =
—| Shading = Border o Borders Border
Styles~ L& Pen Color~ - ainter

Table Styles Borders [F]
# #% . 2 3 4 5 & ~ 7

Variable | M SD
A 7.50 | 3.20
B 8.60 | 1.50

In the drop-down menu, click the ‘Borders and Shading...” option. The ‘Borders and Shading’
dialog box allows you to click to choose which rules you want to eliminate. Click on all of the
internal and vertical rules, so that only the top and bottom are visible (be sure that “Table’ is
displayed under the ‘Apply to:” option).

Borders and Shading |
Borders | page Barder | Shading |
Setting: Style: Preview
Click on diagram below or
Nane use buttons to apply borders
E
m &
B -
'E Color:
| 1] Grg Automatic E —
width: b BDoa &
é Custom % pt
== Apply to:
T — |

o] (o |

Now, your table will be most of the way there. To finish it, select the top row and give it a
bottom border using the ‘Borders’ drop-down box.
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Document 2 - Word TABLE TOOLS
GE LAYOUT REFEREMCES MAILINGS REVIEW VIEW DEVELOPER ACROBAT ProQuest DESIGN LAYOUT

Yapt

| Shading  Border —
- Styles » & Pen Color -

Table Styles Borders
g & 8 i BX 2 3 4 3

ol
Variable M SD
A 7.50 3.20
B 8.60 1.50

Now it’s APA official!

Variable M SD
A 7.50 3.20
B 8.60 1.50

But what if your table is a little more complex?

ku
Timeq Time; Total
Variabley M SD M SD M SD
A 7.50 3.20 9.80 .80 8.65 2.00
B 8.60 1.50 4.15 2.40 6.38 1.95
Total 8.05 1.73 6.98 1.94 7.51 1.88

Notice that there are two empty columns: these will be important for the final look of the table.

First, to make the Time 1&2 and Total headers expand over their respective means and standard
deviations, select the two header cells over the columns and select merge.
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MAILINGS ~ REVIEW  VIEW

ME INSERT DESIGN PAGE LAYOUT REFERENCES DEVELOPER ACROBAT ProQuest DESIGN [
= r’ I = > B EDHeighe jo19” ute - ; _l__ ‘,c;
Properties  Draw  Erases t Insert Insert | Merge ISpiit  Split  AutoFit ==y, Cell Sort
Table o Left  Right Cel Cells  Table = Di on Margins
Dra Rows & Columns e derge Cell Si dign ta
# ® 2 # B L]
7 Time; Time> Total
Variable, M SD M SD M SD
A 7.50 320 9.80 .80 8.65 2.00
B 8.60 1.50 4.15 2.40 6.38 1.95
Total 8.05 1.73 6.98 1.94 7.51 1.88

Second, just like last time, resize the table to eliminate white space. It helps to start at the left of

the table and work right. Make the empty columns as narrow as possible.

Time;

Time;

Total

Variable,

SD

M

SD

SD

A

7.50

3.20

9.80

30

8.65

2.00

B

8.60

1.50

4.15

2.40

6.38

1.95

Total

8.05

1.73

6.98

1.94

7.51

1.88

Third, select the table and remove all inside and vertical rules using the ‘Borders and Shading...’

dialog box.

GE LAYOUT REFERENCES MAILINGS REVIEW

VIEW

DEVELOPER

ACROBAT ProQuest

Table Styles

DESIGM

LAYOUT

=
Time; Timey Total
Variable, | M SD M SD M SD
A 7.50 |3.20 9.80 | .80 8.65 | 2.00
B 8.60 1.50 4.15 1240 6.38 | 1.95
Total 8.05 1.73 6.98 1.94 7.51 | 1.88

—| Shading  Border
=7 Styles~ s

pt
L2 pen Color-

Borders|

g
Border
FPainter

Borders

]
7
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P

Borders and Shading

Borders | Page Border | Shading |
Setting: Style: Preview
—= Click on diagram below or
Mone |?| use buttons to apply borders
= Box
All e
LColor
=1 | Grid
c e Automatic
Width
Custom - 1 pt
Apply to:

[ QK ][ Cancel ]

Almost there...Just add a few bottom rules. Start with adding a border to the lower header row.

Then, add a bottom rule to each of the top header cells. Be sure to only add borders to the header
cells. There should be a blank in the bottom rule between each of the header cells.

T REFEREMCES MAILINGS REVIEW VIEW DEVELOPER ACROBAT ProQuest DESIGMN LAYOUT

0 O i vip u i
—| Shading ~ Border ‘r_ Borders Border
Styles ~ i Pen Color ™ - |ainter

Table Styles Borders ]
1 # gg 1 AEE 2 # 8 2 B & 7

Timey Time; Total
Variable, M SD M SD M SD
A 7.50 3.20 9.80 .80 8.65 2.00
B £.60 1.50 4.15 2.40 6.38 1.95

Total 8.05 1.73 6.98 194 7.51 1.88
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+
Time; Time; Total|
Variable, M SD M SD M SD
A 750 320 9.80 .80 8.65 2.00
B 8.60 1.50 415 240 6.38 1.95

Total 805 1.73 698 194 7.51 1.88

Finally, apply some formatting (i.e., center the columns and maybe adjust the margins) and
you’re done.

Time; Time; Total
Variable, M SD M SD M SD
A 7.50 3.20 9.80 .80 8.65 2.00
B 8.60 1.50 4.15 2.40 6.38 1.95

Total 805 1.73 6.98 194 7.51 1.88

How to insert and format a Figure

Per section 5.20 (pp. 150-167) of the APA manual, Figures are used to represent many types of
visual information, can have very idiosyncratic purposes, and have very specific formatting
instructions. Figures are presented inside of a box with a border, although the Figure, itself, does
not have a border. The Figure must be referenced in text, be clearly readable, have a descriptive
caption in sans-serif font, and be able to stand alone. See below for instructions on creating
figures in Excel (p. X) and SPSS (p. X).

To insert a figure, on the “Insert’ tab on the Ribbon, click the Text Box drop down and select
‘Draw Text Box’
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Draw a box large enough to hold your Figure anywhere on the page.

ACROBAT ProQuest
|;| 4 A [ signate

I e I e  oae&

k Bookmark Cross- Comment Header Footer Page uick WordArt Drop )
reference - *  MNumber~] Box~ Rars~ - Cap~ [ Object
Links Comments Header & Footer Text
2 3 4 5 6
Results

d-Subjects ANOVA was conducted to test the differences in Arbitrary

as a function of Gronn and Time. See Fienre 1 for a eranh of the interaction

Results
A 2X3 Mixed-Subjects ANOVA was conducted to test the differences in Arbitrary
Dependent Variable as a function of Group and Time. See Figure 1 for a graph of the interaction

between the two variables.
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Copy and paste your Figure inside of the textbox and write the caption below it.
Results
A 2X3 Mixed-Subjects ANOVA was conducted to test the differences in arbitrary
dependent variable as a function of group and time. See Figure 1 for a graph of the interaction

between the two variables. |

tA

]

15

Time 1 Time 2 Time: 3]
> Group 4 @ Group B

Figure 1. Interaction effect of group and time on arbitrary dependent
variable. Error bars represent standard errors.

How do | use the “track changes” function in Word?
To access the “track changes” function, click on the Review menu. Once in this menu, click on
the “Track Changes” button.

One feature shows any changes that you make within the text (including formatting changes and
the addition/deletion of text). It will be shown in a different color than the preexisting text.
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Document? - Word

IEMCES MAILINGS REVIEW VIEW ACROBAT

- = ) 5 Al Markup [ ‘/] [ & Previous —'—j M
| Show Markup = J S 3Y et
Accept Reject Compare lock  Restnct
H Reviewing Pane - - - - Authors - Editing
Comments cheing 1 Changes Compare Profect

2 3 & 5 b

How can creativity be incorporated inio the classroom? This may elicit a mzmber of

The aim of this chapter is to address what place creativity can have in the classroom,
including ways in which creativity may emerge and ways in which it can be stifled. Through the
examination of several topics directly related to creativity and the classroom environment, we
hope to leave readers with a fuller understanding of what creativity iz and how the classroom

environment is able to further the development of student creativity. The chapter closes with a

few recommendations for how creativity could be actively supported in the classroom. Thoush

4, 45 o £al indl il aid educators in devalond 1
£ PEE

tes: More/different text inserted

arnirosnosts thot grg senoen waloneaing $0 araoticcg
=]

¥

Adding comments

Another feature is commenting. To add a comment, first highlight in the text where the comment
should be placed, then click the “New Comment” button in the Review menu at the top of the
screen.

BE S O:-
FILE HOME IMSERT DESIGMN PAGE

ABC == ABC £} (O e 3 =4 S 08
v IE ] I?_T_ta_l ak K| LS Eﬁ." ﬁ-, ::

Spelling & Define Thesaurus Word  Translate Languag Mew elete Previous Med Show Track
Grammar Count - - Comment Comments Changes~ [ Rev
Comments Trackin

REMCES MAILINGS REVIEW VIEW AC

Proofing Language
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A comment box will pop up in a side panel linked to the place in the text you highlighted. You
are then able to type in your comments for later review.

including ways in which creativity may emerge and ways in which it can be stifled. Through the
examination of several topics directly related to creativity and the classroom environment. we
hope to leave readers with a foller understanding of what creativity iz and how the classroom
environment is able to further the development of student creativity. The chapter closes with a

few recommendations for how creativity could be actively supported in the classroom. Though

thara srp beath b Fity zemd . haples ¢o 4t dnalnes £ jrrifnr i malies j4a al 4

. = =

n 1; I tal infl il aid aducators in develoning ol
£ Fas

that ara more wel inot i = som: More/different text inserted

| H Cotter, Katherine A fews=conds zgo =
| 2dd mare about...|

(==

How do | get rid of extra spaces between paragraphs in Word?

Word by default creates extra spaces between paragraphs (as seen below), but these are not APA
style, so you will want to remove them.

& Plucker, 2006). While interest has grown, unless educators develop an understanding of
creativity and the methods to foster it in their students it is Likely that this goal will remazn

unrealized (Beghetto & Kaufman, 2013; Kaufman & Beghetto, 2014).

The aim of this chapter is to address what place creativity can have i the classroom,

mchading ways in which creativity may emesge and ways in which it can be stifled. Through the
examination of several topics directly related to creativity and the classroom environment, we

hope to leave readers with a fuller understanding of what creativaty is and how the classroom

On the main menu at the top, find the Paragraph box and you will see the button highlighted
below (this is also where you make your paper double spaced).

B H S O:-
GUIM  HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES  MAILNGS  REVIEW  VIEW Al

-ﬂ_ 9 | a A A . ; ; iz e A
! Times NewRo - (12 -~ A & i~ | Pz = | EE N Y | lsigse

Paste = ne B F U - ab X. X' A . abr v = = = v - N
2 * Format Painter = s = a = = - - — 14
Clipboard a Fant ] Pa (]
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You will be shown this menu and to remove the spaces click the last option “Remove Space
After Paragraph.”

1.0
115
1.5
W | 20
2.5
3.0
Line Spacing Options..,

Add Space Before Paragraph

Remowve Space After Paragraph

How to properly format headings for subsections?
Typically, the Method section will be one of the only places you will need to use this. The
images below explain each level of heading and show a practical example of each.

s

Level of heading Format

1 Centered, Boldface, Uppercase and
Lowercase Heading®

2 Flush Left, Boldface, Uppercase and
Lowercase Heading

3 Indented, boldface, lowercase paragraph
heading ending with a period.?

4 Indented, boldface, italicized, lowercase

: paragraph heading ending with a period.

R R Indented, italicized, lowercase paragraph

heading ending with a period.

" #This type. of capitalization is also referred to as title case. °In a fowercase paragraph
headibgi,;jthe.first. letter of the first word is uppercase and the rernaining words are
| lowercase.
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Method
Participants
Participants were. ...
Measures
Divergent thinking task. In this task. ...
Creative caption task. In this task. ..
Procedure

Participants completed online. ..

How to insert dots or blank lines between two pieces of text?

Sometimes, for instance on a table of contents or a form, people want to have dots or a blank line
in the would-be blank space between two occurrences of text. These are called leaders. Instead
of typing out periods or underscores which often doesn’t produce straight lines, as below:

Thing.................... 1
St oo 2
IDIEEE. s 3
ftem..................... 4

... You can set up a function to insert leaders for you. First, select the list of items that you want
to have leaders between. Second, if it’s not already present, on the *View’ tab of the ribbon, click
‘Ruler’ on the ‘Show’ area.

HOME INSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW

:| DE!? [=] Outline q [?:n [E] One Page DE :

[ L= = Draft || Gridlines EIE Multiple Pages ]
int | Web Zoom 100% Mew Arrange Split

out Layout Mavigation Pane 1El Page Width Window  All

Views Show Zoom
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On the ruler, choose where you want the right-most options of the list to be by clicking on the
Ruler. Note: there are many different types of tabs to choose from.

Paragraph Ia

g

Thing
Stuff
Object]

[tem

Click on the ‘Paragraph Settings’ button and choose ‘Tabs...” on the lower left-hand corner.
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REFEREMCES MAILIMNGS REVIEW VIEW DEVELOPER ACROBAT ProQuest

A T (= R e = =" A | s e
-z &5 2l T | pasboonc Asbcene AaBbC AsBbcer AQB| assbcer aasbeen: a
A- =E=== $§ - _,Q - B TMormal | TMoSpac.. Headingl Heading2 Title Subtitle  Subtle Em... [
Pl Paragraph T
g : 2 3 4
Paragraph
Indents and Spacing | Line and Page Breaks
General
Thing Alignment: | TR v |
Cutline level: -BodyText lﬂ || Collapsed by default
Indentation
Ob_] ect Left: :%J‘ = Speciak: By:
Right: gEJ“ E (none) E| l e
Item [] Mirror indents
Spacing
Before: 0 pt : f Line spacing: Al
After: lspt |2 [ Muttiple El 108 5
|:| Don't add space between paragraphs of the same style
Preview
m
[SetAs Qefaultl [ oK ] [ Cancel

On the “Tabs’ dialog box, choose the tab that you want to create a leader for and the type of
leader you want. Click ‘Set” and then ‘OK.’
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raragrapn M

E 1 L 2 3 4
Tabs (B |mesm]
T]llllg ition: Default tab stops:
0.5° =
Stllff Tab stops to be cleared:
Object i
Alignment
Iteln @ Left (") Center (") Right
() Decimal ) Bar
Leader
(7)1 None 2

Set | cear || cearan |

I OK I| Cancel |

For each list item, hit “Tab’ and your cursor will automatically move to where you placed your
tab and will have a dotted leader.

Thing cocncnsncanisas 1
21171 L, 2|
Object

[tem

How to automatically create a table of contents?

Tables of contents can be created if your headings are formatted as Word’s prespecifed ‘Heading
1,” or ‘Heading 2’ styles. As such, decide what you which headings you want to be on your table
of contents and give them one of those two styles.



T REFERENCES MAILINGS REVIEW VIEW DEVELOPER ACROBAT ProQuest

- A i . e
hax | @ pasbcene assbcen| | AaBhC( deebcer AQB| nasbcer AaBbceD: AaBbCeD« AcBbCcD: AaBbCeD AaBBCCD: AGEBCCD. AABBCCDT AAl
. A Thormal  ThaSpac] | Headingl | feading2  Title Subtitle  SubtleEm.. Emphasis IntenseE..  Strong Quote  Intense Q.. Subtle Ref.. Inte
= Paragraph = Styles
1 g 1 2 3 4 5 3 5 7

First Thing

After you have done that, insert a blank page at the beginning of your document where you want
the table of contents to be.

Bk DO Nomd -

Blank Page
Page Ereak

Pages TRbles

Then, on the “‘References’ tab on the ribbon, click the drop down arrow for ‘Tables of Contents’
and choose one of the options.

FILE HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES | MAILINGS  REVIEW  VIEW  DEVELOPER  ACROBAT  ProQuest
ABL [y Insert Endnote " A style ;?il, 5] Manage Sources TL1 [ Insert Table of Figures ql.i [ Insert Index :r [57 Insert Table of Authorities
A Next Footnote ~ " ography Of B style: |APA - I b te Ir S at
Insert Insert Insert Insert B Mark Mark
Footnote ow Note itatio Citation ~ 13 Bibliography = Caption 5] Cross-reference Entry Citation
Faotnotes o RefWorks Citation Bibliography Citations & Bibliography Captions Index Table of Authorities
e 1 2 3 4 3 6
=

Contents

o g e 2
SBEETIO TP oo swmassi casonavmssms s e o5 e w443 S e o Sl 5 S S S 4 e Ve S B 3
Iy - SRR SRR SO TS SSE SUP NP PN SUSU SO U G S SN DOV NI P 4
e ] T L e R P TR 6

If you ever add information to your document:
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Second Thing
| added stuff below the second thing

...Just click on the table of contents and click the ‘Update Table...” button. Note: You can
choose what specifically you want to update.

5 | [ Undate Table... |

Contents
FirSE THINE couseaeea M gremmens

Update Table of Contents @ NEEEEEeseaeMsEsaEaTEsEsEasEsEsEETEResRt R e R e 2

‘Word is updating the table of contents, Select one

Second ThiNg .....coocvvveeeiiveecereene ke TP . . ... .. c:cccasess s s s smrsnen ms RS s R 3

() Update page numbers anly
@ lpdate entire tabie
FOUMth ThiNg oo e s e 6

Third TRINE Lottt

Because what | added was a Heading 2 style, it is indented below the Heading 1 in the document.

Contents

R =Tele] Ve B I 4 11T URTRSTRR
| added stuff below the second Thinig: s cims s simimessiii i s v i s s s

QW W N

E O T e s s B s B S e O G S I S S

How do | use ‘Styles’?

This incredibly brief introduction to Styles will not do justice to the vast amount of time that can
be saved in formatting a document. Learning their basic uses will be incredibly helpful. One area
is in APA headings. In the picture below, all of the headings are typed out in the default
formatting with a *‘Normal’ style.
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INSERT ~ DESIGN  PAGELAYOUT  REFERENCES  MAIINGS  REVIEW  VIEW  DEVELOPER
ICaIihri(End}r]v'll -Iq an Aa- A

e i === Z AaBbCcDo
ey B I U ~abex x A-¥-A- ; = e

T Font Fl
1

Method

Participants
Materials
Design
Procedure
Results

Discussion

The problem is that each item is a heading; some are Heading 1s (i.e., Method, Results, &
Discussion), while the rest are Heading 2s (i.e., Participants, Materials, Design, Procedure). First,
change each heading to its respective type by clicking anywhere in the word and clicking on the
desired style.



PR 7 e e T = — N | ——
A2 EehR =+ =35 2 T | aambeede msBbeede | AaBbCe AsBbCcr aaBbced QB assbcer amsbeco aasbeene ¢

r-A-BEB===|1=- b5 TNormal 1T NoSpac.. Headingl | Heading2 Heading3 Title Subtitle  SubtleEm.. Emphasis 1

Styles

N 1 2 3 4 5

Method

Participants

Heading 1

Heading 2

Materials

However, notice that the formatting is not correct at all (see section on headings in APA).

Format just one instance of both the Heading 1 (i.e., Black, Times New Roman, 12pt, Bold,
Center Justified, Each Word Capitalized, Double Spaced, No Spacing) and Heading 2 (i.e.,
Black, Times New Roman, 12pt, Bold, Left Justified, Each Word Capitalized, Double Spaced,

No Spacing).

Notice how in the “Styles’ box in the ‘Home’ tab on the Ribbon the styles still look wrong. This
is because styles do not automatically update. That is, if you were to add more Headings 1 or 2,

they would be blue Calibri with weird spacing and size. To change all instances of the Styles to

match your desired formatting, click anywhere in the text that is formatted correctly, right-click
on its style, and click ‘Update [Style Name Here] to Match Selection.” In the example below, all
of the Heading 1s will automatically be updated.



N PAGE LAYOUT REFERENCES MAILINGS

REVIEW VIEW DEVELOPER ACROBAT ProQuest
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Font P Paragraph [P
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Materials
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ZLAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER ACROBAT ProQuest

A A Aa- &

== 3= 8 T | apbcepe aapbcend AaBbCel| hasbeer aasbcen AQBI assbeer assscen: assbea
A-% . A~ =S === =- 8- | TNomal TNaSpac] Headingl | [Heading? Heading3  Title Subtitle  SubtleEm.. Emphasi
I Paragraph Styles
2 7 :

See the difference?

Melthod
Participants
Materials
Design
Procedure
Results
Discussion

The style can be applied to the regular text in the body, too. As it is, the Normal style has the
wrong Font, size, and spacing.

vigeLnovu

Participants

There were 500 participants with a mean age of 20 (SD = 1.00)...

- e 4 - =

Formatting and updating the Normal style will re-format all other places where it was used and
will be the default for any new text.
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RT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER ACROBAT ProQuest

TimesNewRo - (12 -| A" &' Aa~ f¢ AaBbCeD 4aBbCel

B I U-aex,x A-%¥-A- . TNormal | TNoSpac.. Headingl Heading2 Heading3 Title Subtitle  Subtle Em.. Emphasis Intense Strang Quote
Font w Paragraph I Styles
1 4 5 1 2 3 4 s 6 B
Method
Participants

There were 500 participants with a mean age of 20 (SD = 1.00)...
Materials
Two stories were created that. .|

Design
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How do | fix the paragraph indentation when Word auto-corrects and incorrectly indents my
entire paragraph?

Sometimes Word will over-indent by indenting entire paragraphs instead of just the first line.

more specitic question will be helptul: How can teachers support the creative growth of thesr
students? This last question has a history in the research of creativity (Barron, 1969; Guilford,
1930}, but also has captured the interest of current educational policy makers, business leaders,
and government officials (Beghetto & Kaufiman, 2013). Though creativity in schools is said to be
an important goal, it has oft gone neglected (Aljughaiman & Mowrer-Reynolds, 2003; Beghetto
& Plucker, 2006). While interest has grown, unless educators develop an understanding of
creativity and the methods to foster it in their students, it is likely that thiz goal will remain

unrealized (Beghetto & Kaufinan, 2013; Kaufinan & Beghetto, 2014).

The aim of this chapter iz to address what place creativity can have in the
claasmo:, including ways in which creativity may emerge and ways in which it
can be stifled. Through the examination of several topics directly related to
creativity and the classroom environment, we hope to leave readers with a foller
understanding of what creativity is and how the classroom enviromment is able to
further the development of student creativity. The chapter closes with a few

recommendations for how creativity could be actively supported in the classroom.

More/different text inserted here. ..

To fix this, go to the ruler at the top of the screen. You will notice that the two triangles are over
too far (which make the entire paragraph indented). (If you do not see a ruler, select the “VIEW”
menu tab and check the box next to “ruler).

Document? - Word
REVIEW VIEW ACROBAT

5 an Markup #'| Previous :

2 [F] Show Markup = Y Mext
Track __ Accept Reject — Compare : Restrict
Changes - L] Reviewing Pane - - . 5 Editing
Tracking Changes Compare Hrotect
1 4 £ & 7

How can creativity be sncorporaied mnto the classroom? This may elicit 2 number of

reacticns, such as hope or trepidateon. However, this question may be too broad and perhaps a
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Click on the rectangle underneath the bottom triangle and slide them back to the left so that the
bottom triangle and rectangle are at the border between the white and shaded portion of the ruler.
This will leave only the first line of the paragraph indented.

Document? - Word

5 REVIEW VIEW ACROBAT

! Al Markup Ty Ty ] Previous =
Z vl X o :
—= &l Show Markup ~ ¥ Ned T s
Track __ Accept Reject Compare & Restrict
Changes - Li*| Reviewing Pane ~ . - - Authors - Editing

] Changes Compare Protect
i i 3 4 5 ] 7
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Excel — Basic Functions

Creating a Chart

First, input all of the data with headers that you wish to be in your chart. Select all of the data
including headers. On the “Insert’ tab on the Ribbon, click ‘Recommended Charts” and in the
‘Insert Chart’ dialog box choose one that best suits your needs.

FILE HOME New Tab INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER ACROBAT
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= = F

metcnat N s
B -2 L 1= E_ F 34l G gl 1 Recommended Charts | All Charts ‘
Timel Time2 Time3
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You can quickly format your chart using the pop-out buttons to the right of the chart...
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Chart Title [
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... but these don’t work that great. There is a better formatting option in Excel 2013: the Format
Selection side menu.
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Using this tool bar you can click on the elements that you want to re-format and change them
quickly and easily.
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Unfortunately, there is no good way to create a table in Excel from raw data; you are better off
just using SPSS to do that.

Add error bars to chart

Excel has an incredibly useful new(ish) feature that allows researchers to add error bars to their
charts. It is explained very well in the video below (if not better than I could do it in writing).

https://www.youtube.com/watch?v=s3 hcCQGc50

How to use filters

Filters are incredibly useful tools for viewing subsets of data within a worksheet. For example, in
the data below, if I only want to view data from ‘Female’ respondents, | can turn on a filter. To
turn on a Filter click on the header row of your data, click the drop down arrow on Sort and
Filter on the Home Tab and click the “Filter” button.


https://www.youtube.com/watch?v=s3_hcCQGc50

E | NewTab  INSERT  PAGELAYOUT  FORMULAS  DATA  REVEW  VIBW  DEVELOPER  ACROBAT  POWERPIVOT
= i
Calibri flu -|KN =8 ® =P Wrap Text General 4 | Normal Bad Good Neutra a Ein
Bru-. - S A === 4= EMegedtCenter -+ §- % 2 WS ormat as| [T Exoianato P Note 7| | Teest De
able~ -
2 Styles ]
14 fr
B c D E F G H 1 J K L M N o P Q R s T u
1D Gender Timel_Mean Time2_Mean
1 Trans Ft 12.39 6.01
2 Male 9.5 879
3 Male 7.59 912
5 4 Trans Ft: 13.00 718
5 Trans M 1182 6.50

Now, your header row has drop down arrows that you can click and view all of the individual
data points in a column. Click on the ‘Gender’ drop down arrow and select only Female.

A, C D E
1 |ID ¥ Ge imel Mei~ | Time2 Mei~
2 1Tra 12.39 6.01
3 2 Male 9.55 8.79
i 3 Male 7.59 9.12
& 4 Trans Fil 13.00 7.14
] 5 Trans M 11.82 6.50

Now the only visible data are from those who identified as ‘Female.’

A B C D E F G
1|iD > |Gend-T| Timel_Mei~ |Time2_Me{~
2 7 Female 7.51
11 10 Female 6.20
12 11 Female 10.07
20 19 Female 6.18
21| 20 Female 5.26
22 21 Female 11.26
28 27 Female 9.67
3z 31 Female 8.21
34| 33 Female 10.34
35 34 Female 7.20
42 41 Female 8.87
57 56 Female 9.78
72 71 Female 6.51
74 73 Female 8.88
9% 95 Female 6.83
97 96 Female 4.78
99 98 Female 4.32

How to Freeze Panes

When entering a lot of data, you cannot see your headers once you get down so far. This can be
fixed by using the Freeze Panes function. Freeze panes keeps rows and/or columns stationary so
that you can scroll anywhere in your worksheet, but still see certain data.

Freeze top row only

Be sure that the top-most row is the one that you want to keep stationary. Typically, this will be
your header row. Go to the “View’ tab on your Ribbon and click ‘Freeze Panes’ on the ‘Window’
Block and select ‘Freeze Top Row.” Scroll down as far as you like and your headers will remain.
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Freeze Panes

If you want to keep columns and rows stationary, click in a cell that has the columns you want to
the left and the rows you want above it.

Again, go to the “View’ tab on your Ribbon and click ‘Freeze Panes’ on the *‘Window’ Block and
select ‘Freeze Panes.” Anywhere you scroll, you can view the top row(s) and left-most columns.

Unfreeze Panes

When you no longer want to have frozen panes, simply go ‘Freeze Panes’ in the “View’ tab and
click ‘Unfreeze Panes’
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Useful Formulas (certainly not an all-inclusive list)

Tip for using formulas

Whenever you use formulas in Excel what is seen is the final product, but what is actually in the
cell is still the formula. You should always copy cells that you have created formulas in and
paste as values back in the same location. This way, what is actually in the cell is the value you
want, not the formula.

F2 - ) fl =SUM(A2:E2)

A B c D E F ¢
. |Numberl Number2 Number3 Number4 Number5 Total
Ll 28 27 77 67 50
8| 33 45 24 70 60 232
E| 58 24 16 93 63 260
i 53 53 29 12 99 246
i 36 20 26 16 72 170
Bl 72 16 15 46 7 156
b 49 69 96 16 95 325
i A7 18 79 51 62 257
Chpboard F] Font ] 2
F2 - fr | =sum(az:e2)
A B [ D E F G
1 |Numberl Number2 Number3 Numberd Number5 Total
2 28 27 77 67 50) 249
3 33 as 2 70 60) 232
4 58 24 16 99 63 260,
5 53 53 29 12 99 246
6 36 20 26 16 72 170
7 72 16 15 16 7 156
8 49 63 £ 16 95, 325!
9 47 18 79 51 62 257,
10 1 5 57 21 30) 124
11 30 24 2 2 57 145
12 94 98 29 16 68 335!
13 62 78 82 87 79 388
14 74 79 10 84 31 278
15 59 31 68 98 73 329
16 68 74 28 2 13 185!
17 18 51 65 12 26 172

I wasn’t able to get a screenshot of how to paste as values, but it is simply one of the Paste
Special options. Click the drop-down arrow on the home screen where the Paste button is, or
right click and click the Paste option with the lowercase ‘v.’

Here is the final product:

¥ Format Painter B I U~ |- &'AV ===t
Clipboard F] Fant [F]
B3 -
A B € G
|Numberl Number2 Number3 Numberd4 Number5 Tota
28 27
33 45
58 24
53 53
36 20

72 16
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Trim
=TRIM([cell to trim])

Trim will remove any spaces that were inadvertantly inserted before or after text in your cell. It

is helpful to run the trim function on all data that were entered by a person. To use it, just put the

cell

Index & Match

=INDEX([values you want], MATCH([some identifier], [list of identifiers], O [this means give

exact match]))

Index & Match is absolutely invaluable if you ever have data in two locations and want to

combine them. The most straightforward example would be a multi-part study in which research

participants complete different surveys. However, these functions together are extremely

versatile and useful in many more ways.

In the example below you can see that the responses from Book1 were placed into Book?2 for
each participant. Notice how the IDs are in different order in both books; order does not matter

for Index & Match

H - = BoolZ - Excel P E - O X ©-
HOME NewTa INSERT PAGEL FORMU DATA REVEW VIEW DEVELO ACROE POWER Shawver.. - HOME

New Tab

INSERT PAGE LAYOU

S X, |Calibri -l -l = 9% | FEConditional Formatting~ [y | g j)(
Paste - Bd Mom| A K | ament | Nimbit £ Format as Table - T —— -
.o e Dea- % (7 Cell Styles - - - e e
Clipboard & Font I Styles New Group 5 Alignment
R - fre || =moe c:4C, MATCH(A Acsn0) A - fe
A B € D E E G H 1 J - A B S D E F G
1D Gender Variablel Variable2 Dessert _ Animal 1|Ip Dessert  Animal
2 | 56 2 0.361168 0.134139|Cookie  Panda ) 2 82 Cookie  Panda
3 82 2 0.079948 0.558343 Cookie Panda 3 64 Cake Kangarco
4| 64 4 0.690062 0.437002 Cake Kangaroo 4| 31 Pie Panda
5| 31 1 0.570027 0.592794 Pie Panda 5| 36 Pie Koala
6 | 76 1 0.024514 0.057688 Cookie Panda 6 | 5 Cake Koala
7| 2 1 0.155531 0.893154 Cookie Panda 7| 44 Cake Kangaroo
8 5 3 0.318271 0.105028 Cake Koala 8 76 Cookie  Panda
] a4 2 0.929238 0.565392 Cake Kangaroo ] 2 Cookie Panda
10 36 1 0.609854 0.034968 Pie Koala 10 56 Cookie  Panda
H ©- 0 Book2 - Excel ? B - 0O X o~ =
FILE HOME NewTa INSERT PAGEL FORMU DATA REVIEW VIEW DEVELC ACROB POWER Shawwver,.. - HOME New Tab INSERT
- ; - - e i | e .
D [/;:';_, jl\h; - 11‘ 4 = % ECnnd\tmna\ Formatting = % :x [i%
B - ] 7 B
Paste @; i A n Alignment Number -+ Format as Table Cells  Editing Delete Paste B
. W (H. DA~ B - [P cellStyles~ . T b R
Clipboard & Font F1 Styles Mew Group - Clipboard = Font
F2 - Jix || =INDEX(IBook1ISheet11SC:SC, MATCH(AZ, [Book1]Sheet 1$A:54,0) & - I
A B C D E E G H 1 J = A B C
1 [ID Gender Variablel Variable2 Dessert  Animal 1 |ID Dessert Animal
2 2 0.361168 0.134139|Cookie 2 | 82 Cookie Panda
3| 82 2 0.079348 0.558343 Cookie Panda 3| 64 Cake Kangaroo
4 | 64 4 0.690062 0.437002 Cake Kangaroo 4 | 31 Pie Panda
5 31 1 0.570027 0.592794 Pie Panda 5 36 Pie Koala
6 | 76 1 0.024514 0.057688 Cookie Panda 6 | 5 Cake Koala
7| 2 1 0.155531 0.893154 Cookie Panda 7| 44 Cake Kangaroo
g 5 3 0.318271 0.105028 Cake Koala 8 76 Cookie  Panda
9 | 44 2 0.929238 0.565392 Cake Kangaroo 1| 2 Cookie Panda
10 36 1 0.609854 0.094968 Pie Koala [, 56 Cookie  Panda

Number

DEVELOF
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To do this, INDEX will pull data from a list that you specify...

Book2 - Excel T EH - O X b g =

GEL FORMU DATA REVIEW VIEW DEVELO ACROB POWER Shawver,. - HOME | NewTab  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VEW D

= % % Conditional Formatting ~ El # “x *

[ Formatas Table~ 5 B -

Alignment Mumber # ormetas fable Cells  Editing Delete Paste = B T U A . ‘

a « | [ celstyles~ « S | et R i

Styles New Group » | Clipboard = Font Alignment Number

% || =INDEX{[Book1]Sheet1ISC:SC,MATCH[AZ [Book1]SheetISA:5A,0)) A v Jr

D E F G H 1 J [= A B & D E F G H 1 J

|ID Dessert f| Animal
82 Cookie | Panda

ariable2 Dessert _Animal A

J.134135|Cookie |Panda 1 2

1.558343 Cookie Panda 3 64 Cake Kangaroo
1.497002 Cake Kangaroo 4 31 Pie Panda
1.592794 Pie Panda 5 | 36 Pie Koala
1.057688 Cookie  Panda 6 5 Cake Koala
1.893154 Cockie  Panda 7 44 Cake Kangaroo
1.105028 Cake Koala 1 76 Cookie J Panda
1.565392 Cake Kangaroo 9 2 Cookie J Panda
1.094968 Pie Koala 10 | 56 Cookie § Panda

...by MATCHing some value that both lists have in common.

H ©- Er = Book2 - Excel ? H - O X b B H
FILE HOME MewTa INSERT PAGEL FORMU DATA REVIEW VIEW DEVELD ACROB POWER Shawver,. - HOME MNew Tab INSE
&D % | Calibri |11 ': = % EﬂonditionalFormattingv E' % :x &%
B2~ B I U- A & Z - By -
Paste E] i A A Alignment Mumber ;Format as Table Cells  Editing Delete Paste B B T U
5 > | B - - [cellstyles~ - * Sheet Rows ' -
Clipboard = Font [P Styles Mew Group ~ Clipboard = Font

F2 - j1 =INDEX([Book1]Sheet1!$C:5C, MATCH{A2, [Bookl]Sheet1ISA:3A,0)) A - f\

A B E o E F G H I | |~ I A B £
1| rléblel Variéblez Dessert  Animal . . . [ 1 jIiD essert .Animal
2 2 0.361168 0.13413S|Cookie |\Panda _l 2 82 Lookie  Panda
25| 2 0.079948 0.558343 Cookie Panda 3 64 Kake Kangaroo
4 | 64 4 0.690062 0.497002 Cake Kangaroo 4 31 pie Panda
3 | 31 1 0.570027 0.592794 Pie Panda 5 36 Pie Koala
6 | 76 1 0.024514 0.057688 Cookie Panda 6 5 fake Koala
7| Z 1 0.155531 0.893154 Cookie Panda 7 44 Fake Kangaroo
8 | 5 3 0.318271 0.105028 Cake Koala 8 76 Lookie  Panda
9| 44 2 0.929238 0.565392 Cake Kangaroo 9 2Fookie Panda
10 36 1 0.609854 0.094968 Pie Koala 10 56 Fookie Panda

It’s incredibly easy to use and apply to different situations once you get the hang of it.

Sum
=SUM([numbers you want added])

The SUM formula will add all of the numbers in a range that you choose.

Average
=AVERAGE([numbers you want the average of])

The AVERAGE formula is incredibly intuitive and easy to use. To use it just select the cells that
have values that you need the average of.
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Stdev.S
=STDEV.S([numbers you want the Standard Deviation of])

Similar to the AVERAGE formula, you just simply choose the cells with which you need a
standard deviation computed.

Max/MIN
=MAX([numbers you want to know the maximum of])

=MIN([numbers you want to know the minimum of])

MAX and MIN will help you find the range of numbers in a list. The MAX formula will scan
through a list of numbers and return the largest one whereas the MIN formula will scan through a
list of numbers and return the smallest one.

If
=IF([logical test],[what you want to show if test is true],[what you want to show if test is false])

The IF formula is another incredibly versatile and useful formula. Its possibilities are unmatched
by other formulas you will probably encounter. If there is ever a time when you need to create a
new variable based on the response(s) of another variable then IF is the formula for you. For
example, if you want to create a dichotomous variable from continuous data by conducting a
median split (let’s say that 6 is our median) into HIGH and LOW, then you would write:

=IF([cell]>6,“HIGH”,“LOW”)
Drag the formula for all of the cells that you want split and you’re done.

Protips: if you want the product of your IF formula to be a word you need to wrap it in quotation
marks, but if you want it to be a number you do not need to wrap it in quotation marks.

=IF([cell]>6,“HIGH” “LOW”) and =IF([cell]>6,1,0)

Protip.: if you want to conduct a test on whether or not a cell has a certain word in it (e.g., does a
cell say male), then you need to wrap the word that you are testing in quotation marks.

=IF([cell]="“male”,1,0)

Protips: you can combine (nest) IF formulas to conduct more than one test (e.g.,if you want to
convert points earned in a class to a letter grade). To do this, you would place the additional IF
formula(s) where you would put what would be shown if the logical test if false.

=IF([cell]>89,“A” IF([cell]>79,“B”, IF([cell]>69,“C”, IF([cell]>59,“D”,“F”))))

What this formula says is that any grade above 89 is an A; any grade above 79 (but less than 90)
is a B; any grade above 69 (but less than 80) is a C; any grade above 59 (but less than 70) is a D;
all grades lower than 60 are an F. Please note the [cell] in the formula is the exact same cell in
each nested IF. It tests the same value 4 times (once for each logical test) and produces the
correct TRUE answer or the final FALSE answer. Pay very close attention to the parentheses in
these functions as they are confusing and are extremely easy to mess up.
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Count
=COUNT([cells to count])

Count will return the number of cells that contain a number. It is important to keep in mind it
will only count number of cells irrespective of what number is in each cell. To use COUNT, put
all of the cells that you want counted inside of the parentheses.

=COUNT(11:114)

NN MNN NN
Wom oWm oW oW oW

T e e el il el i el e el el e e
MOROM R RN
W W L oL L L W

[
Y]
D

[

Countif
=COUNTIF([cells to count from],[what to count])

The COUNTIF formula is incredibly useful when you need to know how frequently certain
numbers occur within your data. For example, you can use COUNTIF to analyze demographic
data.

2 - fr | =COUNTIF($D$2:$D$35,B2)
i B C D E F
Key Word .I{E‘,-'_Num Count Ethnicity . .
|,ﬁ.frican American 1 5_
Asian
|Caucasian

Hispanic/Latino
[Mative American
Pacific Islander
|Other

- @ W s W
L I I = T T TR
T I R R R R - |
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Protips: in the picture above, I created a column that contained all of the numbers that | wanted
to count and dragged my COUNTIF formula down. This a huge timesaver. However, you need
to make the range that you are counting an absolute reference so that when you drag your
formulas down you are counting the same range every time. See below how the range that is
counted is exactly the same in two different cells even after dragging it down.

Jr | =counTiF($ps2:5D335,82)

B C D E F
' thnicity '
. 1! 5" 6
7 s 7
3 4 1
4 7 5
5 4 5
6 4 3
7 5 7
7
Jr | =counTiF(gD$2:3D835,87)
B c D E i
Key Mum Count Ethnicity
1 5
2 5
3 4
4 7

o[ 4
7 5

L R R B i =)

Concatenate (or &)
=CONCATENATE([cell1],[cell2],[celln])

=[cell;]&[cell]&[cellr]

The two formulas above will return the exact same result. What they do is combine the contents
of two cells into a single cell.
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2 v Ji | =CONCATENATE(A2,B2)
A B C
First Last MName
John Doe |J0hnDoe |
|Jane Doe JaneDoe
2 ~ Jr | =a2ae2
A [ B C
First Last MName
|J0hn Doe Ijohnnoe |
|Jane Doe JaneDoe

Protips1: you can insert spaces, punctuation, or anything else into your CONCATENATE/&
formulas by wrapping what you want inserted in quotation marks and placing them where you
want them in the fomulas.

2 - fr | =CONCATENATE(A2,""B2)
A B C
First Last Mame
John Doe John Doe
lane Doe Jane Doe
n
2 i f || =n2&r"gB2
A B C
First Last Name
|John Doe |John Doe |
Jane Doe Jane Doe

Protip2: you cannot concatenate cells that are in the same column, it will only return the contents
of one cell

i v fv || =CONCATENATE(A1:A6)
A B g . O
Excel |Exce| _l
|15
the
|best
program

ever
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If you want to combine all of those words into a single string, then you need to nest the
TRANSPOSE formula inside of CONCATENATE using the following steps:

Step 1
Write out the nested formula but DO NOT press Enter yet
=CONCATENATE(TRANPOSE([cells you want combined])

Mew Group
SUM - X o fr =CONCATENATE(TRANSPOSE(A1:46])
A B C D E
1 [Excel (aL:a6) |
2 |is
3 [the
4 |best
5 |program
6 |ever

Highlight the TRANSPOSE function and parentheses inside of the CONCATENATE
parentheses

MNew Group

SUM - X & Jr  =CONCATENATE(TRANSPOSE[AL:AG])
A | B/ CONCATENATE(textl, [text2], ..} F

1 [Excel (A1:A6)) |
2 |is
3 |the
4 |best
5 |program
6 ever

On the keyboard type (without quotations) ‘Ctrl = (read: control, equals) but still DON’T
PRESS ENTER

M - >(, v fl =CONCATENATE({"ExceI","is","the","best","program","ever"}h-
A B COMCATENATE (textd, [text?], ...) F G H

Excel |"ever"}} l

is

the

best

program

ever

Click in the formula box and delete the squiggly brackets {} from the ends

:CGNC.&TENATE{"ExceI","i5",“the","be&t","prugram","ever"l]-
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Press Enter and see the final product

1 M _ﬁ =CONCATEMNATE("Excel","is","the","best","program”,"ever"
A B C D E F G t
Excel | Excelisth E_lbe stprogramever
is
the
best
program
Bver

Protip.a: to add spaces (or whatever) to your final concatenated product of nesting
CONCATENATE and TRANSPOSE, use the & formula inside of the TRANPOSE formula and
follow all the rest of the steps from Protip.

SUM - }( 'H'" f'u_ =CONCATENATE({TRANSPOSE| A1:AB&" "::]'|
A B C D E F
1 [Excel 1AG&" "))
2 |is
3 |the
4 |best
S |program
6 ever l
7
L - f\, =CONCATEMATE("Excel ","is ","the ","best ","program ","ever "
A E C D E F G H
Excel Excel is the best program ever
is
the
best
program

ever
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SPSS

Opening an Excel Sheet in SPSS

You can easily open up data that was saved in Excel into SPSS. Here, | have an Excel Sheet that
was created for this document called ExcelExample_Tips.xIsx that | want to open in SPSS to
conduct analyses.

A

o fon [ i fon i [

2
1
1
1 1
1 1
1 L
1 1
1
1

First, open up SPSS and delete all of the start-up dialog boxes so you are looking at a blank
datasheet. Click the ‘Open’ button and find the folder where your datasheet lives (in my case it
is: P:\Departments\Psychology\shared\Technician Info\Technician Projects by Semester\Spring
2016\0On-Going.

T Untitled] [DataSet0] - [BM SPSS Statistics Data Editor
EFile Edit View Data TIransform Analyze Graphs  Ulilities Add-gns Window  Help

SEe DNy BLIFP U BEE

var L var var || var | var | var | var

oo f~lle o] & [l =

I

s =

Don’t be alarmed that your folder appears empty when you first get there, even though you know
that files live there.

1 Open Data ==

Lookin: | . on-Going ~| @ B

FLT on Media Lab

File name: Open
-

Files of type: WSPSS Statistics (*.sav)

[] Minimize string widths based on observed values

Retrigve File From Repository..
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You will need to change “Files of Type’ to “Excel (*.xls, *.xlsx, *.xIsm).” Voila, now you can

see files, including the one we are looking for “ExcelExample_Tips.xlsx.” [Note: other file

names have been redacted for privacy.]

@ Open Data

(==

Look in: | . On-Going

T @@

FLT on Media Lab

File name: ‘

 (Loen )
Files offype: | Excel (*ls, *.dsx, *xlsm) =i
g

(Retieve File From Reposttory..|

Because our data has headers be sure that the checkbox next to ‘Read variable names from the
first row of data’ is checked. If your workbook has more than one sheet, be sure that the one that
you want shows up in the “Worksheet:” drop down box. Press ‘OK” and your data will open in

SPSS.

@ Opening Excel Data Source

=

P:iDepartments\Psychology\sharediTechnician InfolTechnician Projects by SemesteriSpring 2016\0n-Going\ExcelExample_Tips xlsx

Worksheet:

| iRead variable names from the first row of data

Maximum width for string columns: 32767

‘e [Edt  Veew [ata  Transform  Anshre  Graphs  Lhetes

Addgns  Window  Help

ARG e Bl R S BT 0% %

| 3]
1 1
2 2
3 3
4 4
3 5
8 &
T 7
g 8
) 2
L[] o
" 1"
12 12
13 13
7] u
15 15
16 16
i 17

Condition_IV1

Condition V2

Like Cats Fav_Vengpe Ethnicity Gandar Education English®ist

o 1 T 2 1 0
1 6 3 7 0
0 2 T ] 5 ]
0 1 6 E] 2 1
o 1 3 2 6 1
1 & 7 1 1 o
1 3 2 1 2 1
1 4 -] 3 & 0
1 4 4 2 1 1
0 E) 6 ] 4 i
1 4 6 1 4 0
1 1 L] 2 7 1
1 2 2 3 5 0
[} 4 1 1 3 0
| 2 3 4 2 ]
1 3 2 1 7

1 2 2 4 4

BomUs

Ov_Tima1
3.0779080256401120
5.4333070897312010
4. 1121390956806960
1.4252685059159538
4 0030650620527630
2 BAOTAOORSOTI4030
4.3978142620007850
4. 1M2957578697200
4 BIEBTE2829811240
4 BRE54TR45592750
6 5930499517781130
5 0393226106042650
B 5791696822917450
5.359540695 3244040
6. 2BT4083475035180
T.2T62T46311262150
4 A31T76IT132311520

DV_Timez
701234653209
8217866391885
£.0545203581300
GEITIZTZ54 1040
7 8649076213500
6 6T4853650974C
6789892608861
B AZ86561606250
5 ATER264B1TI"
7651251303543
6 4133037885472
4 744013702434
5 2482TRWSE2TE
9100180439811
5 503226875608
6410056281044
& TB2TIICE4038"

Sometimes there is a problem with variable types when opening Excel files in SPSS, though.
When you open your dataset go to variable view and be sure that each “Type’ is ‘Numeric.’
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S g K 8 g = P 6E

Name Width | Decimals | Label
Jumeric 2

0
ndition_IV1 Numeric 12 0
ndition_IV2 MNumeric g
<e_Cats Mumeric 0 2
w_Veggie  Numeric 0
hnicity Mumeric 0
znder Mumeric 0
fucation Numeric 0
glishFirst  Mumeric e
U3 Mumeric 12 0
/_Time1 MNumeric 17 16
/_Time2 MNumeric 7 16
/_Time3 Mumeric 7 16

Creating and formatting Figures in SPSS

As mentioned in the section on creating Figures in Excel, it is much easier and better to use
SPSS because you can create one from raw data. To do this, click on ‘Graphs/Chartbuilder’ and
click ‘OK’” when the first dialog box appears. Here is what the Chartbuilder looks like:

3 Chart Builder =]

Variables: Chart preview uses example data
& 1D z
&5 Condition_IV1
&5 Condition_[v2
&b Like_Cats? [Like...

i Drag a Gallery chart here to use it as your
% ::;::tﬁgle starting point
&5 Gender o
& Education
&5 EnglishFirst Click on the Basic Elements tab to build a chart
&5 Bornus element by element
& DV_Time1

=

No categories fscak
vatizibe)

| Gallery | Basic Elements Groups/PointID Titles/Faotnotes

, | Element

Choose from: Properties...

Favorites o m
s Dol el 5 |
Line Hl—lﬂ ’

Area

Pie/Polar —

Scatter/Dot : D [} ¢‘.la ¢ @

Histogram g i ¢ ¢

High-Low

Boxplot

Dual Axes

[ ] Paste [___gese{__] [_Ca.nce{_][ Help ]

Of course, there are so many different options to choose from it can appear overwhelming.
However, the most common and likely chart type you will need is ‘Bar.” A Bar graph is used for
data collected from distinct groups. Sometimes you might need choose a Line graph is used for
data that change over time. Sometimes, if the data in your IV are continuous, but separated into
groups, you would use a “Histogram’ instead of a Bar graph. This will focus on Bar graphs.
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Creating a Bar graph with One IV and one DV

First, in the bottom half of the Chart Builder, select “‘Bar in the ‘Choose from:” list.

E3 Chart Builder

Variables:

=]

Chart preview uses example data

£ =
&5 Condition_|v4

&5 Condition_|v2
& Like_Cats? [Like..
& Fav_Veggie

&5 Ethnicity

&> Gender

& Education

&5 EnglishFirst

&5 Bornus

& DV_Time1

Crag a Gallery chart here to use it as your
starting point

OR

Click on the Basic Elements tab to build a chart
elerment by element

No categories (scak
varia i)

i [ T 1
Gallery Basic Ele__l_‘na_n_tgﬁ![,{;r ipsiPoint 1D Titles/Footnotes |

it o

¢

Choose fram

Favorites
Bar

Line
Area
Pie/Polar
ScatterDot
Histogram
High-Low
Boxplot
Dual Axes

By ¢ ¢
o|| oo

(o ] === [Reset | (cancel [ Help

When you do, you will see that there are several different options to choose from. Because you
only are interested in displaying data with one IV, you should select the simplest chart option in
the top left of the box. Either double click on it or click it and drag it into the blank box above.

Favorites

Line
Area

——

Bar Style.

PiePolar
catier/Dot

Histogram
High-Low

| B Bar

Boxplot
Dual Axes

(Lo ) easte (msmst] (canenl] (o)

() Ctose) (o]

%3 Chart Builder 12 Element Properties =
Variables: Chart preview uses example data Eiftispeden ot S
£ D = Bart =)
& Condition_IV1 X-is1 (Bart)
&b Condition_Iv2 Y-Axs 1 (Bart)
% I;::_'VZ;I‘;: i | Statistics
& Ethnicity Variable
&) Gender Statistic:
& Education Count =
& EnglishFirst
& Bomus
& DV_Time1
—— "] Display grror bars
|: m; Error Bars Represent -

You will see, too, that a new dialog box,

‘Formatting charts in SPSS section.’

‘Element Properties,” opens up. More on this in the
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Now, you can click on the variables that you want in your graph and drag them into their
respective places. Remember: IVs go on the X-Axis and DVs go on the Y-Axis.

1A Chat Buider

=]
Cart praview uses exampie dafa

Stalisics
Variable: 4 DV_Time1

srsne
|mean

£ ispiay grror bars
Ertor Bars Represent

= e —

Bar Style.
o o |fpte 0w =
LIRS
(Lo ) paste ] osst ) conca] 1ot ] () Gose) Choe)

Click ‘OK” and see your fancy new chart (that’s actually kind of ugly — again, more on that
later).

Mean DV_Time1
i

Condition_IV1

Creating a Bar graph with One IV and one DV

Here, instead of choosing the simplest chart, choose the one with different colored columns.

Each column is a different 1V. Using the steps above (‘Graphs/Chart Builder’ — ‘Choose From’
Bar’), drag the two IV chart into the blank chart area.

3 Chart Builder & Element Properties Bl
Variables: Charl preview uses example dala Egt Properties of

£ = Bart =[]
& Condition_Iv1 X-Ads1 (Bart)

&b Condition_iv2 Y-Aris1 (Bart)

& ? | armuincaier @arn

& . - Statistics

& o Vaniable:

b Genaer | 2 ] Statistic:

& Education 3 e =
& EnglishFirst

& Bornus:

Foimmer U

e e ] Display grror bars:

e o B eaanet

; = [ |

Gallery |

‘ B LS DL fisakoonaies) Element

Choose from: ies..

o (Lopmons. |

Bar = iplie

Line ‘ L

irea

Bar Syl

Fie/Polar Eifale §
ScatterDot LE' ity ¢ & B Bar &
Histogram [] N

High-Low

Borplot

Dual Ates

G G
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Now, drag your variables over (DV on Y-Axis, IV1 on X-Axis, and V2 on “Cluster on X’).

)@i‘ﬁ‘\a Builder @ 3 Element Properties =)
Variables Chart preview uses example data E%“ F.'ropemes of
D = Barl <]
& Condition_Iv1 Y-Axis (Bart)
Candition_IV2 C”“""‘“" vz Y-Axis (Bar)
&b Like Cats_’? [Like Crountalar (Rarty e

Mean
Dv_Timet

4
%

& Fav_Veggie [ Statistic:

& Ethnicity Variable: ¢ DV_Time1

&5 Gender Statistic:

&5 Education [Meaﬂ =
&5 EnglisnFirst

& Bomus Set Parameters. .
@ DV_Time1

Categor\ﬂ Cate ry2 [More: ]

[7] Display error bars
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Again, click ‘OK’ and see your chart.
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Chart Properties and Formatting

When you choose a chart to create the element properties dialog box immediately becomes
available. There are several things that are important in this box.

G Element Properties
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X-Axis1 (Bar1)
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PowerPoint

How do | present information one-sentence-at-a-time on PowerPoint

presentations?
Once you have the information on your slide, highlight your first bullet.

Title

* Point A
* Point B
* Point C

* 5* &4 Animation Pane
« Tricaer

| Bounce Pulse = Effe Add
ptior Animation

Advanced Animation

Next, go to the Animations menu and click on the “Add Animation” button, and select how you
would like the bullet to appear (appear or fade are common ones).

4 "!"'* ™ Animation Pane
\‘_I' r i

| Bounce Pulse = I . .l'-'-.dn:.i
pl Animation ~

Advanced Animation

Additionally, if you click on the “Animation Pane” button, you will be able to manage the order
of animations as well as change which animation is used.

How do | ensure that my PPT slides are readable?
There are several points to keep in mind when designing PPT slides.

e Make sure the font size is Iarge enough. Using a smar font will make it difficult for the

audience to read what you have on the slide. If you are using one of the provided
templates, keep the font sizes that are the default.
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e Make sure there is high contrast between the background of the slide and the text or
images on the slide. If the colors are too close to one another, it can be hard to make out
the text or image. If you are using a provided template, the contrast between the text and
background should already be set.

e Make sure nothing is getting cut off/running off the slide. Sometimes text or images will
look like they are all on the slide, but make sure to double-check by previewing your

presentation to make sure everything is located where is should be.

e Try not to overcrowd your slides with too much information. If there are large blocks of
text on slides, it can make it difficult to read and the audience may pay more attention to
this rather than what you are saying. Try to only put the main points on the slide and you
can elaborate with any extra information verbally.

How do | ensure that my PPT slides are visually interesting/engaging?
Using PPT as part of a presentation, while helping to keep you on track during your presentation,
serves as a way to visually communicate information to your audience, so it is important to take
advantage of this. If you are presenting results, including a graph or table is more engaging than
a sentence stating there was a difference between groups. Additionally, including photos or
other graphics as appropriate can help to further illustrate a point you are trying to make or a
connection between two concepts you are explaining.

How many slides are appropriate for a 10-minute presentation? A 20-

minute presentation?

Slides are a useful tool in presentations, and should highlight points that you will expand upon.
Therefore, for each slide you should be able to talk substantially about the points presented on
the slide (i.e., don’t just read what is written on the slide).

The most common problems are

1) Too much information
2) Too many slides

Less is more. Try to have simple, easily understandable bullet points and engaging visuals. For
10-minute presentations, aim for approximately 7-9 slides (excluding any title/acknowledgement
slides). For 20-minute presentations, 15-18 slides would probably be sufficient. Of course, you
will need to practice a couple of times to see how many slides are appropriate for your
presentation style.

Ultimately the number of slides should depend upon how many are necessary to effectively
communicate the information, but these numbers can serve as a starting point to figuring out how
to break up the material.

How do | make a poster presentation on PPT?

First, you will need to adjust the size of the slide in PPT to match the actual poster size. Go to the
Design menu and click on the “Slide Size” button and select “Custom Slide Size”.
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Variants

O |4

shde Format

Size~ Bjckground
Customize

You are then able to correctly size your poster based upon the requirement guidelines for poster

size.

i -
Slide Size |7 S|
Slides sized for Crientation
widescreen [ ISR ER
Width: " Portrait
13.333 N "@I |__Er'IC|5CEpE
Height:

) = Motes, Handouts & Outline
7.5in =
Number slides from: D ‘@ Fartrait
| - ) landscape
[ QK ] [ Cancel ]
i R ——— R — T T

There are also many templates for making posters available online that can provide a starting

point when trying to format your poster.

Some points to keep in mind:

e Most posters have 3 or 4 columns of information that covers (these can be created by
making text boxes for each of your sections and lining them up).

e Make sure to use large enough font so that the poster can be read 4-5 feet away (typically
no smaller than size 24 fonts for body text -- should be even larger for headings and

titles).

e Including tables and figures can help to make your results more understandable to the

audience.
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Estradiol Exacerbates Anxiety During Acute Methamphetamine Withdrawal in Female Mice

Anthony S. Rauhut, Munin Streitz, Alicia Trappanese, Charlotte Woody and Meredith A. Rauhut, Dickinson College  151.23
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