Instructions for Filling out Excel Spreadsheets 

On Gravestones

ENTERING DATA

1. Choose one cemetery

2. Enter the Name of the Cemetery at the Top of the Page. 

3. Enter the Name of the Deceased (Last Name, First Name)
4. Enter the year the individual died. 
5. Enter the decade the individual died (e.g. 1701-1710) 
6. If the person is an adult (over 18), enter “1” under the adult column and “0” in the children’s column.  There are several ways that you can determine if the person is an adult.  (1) If the person is referred to as mother, father, wife, or husband, (s)he is an adult.  (2) If the birth and death dates are both given, you can calculate the age of the individual, If there is no way of determining the person’s status, leave both columns blank.  If the person is a child (e.g. “infant son of” or under 18), enter “0” for adult and “1” for child.  (Note just because it says that someone is a “son” or “daughter” doesn’t mean that he is under 18, unless it also says “infant.”)

7. Enter the gender.  If is a man (or man’s name) put “1” for male and “0” for female.  If it is a woman’s name put “0” for male and “1” for female.

8. What does the header say? There are three typical options: (1) "Here lies" to (2) "Here lies [buried] the body [corruptible, what was mortal] of" to (3) “in memory of.”  Put a 1 on the appropriate column and a zero in the other two.   If it says, “Here lies buried the body” this is yes (1) for "Here lies [buried] the body [corruptible, what was mortal] of" and no (0) for “here lies.”
9. Iconography.  Are there any images drawn on the stone? If so, give this column a “1,” if not a “0.”  Do the opposite for the “No Iconography” column.

10. What type of Iconography does the stone have on the Lunette? Death’s Head? Cherub? Urn and Willow? Other? 1 for yes, 0 for no.  For horizontal stones I usually consider the corners and top center to be the equivalent of the lunette.  

Tabulating data

1. Determine what variable you want to track.  Do you want to know how the stones change over time?  Do you want to know differences between men and women?  Go to DATA ( SORT.  A menu will pop up.  Under “Sort by” pull down the option you want.  E.g. to sort by year pull down the menu to “sort by” “Year died” Ascending.

2. Total the results.  Put in a blank row to divide between the sections you want to track.  For example, if you are tracking changes over time, put in a break between either every ten or twenty years.  In this blank row write TOTAL (e.g. Total “1701-1710”).

3. When you are done, highlight the part of the column you want to calculate the total for.  Include the blank spot at the bottom of the column where the total will go.  Press the ∑ button on the STANDARD TOOLBAR.  (If this toolbar isn’t displayed go under VIEW ( TOOLBARS ( STANDARD.)  Alternatively you can sum the columns by hand.  This is sometimes easier if you have only a small number of records, but with larger numbers of gravestones is likely to lead to errors.

MAKING CHARTS

1. If you have never made a chart in Excel, I recommend looking at a guide to Excel or doing an online tutorial (e.g. http://peltiertech.com/Excel/ChartsHowTo/ or http://lacuny.cuny.edu/committees/eis/excelchart.htm)
2. Select the data that you want to chart, beginning with the headers.  I would recommend only charting one element at a time:  e.g. iconography or type of header.  
3. Press the chart icon under the FORMATTING toolbar. (If you don’t see a chart icon, go under VIEW ==> TOOLBARS( FORMATTING
4. Click on the type of chart you would like.  Press “Press and Hold to View Sample” to see what your chart will look like.  If your chart is all in one column or too many columns, you may have selected your data incorrectly.   Alternatively it may be confused because you have selected topics that include numbers (such as a date range).  If the X and Y axes are reversed, press NEXT and it will give you an option to flip these.  If you have repeated problems, try deleting the columns that you don’t need (see NewportSample.xls)
