
GENERAL INFORMATION

This sheet is designed to be an aid to you as you are using Minitab 15. You may also use the on-line help offered in this package by clicking on the word Help that is displayed on the menu bar at the top of the screen. If you have any additional questions or require further information, it is available in the IT Help Desk (FH149) in Fulton Hall, (410) 677-5454.
ABOUT MINITAB

This handout covers basic points about Minitab. Minitab provides a wide range of basic and advanced data analysis capabilities. To begin the package, you must double click on the Netware Application Launcher icon.  Then, double click on the Minitab 15 icon. 
SAVING A FILE
There are two places where you may save your data and worksheets: to a disk (A: drive) or to your personal account (P: drive). You can save the worksheet in many different file formats such as Minitab saved worksheets, Minitab portable worksheets, Excel, Quattro Pro, Lotus, Symphony, dBase, and text files. To save the document for the first time, go to the File menu. From there, choose Save Current Worksheet As. To save the worksheet to the correct drive, click on the down arrow next to the Save in: dialog box on the top of the Save Worksheet As menu. Scroll up or down the menu using the scroll arrows.   Click on the drive you want to save the file to and type the file name in the File name: dialog box at the bottom of this menu. Then, click Save. Once you have your document saved for the first time, you can click on Save Current Worksheet from the File menu to save an updated copy over the original.  To save your analysis, including graphs and output in the Session window, choose Save Session Window As from the File menu.  Choose where you wish to save it to and then give the file a name.  Click Save.

OPENING A FILE
To open a file, click on Open Worksheet under the File menu.  The saved file will either be located on a disk (A: drive) or on your personal account (P: drive).  To change the drive, click on the down arrow next to the Look in: dialog box at the top of the Open Worksheet menu.  Scroll up or down the menu using the scroll arrows.  Click on the drive you want to select.  A list of files in this drive should appear.  Click on the one you wish to open and then click Open.
	Save File As:
	
	Save File As:
	

	MTW files
	Minitab saved worksheet files.  They contain all the worksheet information, including columns, stored constants, matrices, variable names, and Data window settings.
	Minitab 10 file

Minitab 11 file
	Save your worksheet as a Minitab 10 file if you want someone who has Minitab Release 10 or earlier to be able to open the file. Caution: Use a different file name when you save your worksheet as a Minitab 10 file so you do not overwrite your Release 11 worksheet file and therefore lose important information.

	MTP files
	Minitab portable worksheet files.  MTP files are saved when you want to export the data to Minitab running on a different type of computer (such as a mainframe) than the one on which you created the worksheet.
	Non-Minitab format (Microsoft Excel, Lotus or a text file)
	If you save your worksheet in a non-Minitab format, such as a Microsoft Excel, Lotus, or text file, Minitab will save columns and (optionally) column names. It will not save stored constants, matrices, or worksheet comments. If you want to save data stored as constants and matrices as well, you must copy this data to columns first. 


PRINTING A FILE
To print your worksheet in Minitab, first choose Print Setup from the File menu. Click on the down arrow next to Name: dialog box.  Highlight the printer you wish to send to and click OK. Choose Print Window from the File menu to print the contents of the Session, Data, Info, Graph, or History window.  Minitab gives you different printing options depending on which window is active and on whether or not you have highlighted a section of a window.  For example, after you have chosen Print Worksheet from the File menu, the Data Window Print Options dialog box will appear on the screen.  Select the options you want and click OK. In the Print dialog box, click OK. To print a selected block of cells, first select the cells you want, and then print as above.
RESTARTING AND QUITTING MINITAB
To start a new session of Minitab, choose New from the File menu. New opens a new.  To exit Minitab, choose Exit from the File menu. Minitab will prompt you to save your work before closing.
HELP
When you are not sure how to do something in Minitab, use the online Help function. To start Help:

· Choose Search for Help On from the Help menu and type in the item you are looking for help on

· Press the F1 key, or

· Click the question mark on the toolbar.

The Help file may appear differently, depending on which operating system you are using.  

SORTING DATA

To sort one or more columns of data; choose Sort from the Data menu.  In the Sort column(s): dialog box, type in the number of the column(s) such as, C1, C2...etc., or the name of the column(s), such as Sales, Agency...etc.  To store the sorted data in these columns, type the number of column(s) or the name of the column(s) in the Store sorted column(s) in: dialog box.  From the Sort by column: dialog box, select between one and four columns to use as sorting criteria. Check Descending if you want to sort from highest to lowest otherwise it will sort in Ascending order.  Click OK when you are finished. 

RANKING DATA
To rank one or more columns of data, choose Rank from the Data menu. This function assigns rank scores to values in a column: 1 to the smallest value in the column, 2 to the next smallest, and so on. Ties are assigned the average rank for that value. Missing values are left as missing. In the Rank data in: dialog box, type in the column that contains data you want to calculate ranks for.  In the Store ranks in: dialog box, type in the column where the ranks are to be stored and click OK.

DELETING, CLEARING, AND INSERTING
· To delete one or more cells, rows, or columns (and move following cells to fill the gap), select the cells, rows, or columns, then choose Delete Cells from the Edit menu or press the Delete key. 

· To clear one or more cells, rows, or columns (erasing their contents without moving other cells), select the cells, rows, or columns and choose Edit, Clear Cells or press the Backspace key. 

· To insert one or more cells or rows (above), or columns (to the left), select the cells, rows, or columns, in the Editor menu and choose Insert Rows, or Insert Columns. 

· To insert cells from the Clipboard (existing cells that follow the active cell move down in the worksheet), choose Edit, then Paste/Insert Cells, or press Ctrl + V.

CHANGING COLUMN DISPLAY

To change the width of one or more columns, move the pointer to the right edge of a column header until you see a double-sided arrow.  Drag the border until the column is the desired width.   To change the width of all columns, choose Editor ( Column ( Width. To hide or display empty, unnamed columns before the last used column, choose Editor, then Compress Display, or press Ctrl + K.  To turn automatic widening on or off, choose Format Column from the Editor menu or click the Fixed Width option button and choose OK. 

ENABLING AND DISABLING COMMAND LANGUAGE
To hide commands generated by dialog boxes and the Command Line Editor, and suppress the MTB> prompt in the Session window; choose Disable Command Editor from the Language menu. To show subsequent commands, and activate the MTB> prompt in the Session window; choose Editor, Enable Command Language. 

GRAPH EDITING
To enter the edit mode, double-click on a Graph window or choose Editor, Show Tool Palette from any active Graph window.  Show Tool Palette contains eight tools: the selection tool, the rectangle/square tool, the line tool, the polyline tool, the text tool, the ellipse/circle tool, the marker tool, and the polygon tool.

	Tool
	Function
	
	

	Selection tool
	Used to select a graph object.  Click this button with the arrow on it, then click the object on the graph
	Text tool
	Used to add text.  Click this button, then use the mouse to drag an area for the text.  Type the text in the dialog box, and then click OK.

	Rectangle / square tool
	Used to draw rectangles.  Click this button, then click and drag to create the desired shape.  To create a square, hold the Shift key down, and then drag the mouse to create the proper size.
	Ellipse / circle tool
	Used to draw ellipses. Select this option and drag the mouse to the desired size.  To create a circle, hold the Shift key down, and then drag to the desired size.

	Line tool 
	Used to draw lines.  Select this option, and then drag the mouse to create the length and location of the line.
	Marker tool
	Used to draw markers/symbols.  Select this option, and then click where you want the marker.

	Polyline tool
	Used to draw a series of connected lines (a polyline).  Select this option.  Click the mouse once to start the shape.  Every time the mouse is clicked a line will end and a new segment will be created.  Select another tool or press the Enter key to end the line.
	Polygon tool
	Used to draw fillable polygons.  Select this function, and then click at each vertex point. To end the polygon, you can click the first vertex point, press the Enter key, or select another tool.
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