 (
DOWNLOADING AND FILLING IN LAB REPORT SHEETS
)

These are instructions for downloading and completing Laboratory Data Sheets and Report Sheets for Chemistry 1151.
1. Connect to the internet and navigate to the Clayton State Home Page.
1. Click on “Offices and Departments”
1. Click on “College of Arts and Sciences” and/or sub category of “Natural Sciences”
1. Click on “Chemistry”
1. Click on Chemistry 1151L. (You may wish to Bookmark this page to make it easier to return here the next time you want to download a report. To do this, click on the Favorites Folder at the top of the Internet Explorer window and click Add to Favorites.)
1. Click on the Data Sheet/Report Sheet you want to complete i.e. Measurement. You may either fill out the data sheet or report sheet on line OR download it to fill in and print later.  To download the report sheet, click the Office Button and select “Save As.”
1. In the Save in box, navigate to the C drive (C:) 
1. Double click on the My Documents Folder (or any folder designation of your choosing)  so it appears in the Save in box.
1. In the File name box at the bottom, type a name for the report such as Measurement or some name which will allow you to access it at a later time.
1.  (
COMPLETING AND PRINTING YOUR LAB REPORT
)Click the Save button and it will be saved as a Word document on the C drive of your computer in the My Documents Folder.
1. You can now close Internet Explorer and begin work on your Lab Report.

The following are instructions for completing and printing your lab report for submission. The data and report sheet usually consist of Tables.  You may type your data and responses in the appropriate position in the table and reformate as necessary.
1. Open Microsoft Word.
1. Click on the Open Document icon.
1. Double click on the file, i.e. Caffeine or whatever name you saved it under.
1. The file will open and you will see the DATA SHEET (or REPORT SHEET) in the document window.
1. Fill in the Tables and/or blank spaces with data and responses to questions.  When you have completed the sheet, Click file and save your completed sheet under a new name.
1. Print your sheet(s).
