Excel for Grade Management
Part One
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Excel Basics
Every cell in Excel can contain text, a number, or aformula.

Every cdl isuniquely identified by aletter+number combination based on its row and

column (e.g., the top left cell iscell Al)

Entering Text

1. Click onthecell B1
2. Typethe number '1'
3. To accept the entry you have a number of choices:

1 Hit the Enter key - the text has been recorded and your cursor was moved

down one cell

2. Hit the Tab key - the text has been recorded and your cursor was moved

& File Edit View Insert F

across one cell
3. Click thelittle green arrow on the #: w .:? 5';“ =
'Formula Bar' (under the tool bars) - the text - T

has been recorded and your cursor remainsin -~ . |3

that cell = A _Ilﬂ_l
L e %
Selecting Multiple Cells
There are many ways to select multiple cells. Hereisa - pr———
selection: 2] B £ Yew [oet Fomet To
1. Select an entire column (or row) by clicking on & ";I“ S Rl - -
the gray tab that identifies that column. 3
Move the cursor up to the letter B and click. i
=R
2. Select all by clicking on the empty gray box in the —;-
corner between A and 1. %
8|
3. Select acontinuous block by clicking and dragging T
the cursor from the top left cell in the block T r—————

to the bottom right cell inthe block. Note — ®les e& e jew Frmt fom Gats i s
D I-Ji_I:,t o EE N WD

that the cell you started indoesnot turnto |~ .

the same * highlighted' color asthe others — Aok ool
don’t panic! The entire block is selected.

4. Select acontinuous block of columns (or
rows) by combining technique 1 and 3.
Click and drag across the

e ] =
- |:."-|-"" - ﬂII.I"h.-uJIJ
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column identifiers.

5. If the block istoo large to conveniently click and drag across (e.g., if it extends
over more than one page) there is an easy way to select it:
a Click into thetop right-hand cell in the block.

b. Use the mouse to scroll to the last row in the block

C. Hold down the Shift Key on the
keyboard R i )

d. Click into the bottom left cell in the e A— T/
block ;) —

|
6. To select cellsthat are not adjacent: 1

a Select the first cell (block or column or ,:,*
row) ::

b. Hold down the CTRL Key on the keyboard (on Mac, use the
Apple Key)

C. Select the second cell (block or column or row)

Practice what you know: Select Rows 3, 4 and 5. Now select cells B3 through D17.

Fill, Fill Series, and Counting

Fill isafunction that allows you to rapidly copy information from one cell to many
others.

1. Typethenumber 1 incell B1 | ETEEE T
] St Lot M frowt Fred

2. Move the mouse to the bottom right-hand corner of cell B1 — =8 - R
note the cursor changes into asmall black cross. Idu ==

3. Click and drag down afew cells

4. Let up on the mouse button

5. Youshould seeacolumnof 1's
Fill Series. Excel is set up to recognize a number of common series.
For example, days of the week, and months of the year.

LU -c i ey P R g )

3

1 Type the word Monday into cell C1

2. Move the mouse to the lower right-hand of cell C1 to find the small black
Cross.

3. Click and drag across afew cells

4. Let up on the mouse button

5. Excel will also imitate formatting — if you wrote the initial word in all caps,
for example, or if you abbreviated it.
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Counting. You can use Fill to count but you must give Excel two numbersto start with
to establish what units you are counting by.
1 TypeOincell B3

B Ee W See [wer PUES DS DAY e BED

2. Type5incell B4 N @ RE - T Al BT =
3. Highlight (or select) both cell B3and  —=—=—pt —
B4 1 by anpdoy  Wodnaaia Thegdap | Fradoy
2 .
4. Move the cursor to the lower right :I:H
corner of cell B4 until you see the black A
cross B

5. Click and drag down
6. Y ou should be counting by 5's

Practice what you know: Type "Midterm 1" in a cell and fill to create headings for 3
midterms.

Download a Roster

To download aroster, you will need your campus Kerberos ID and password. You may
only download rosters for classes where you are the instructor of record. There are two
ways to download aroster, directly from the Registrar's web site and through
MyUCDavis. Hereisthe procedure for using the Registrar's site.

1 Open aweb browser (Netscape or Explorer)

2 Typeinthe URL: http://registrar.ucdavis.edu/rosters/
3. Y ou will be prompted to login
4

Ple Edb Vess Do Dowmresion Hlp

Select to download your Roster - :
y i ¥ B A e & = 8 0
Bath Rolosdl  Huws Semech  Helwtape Pl Eoily Shob

by Subject/Cour se/Section . =
5. Typeinthe Subject Code o TN
(department code) UCDAVIS
] Office of the Registrar
6. Type in the Cour se Number
(include leading zerosiif the course
number is less than 3 digits)

Request vour Class Roster by Subject/Course/Section

. . Slact Term | 200000 [Winber Coaed) =|
7. Type In the %Ctlon Number Enrer vaba Sebrecr Codle, Cowree Momber, and Secion MNurmber
(001 isthe defal'"t) Shjeci Code sac (3 characiers)
8. Choose the radio button next Coures Muber POL | (180 % characters]
to Comma Delimited (Excel) Seonon Hustber: J001) (3 chararmer)
9. Click Submit
10. Click Save File... Selecr quepm: P 1o Browaer Sabmil
11.  Notewhere you are saving the * osmma Biebasted (Bl
file and what name it is being B Feamimibe b Pl itiona i ol Bae
given.
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To download aroster through MyUCDauvis, follow this procedure instead:
12.  Open aweb browser (Netscape or Explorer)
13.  Typeinthe URL: http://my.ucdavis.edu/
14.  Youwill be prompted to login
15.  Click the Course Management tab
16.  Click on Course Rosters
17.  For "Select output,” choose "Comma delimited (Excel)"
18.  Choosethe course you want to download from the selection box, and click
the "submit" button..

Cleaning up the Roster

Clearing Columns

1 Select the first 3 rows of the roster by clicking on the gray number 1 and
dragging down to the gray number 3. This should just be the course identifying
information.

2. Click Edit>Clear>All

Note that the contents have been cleared, but the rows are till there.
Contrast thiswith ‘delete’:

Deleting Columns

1 Select Row 1 by clicking on the gray number 1
2. Click Edit>Delete
Note that the entire row was deleted and the remaining rows were moved up.

Practice what you know: Column A isacount of studentsin the class, delete it.

Changing Columns

Resize Columns. We can’t see the entire student ID number (now in Column A). We
need to make that column wider. Here are two ways of doing that:

1 Hover the cursor on the gray bar between theletters A prerrer———
and B until a double headed arrow (a push me pull you) E L R LR
._e_.l 2 e

appears. ; i

=

2. Click and drag toward the right to enlarge Column A
Note that Column B does not change size.
OR
1. Hover until you see the same push-me-pull-you and double click.
This automatically adjusts the column to the width of the widest cell in that column.
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Hide Unwanted Columns:
There are some columns (or rows) of information, such as the students' class and mgjor,
that you do not need to have visible.. Let’s hide that information. NOTE that this
information is not deleted and can be unhidden at any time. Anyone who can access this
spreadsheet can unhide them - so don't email this out to students thinking that you have
removed the information.

1 Select columnsE and F

2. Click Format>Column>Hide
To unhide the columns,

1. Highlight the columns on either side of the hidden column (you can tell where

oneis hidden as there will be a'jump’ in the alphabetical |abels of the columns)

2. Click Format>Columns>Unhide
Setting Up Columnsfor Your Grades:
Let’s set up the column titles for the grades you will be entering over the quarter.

1 Click into cell 13 —the first empty cell beyond the student identification

information.

2 TypetheTitle*M dterm 1”

3 In the next cell over (I3) type“M dt er m 2” (or use Fill)

4, In K3 type“Paper”

5 InL3type“Fi nal Exant

6 Lastly,inM3type“Tot al Score”

SAVE YOUR WORK!
The first time that you save thisfile, you will want to change the file type from .CSV
to Excel Worksheet. Usethe‘Save astype menu in the save dialog box.
fepers ____________________________________________NEB
L H I_i"l:mrbq:- :Jl— i E} LE-T:#--
e Dol
Harbracak: Hasghbodhwad

Fuscifresd Facligs
My bl

Srnrinisk b Helie
b5 Sk b e (]
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Create a 4 Digit ID

For posting grades, we need to shorten the ID number so that only the last 4 (or 6) digits
arevisible. Hereisoneway of doing that. We will discuss another way in the section on

Functions.

1 Select Column A
2. Hover the cursor on the gray bar between the letters A and B and adjust the
width of column A to be smaller by clicking and dragging to the left.

> w

of digitsisvisible.

Freeze Panes

Choose to Right Align using the hot button
Fine tune the width until only the desired number

)

I

v

(

(

When you are dealing with alarge class it can be invaluable to keep the titles of the
columns and the names of the studentsvisible at all times. Hereis an easy way:

1 Click into cell 14 —the first empty cell after all of the student identifying

information, the cell where the first student’s score on Midterm 1 will be entered.
2. Click Window>Fr eeze Panes

E\re pit S jowt st Took [t Sk o

a8k <- gz Db " +mor u|FEE WEE o, WAL
| [N ﬂ -

A B [ 1] L= o] 1 ] 13 L ] (1]

1

|

E il il M F el g g P =T Emml lgaan | b efemnd Pajar Fisa Exgn Tk S

B AR = TR (G T T [ b anpei] e b N iaka T 1

3, Bl e Cung Inceg RE pihe e wdu

B | ARSI Tl Flerics Csan RE mardan I"T:I'-’HI' LT

£ T Dby ot Fidwgr] FT sarer Bl o I o e Bk

B B T30 i e Pl RE I T R el R

3. Thin black lines should appear to the top and right of that cell —these indicate
that no matter where you scroll on the worksheet, the contents of these cells will

remain visible.

Formulas and Functions
Formulas and Functions take advantage of Excel’s love of numbers and makes Excel do
some work! Formulas are generally made up by you, using the basic mathematical
function keys (add +; subtract -; multiply *; and divide/). Functions are preprogrammed
into Excel and are numerous. For example, there are functions programmed to calculate
averages, standard deviations, even t-tests.
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Formula Grammar

All formulas and functions start with an equals sign (=). Thisindicatesto Excel that it
will need to do some calculations. What Excel will display in the cell will be the result of
the formularather than the formulaitself.
Formulas and functions generally reference other cells on the worksheet. The general
grammar rules here are:

4. Enclose cell references in parentheses

5. Indicate arange of cells by listing the first and last cell separated by a colon

Simple Formulas

Choose a nice blank cell and type 3+5
Hit the enter key. Nothing exciting happens. Excel just displays what you typed.
Choose another blank cell and type =3+5

Hit enter. Excel got the hint to do some work and displays the answer to your
formula

5. Click on the cell displaying the answer (8) and look up at the formulabar. This
allows Excel to show you both

A wbdpE

. 1 E = | =%+5
the answer (in the cell) and 5
the formula used (in the formula bar) o [
e i ' ' e

+ - * |/ Keyboard

The key strokes for equals (=) and plus (+) are pretty simple, they are located on one key
on the top right of the key board, just to the left of the backspace (or delete) key. The
minus (-) key isone to the left of that and does not require the shift key, next to the
number 0. For multiplying, use the asterisk (*) above the number 8. For divide (/) use
the dlash under the ? key, next to the key for the period.

Alternatively, all the keys you need are also clustered around the 'extra number pad on
the right hand side of standard keyboards.

= / *

equals divide multiply
7 8 9 -

subtract
4 5 6 +
add
1 2 3
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Practice what you know: Type aformulathat calculates how much you would be owed if
you were paid $60 an hour for the office hours you hold in a week.

Order of Operations

Before we tell Excel what we want to compute, let’s quickly refresh some math skills! In
any eguation, thereis an order in which the operations are carried out:

Parentheses

Exponents

Multiplication

Division

Addition

Subtraction
Here's an example: 3+4*5=7
First we must do the multiplication 3+20="7
Then we do the addition 3+20=23
If we did the addition first: 3+4*5=7
We would get 7*5=7
And then 7*5=35

Clearly, there cannot be two correct answers to any equation. The second attempt here
would be correct if we added some parentheses:
(3+4)*5="7

Practice what you know: Typein the formula=3+4*5 and seeif we got it right. Now
add the parentheses (above the 9 and 0 keys).

Decimals

The second skill | want to refresh is the use of decimals; particularly the use of decimals
asamultiplier. For most grade books, we want to calculate afinal score to which each
assignment contributes some percent. The easiest way to do that isto multiply each of
the assignment scores by the decimal equivalent and add them all together. Thisonly
worksiif al the assignments are reported on the same scale or out of the same point value.
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Compute Final Score:
This class has 3 exams and a paper. | want the first two exams to be worth 20% of the
final grade, the paper to be worth 35% of the final grade and final exam to be worth 25%
of thetotal grade. Aslong as those percents add up to 100 and all the assignments are
graded on a 100-point scale, we can calculate any combination.

1.

w

5.
6.

7

Click into the cell that will hold the total scorefor thefirst student (M4). Be
sure that you are scrolled all the way to the top of the list of students by checking
your row numbers.

Type an equals sign ‘=’

Type an open parenthesis “ ( *

Using the mouse, click into the cell that will hold this student’s scor e on the first
exam (14)

Type amultiply sign ‘*’

Type the decimal value of thisassignment ‘0. 2’

Type aclose parenthesis ‘) ’

We have thefirst term completed! Now let’sadd in Midterm 2.
8. Typeaplussign‘+’
9. Type an open parenthesis‘( *
10. Using the mouse, click into the cell that will hold this student’s scor e on the

second exam (J4).

11. Type amultiply sign ‘*’
12. Type the decimal value of this assignment ‘0. 2’
13. Type aclose parenthesis ‘) ’
Getting the hang of it?
14. Typeaplussign ‘+’
15. Type an open parenthesis “ ( *
16. Using the mouse, click into the cell that will hold this student’s scor e on the

paper (K4).

17. Type amultiply sign ‘*’
18. Type the decimal value of this assignment ‘0. 35’
19. Type aclose parenthesis ‘) ’

Practice what you know: Finish up the term for the final exam on your own
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Check your formulawith the one below. Note that the formula shows up in two places —
in the cell you arefilling and in the ‘ FormulaBar’. Assoon as you type ‘enter’ and
accept the formula, it will be replaced in the cell by the result of the formula. The
Formula Bar, however, will always display the original formula.

B | ed Bl B Fawl e e Plaids S L L Eivated B lieawe 1 W 3 Fagri
FFETE. ) =3 o] ipe] s o gl
ST ALTERT Bui Viglg  Tnong  FE FLLr e e
L RAF " 5 F =5

el uaskier deas ok

Yes, | know that we don’t strictly need parenthesisin that formula. But | think it makes it
easier to interpret!

Use Fill to fill the formulafor the rest of the studentsin the class.
DON'T TYPE OUT THISFORMULA FOR EVERY STUDENT!!!! Here's how:
1. Click inthe cell where you have created thisformula (M 4)
2. Hover the mouse on the lower right corner until you see the small black cross
3. Click and drag down through the rows of all your students.
If you have alarge class, it can be hard to click and drag that far — here’' s an alternative:
1. Click inthe cell where you have created this formula (M 4)
2. Scroll down to the end of your roster
3. Hold down the Shift Key
4. Click in the cell which correspondsto where the last student’s Total Score
should be. All the cellsin that column should be highlighted.
5. Click Edit>Fill>Down
Check out your formula by typing in some scores for the students. See how the results
automatically update as you enter the data. 1f you change a score, that change will
immediately be reflected in the Total Score column.
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Using Functions — Mean, SD, Min, Max, etc

Functions are formulas that Excel already knows. To take alook at some of the
functions, let’s click into a nice empty cell and click Insert>Fuction...

Hereisthe dialog box that appears. Think of the left hand column as books and the right

hand column as pages in those books.
For example, if we click on Statistical

Fabe Fure hsn

. FUn DN Calsarys FLN TN [ame:
in the left hand column, all the vogpecaripued  Sallcoun= |
statistical functionsthat areavailable [ . AOCHLE
appear in the right hand column. Click  [rai s i
cancel aswe were just looking! i R ikl
Dk alces B
A
It rmabian ;I _'l

truwm:r

=]

rirher of cels within a range that meeet the ghven cond bon,

L | I

=

AVEDEW(iumbaee § iunnbier?, )

b Ha aworadge of the abreol o deviatone of datapoinks from thet
TR, L QURESRES SN B rumbiers ar nanes oy e erencss Hhat
cordmn numban,

e

oK Cﬂ'ﬂeli

Let’ s use some of these functions;

Average (Mean): We could typein the formulafor creating an average of scores, but

let’ s take advantage of the fact that Excel already knows how to calculate one.

1. Click into the cell that isin the same column as Midterm 1 scores, and isa
couple of rows below the last student’sdata. In thisexample, Mindg
| will use 128 ®|QrJ3
2. Click Insert>Function or the function hot button
3. Click ontheword Statistical in the left hand column
4. Click on the word Average in the right hand
column ] -
5. Click OK. Another dialog box appears. el L
6. Excel now needsto know what numbers you  Frisds sees it - i, i s

wish to average.
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7. Click and drag from thefirst student’s midterm scoreto the last student’s

score.
8. Thisrange of cellswill appear in the dialog
box in the following format: ‘15:127° o i p? B PESTTERSY
9. Click OK. i 2 reudl
10. Aslong as you have entered some datain ﬁ':‘ﬂ%ﬁiﬁﬂ’%‘”::“hﬂ;:‘“:;:;
this column, the average will be calculated. @ i e

If thereis no data, Excel will display an
error message “!DIV 0" this means that you are attempting to divide by zero.

Using Letter Grades

If you choose to enter letter grades for assignments, then you will be limiting what Excel
can do for you. Excel will not be able to average or add letter grades together unless you
first convert them to numbers. Y ou can certainly have Excel convert them for you (an A
= 100, A- = 94, etc) but then, you may as well enter them as numbersin the first place.

Create a 4 Digit ID

Hereisamore ‘professional’ way of creating a4 digit ID.

1. Create an empty column between Columns A and B by selecting Column B,
clicking Insert>Columns.

2. Click into the cell in the ‘new’ Column B that is in the same row as the column
titles (1D, Last Name, etc) —cell B3

3. Typeatitlefor thiscolumn—-“St udent | D’

4. Click into the cell in Column B that isin the
same row asthefirst student’s data (Cell B4)

5. Insert>Function

6. Choosethe‘Text’ category and the function

‘Right’
7. Click OK
8. If you need to move the dialog box, you can e
BT [ righiresad] chow ecbi o0 chawraciaat i 6 sk oving
click and drag anywhere on the gray area
(there is no grab bar) o [ oo

9. Thedialog box needs two pieces of information. First, which piece of ‘text’ are
we going to be shortening — Click on cell A5 which holds the first student’s ID
number.
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10. Second, click into the second row of information requested (Num_Chars) and
indicate how many characters (digits) you want to retain. Inthis case we are
going to type the number ‘4’.

Thiswill giveusthe4 characters | ™" [
from the right of the datain cell P shars 4 Y|
A5 MlthLunﬂmrﬂldw-brndHMnlhdcﬁ;:w
11 C||Ck OK Polupts ol S0l Fcp Wty Chiswines 5 i wemnd 00 et § F oaniedd
12. Use Fill to apply this function to ] [ — ok ] conod

the other studentsin the class.

Worksheets

A single workbook (Excel document) consists of one or more 'sheets or pages. Excel
allows you to have multiple sheets without creating a whole new Excel document. It easy
to link information from one sheet to another within a single ‘workbook.' Y ou might find
it useful to use more than sheet for each class. For example, you might enter all the
homework assignments on one sheet and then want just the average score of those
assignments transferred to your 'final score
sheet. Y ou might use extra sheets for graphs
or charts of the students performance. Or, if
you have multiple sections of asingle class,
you may want to put each section on its own
sheet within a single workbook.

|

4| 4] » [ b} Sheet1 /Eheets 7 Eheets 7

Multiple sheets are especially useful if you need to calculate grades from alarge number
of assignments. Y ou can preserve the full class roster on one page while having the other
sheets reference the student names from it. Thisway you can make sure the names are
correct without having to type them at al! Make a separate sheet for each type of grade -
such as quizzes, homework, and so on - and ask Excel to repeat your students names on
each sheet. You can easily print out just the section you want by printing that sheet
without having to set and reset the print area.
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Inserting and Moving Sheets

1
2.
3.

4.

Goto Insert pull down menu and choose W or ksheet

A new worksheet will be inserted and will be called Sheet "X’

In the tabs at the bottom of the page, you will seethat it isto the left of
whichever sheet you were on

To jump between sheets, click on the tabs.

To move that sheset,

5.

Click and drag on the tab at the bottom of the page. Y our cursor will have a
little icon that looks like a page and a small black triangle will indicate the
new location.

Using Multiple Sheets

Example 1. A grade based on multiple drafts.
On our roster, we have a column for agrade on a paper. Let's assume that the gradeis
actually based on a number of drafts.

1

o

o

10.

11.

If there are not 3 tabs at the bottom left-hand corner of your sheet, it is
because this file was saved as a simpler version of Excel when you
downloaded it from the Registrar.

Click to go to either the new sheet you added or to Sheet 2.

Note that all your data seemsto have vanished. Relax, itisstill there - either
on Sheet 1 or on the one with the funny name that looks remarkably like the
file name from the roster download!

Go to the cell on the new sheet where you will begin the student namellist.
Type the equals sign (=)

Jump back to the original sheet that already has the student names by
clicking on the appropriate tab.

Click on the cell containing the first student's name

Pressthereturn (or enter) key

Y ou should automatically be returned to your new page, where the name you
chose appearsin the cell. In the formulabar, you will see something like "
='Officia roster''C4" Thisisareferenceto cell C4 on the sheet entitled
"Officia roster."

Now use the fill procedure to copy the formulainto other cells to get the full
namelist. Do this by hovering the cursor over the bottom right-hand corner of
the cell until you see the black cross, then clicking and dragging down.

If the class list changes, you can replace the roster on the "Official roster”
sheet and all the other sheets will update automatically.
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The caveat hereisthat you don't want to begin entering grades until the classroster is
finalized, otherwise, you will have the wrong grades associated with the names.

Let's pretend that we are very generous and are going to give students the opportunity to
write 2 drafts of this paper, and that their grade is an average of those scores.

A [ 1] | C 1]

12. Type a heading for each column of
!
2

rewrites and one for the average
13. In the column for the average, enter T Se— —
aformulato add together thetwo o™
scores and divide by two
:( B4+C4) /2
14. Fill the formula down for al your students
15. Enter some data to make sure the formulais correct.

Now we need to reference these cells in the main grade sheet

16. Click on thetab at the bottom to return to the main roster

17. Select the cell for the first student's paper grade

18. Type the equals (=) sign

19. Click tojump back to your paper rewrite sheet

20. Click on thefirst student's computed scor e on the paper

21. Your formulawill look s.or.nethlng likethis. _Shest2IDd
Accept the formula by hitting the enter key.

22. Fill down this reference to the other sheet for al the other students.

Example 2: Converting to Per centages.

If you have assignments with different total possible points, you first want to standardize
them all to apercent scale. To do this, you will divide each student's score by the total
possible pointsfor that assignment. Multiplying that number by 100 will then give you
the score on a 100-point scale. That is, instead of reporting that a student earned 13
points out of apossible 20, you would report that the student earned 65%.

1

o o

Click to go to Sheet 3 - if there is not already a Sheet 3, add a new sheet.

2. Go tothe cell on the new sheet where you will begin the student namelist.
3.
4. Jump back to the original sheet that already has the student names by clicking on

Type the equals sign (=)

the appropriate tab.
Click on the cell containing thefirst student's name
Pressthereturn (or enter) key
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7. You should automatically be returned to your new sheet, where the name you
chose appearsin the cell. In the formulabar, you will see something like
"='Official roster''C4" Thisisareferenceto cell C4 on the sheet entitled "Official
roster."

8. Now use thefill procedure to copy the formulainto other cells to get the full name
list. Do thisby hovering the cursor over the bottom right-hand corner of the cell
until you see the black cross, then clicking and dragging down.

9. Label Column B asthe Midterm1 Raw Score and Column C as Calculation and
Column D as Per centage

10. Enter some grades on a scale of 1 to 20 in Column B

Type the formulato calculate the ratio of raw score to total possible pointsin Column C:
11. Click into the cell adjacent to the first student's raw score
12. Typethe equals (=) sign
13. Click on the cell containing that student'sraw score (in this case, B2)
14. Type thedivide (/)sign
15. Type the total number of points. In thiscase, 20.
16. Hit the Enter or Return key.
17. Fill down thisformulafor all the other students.
Now multiply that by 100
18. In the Column for the Per centage (Cell D2)
19. Type the equals (=) sign
20. Click on the cell containing that student's calculated score (in this case, C2)
21. Typethe Multiply (*) sign
22. Type the number 100
23. Hit the Enter or Return key
24. Fill down thisformulafor all the other students.
Now we need to reference these cells in the main grade sheet
23. Click on thetab at the bottom to return to the main roster
24. Select the cell for the first student's Midterm 1 grade
25. Typethe equals (=) sign
26. Click to jump back to your calculation sheet
27. Click on thefirst student's per cent score (D2)
28. Accept the formula by hitting the enter key.
29. Fill down this reference to the other sheet for all the other students.
Of course, we could have done the calculation in one step [=(B2/20)* 100] but it doesn’t'
hurt to break up multiple calculations and can make it easier to understand.
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Renaming Sheets

Y ou have probably already forgotten which sheet is which as the names Sheet 1, 2, and 3
hold little descriptive value. Y ou can rename the sheets to reflect the information they
contain.

25. Double click on the tab that holds the sheet name for your main roster

26. The name should become highlighted and your cursor turn into an | beam

27. Type asuitable name, for instance’ Rost er' or'Mai n Gr ades’

28. Hit the enter key, or click anywhere else to accept your change

Practice what you know: Change the name of the other sheets you are working with to
'Paper Drafts and 'Midterm 1'

Sorting Data

Be careful when you are sorting data. It isvery
possible to sort one column of data separately from
the other columns. That meansthat it is possible to
sort the names separately from the ID numbers, or
the ID numbers separately from the grades.
1. Select ALL thecellsof data.
2. Click Data>sort
3. Inthe‘Sort by’ cell select the column that & Ascending
you wish to sort by. (For examplethe ID " Descending
number, Last Name, or Final Score) il
4. Excel allowsyou to sort by up to three
columns. For example, you may wish to o ITI e
sort the data by section and then by last
name.
5. Click OK.

HE|

%+ fscending

" Descending

* Ascending
" Descending

" Header row % o header row

Printing

Set Print Area

To print out a portion of aworksheet (e.g., certain columns) you can set a print area.
1. Highlight the information you want to print.
2. Click File> Print Area
3. Choose Set Print Area
4. Use print preview to verify what will print.
To remove the print area:
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5. Click File> Print Area. Choose Cl

Printing Header Rows and Columns

ear Print Area

If your class has more students than fit on a single printed page, you will want to print out

the column headers on each subsequent

Pagi satip

page. Also, if you have more assignments
than fit on one printed page, you will want
to print student identifying information on<
each page.

1. Click File>Page Setup

2. Choosethe last tab - Sheet

3. Click into thefield labeled

Rowsto repeat at thetop:

Pr il

Prist Hflen

Forara o ra ik i e |i| 5] ﬁi

Colimws i peaiatiens. [ R

Friad
0 o [0 e il i g
[DEkkam <8 [onrewty | Thral ]|
CIorrHpsdity

[Z T T

W Do, Then v e i
b Dear-_ L deswn ': H =

4. Onyour Excel page, click the

TG RO

gray box that identifies all the

cellsinrow 3 - the row with your assignment titles.
5. Onthe dialogue box, click into the field labeled Columnsto repeat at left:
6. Onyour Excel page, click the gray box that identifies al the cellsin column

A - the row with your ID numbers.

Practice what you know: Click back into the 'Columns to repeat’ field and select the
student ID and name to be repeated. Do this by clicking and dragging along the little

gray boxes that identify the columns.

Error Messages You May See
#Value!

Generally this means that you are trying to do number thingsto text (like adding or
subtracting). Make sure that al your cells referenced only have numbersin them

#DivO!
Y ou are trying to divide by zero.

HiHHH

Not really an error message - just saying that you don't have space to display the whole

number in that cell - resize your column

#Ref!

Y ou have deleted one of the cells that this formula depended on.
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