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Overview

Excel is a Spreadsheet program that

allows the user to create many types of
spreadsheets for all occasions. This module
will give an overview of how to setup and
manipulate a gradebook.

Opening Excel

1. From the Taskbar click Start>All
Programs>Microsoft Office>Microsoft Office
Excel 2003.

2. A blank worksheet appears.
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Inputting Column Headings

You use the first row of the spreadsheet
to add your column headings for your
gradebook.

With Excel Open, use the steps below to add column
headings to your gradebook:
1. Incell Al Type in LastName.

2. Incell B1 type in FirstName.
3. Incells C1 type in Student ID.
4

In cells D1-K1 type in the assignments as
above.

5. Incell L1 type in TOTAL.

A | B | € |DJEJF ]G |H|IJJIK] L
1 |Last Mame First Mame Student ID HC 1 HW2 CWel CW2 @1 G2 T1 T2 TOTAL

Adjusting Column Widths

Within Excel a lot of the time you will need
to adjust the column widths due to needing
more space in the cell to display the full
contents. (Example: In the Last Name
column you can not see all of the text, once
you adjust the width you will be able to see
all of the text).

Using the mouse, place the pointer directly
between the column letters A and B. The
pointer changes to a line with arrows. Hold
down the left mouse button and drag the
pointer to the desired width and let go. Do
this for the rest of the columns.
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A, B C B F G H I J 54 L
1 |LastMame |First Name Student ID |HW 1T HWZ oW1 CW2 |01 Q2 [T T2 [ TOTAL
2 on  Sarah 123566 85 75 B5 99 g8 Y0 83 EiEII Jl
3 Glenna 125654 100 g5 k=] /8 99 B 73 88
4 Agosto feleste 154865 g3 k=] 55 O 100 75 83 94

Totaling Points

In rows 2-4 input the information needed.
Example: Last and First name of the Student,
Student ID, and grades in columns A-K.

Click in cell L2. Then from the Menu Bar click
on Insert->Function.

Click in the Search for Function box. Type
in a description of what needs to be done.
(Example: Sum).

Click Go. A list of sum functions appears in the
Select a function box.

Click on Sum->0OK.

The Function Arguments dialog box appears.
Click the box to the right of the Number 1
window.

Insert | Format  Tools [
Zells...
Rows
Colurnns
Worksheet
[ﬂ, Chart, ..
Symbal. ..
Page BEreak
 Foe Functian... e
Lz Fige il Jﬂ
Search for a Function;
Sum Go
t@gategnry: Recommended ﬂ
Select 3 Tunction:
SUETOTAL :
SUMIF
SUME2PY2
DEYS)
IF
SUMRZMYZ ﬂ

SUM{numberl,numberz,...)
Adds all the numbers in a range of cells,

e QK | Cancel |

Help on this Function

2 ¥]
51
Number1 [EEI = 575,659

Mumberz | E =

FUpetiu Areii=yis

= 124236
Adds all the numbers in a range of cells,

Mumber1: number1,numberZ, ... are 1 ko 30 numbers ko sum. Logical values and text
are ignored in cells, included if byped as arguments.

Formula result = 124236

K | Cancel

Help on this function
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10.

On the spreadsheet, click on the first cell that
has a grade number in it (Example: D2). Hold
down the left mouse button and drag it across to
the last cell that has a number in it. (Example:
K2). This inputs the range of cells to be used
in the formula.

Click on the box to the right again. This goes
back to the Function Arguments dialog box
again. Click OK.

The points are placed in the box where the
function was inputted.

Using the mouse, click on the Fill handle (the
little black square on the right hand corner of
the cell where the formula was placed) and
while holding down the left mouse button drag
it down to the last student’s row to copy the
formula down. The points are automatically
added.

=SUM(DZ2:K2)
C D E FI1G6 H]I]J]K L M N
Student 1D HW1_HW2_Cwi_CW2 Q102 T T2 TOTAL AVERAGE
123666, D5 7A__ BA[Bb] B 7084  o0iD2K2) |
125654 100] B4 75 78] 99 b5 78 66

154865 aa 78 a5 96 100 75 83 94 e

I Fune o Argnm= e Jﬁ
[pz:kz =
FUneEtiog Argiiagies Jﬂ

SLM
Mumber1 [Dz:kz
Mumberz |

] = {95,75,65,99,58, 70,
=

=670

Adds all the numbers in a range of cells.

Mumber1: numberl,numberz, ... are 1 to 30 numbers to sum. Logical walues and bext
are ignored in cells, included if byped as arguments.

Q OF; | Cancel |

Formula result = 670

Help on this Function




Hillsborough Community College - Professional Development Services

A | B | © D

G |H| T [J[K] L

1 |Last Mame First Mame Student ID HC 1 HWS W CWE O Q22 T1 T2 TOTAL

Using Percentages in grading
Scenario:

The professor’s grading scheme is as fol-
lows:

Homework:15%
Classwork: 10%
Quizzes: 25%
Tests: 50%
TOTAL: 100%

1. The set up of the spread sheet would be the
same. (Example: Add the Column headings:
Last Name, First Name, Student ID,
assignments, and Total).

Breaking down the formula:

===

Always follow the the order of operations for
mathmatical equations. Addition, Subtaction,
Multiplication, and Division.

2. In this part of the formula D2+E2 represent the
HW1&2 assignments, and they are divided by
2 (which is the number of assignments), then
multiplied by 15% or .15. This will give a
number that will be left in the parenthesis and
later be used to complete the formula.

3. Inthis part of the formula the + sign represents
that the number from the previous equation is
going to be added to this equation. The G2+H2
represents the CW1&2 assignments, and they
are divided by 2, and then multiplied by 10% or
.1. This will then give the second number to the
final equation.

10

OE (22215

@) ir2+c22m.)




Microsoft PowerPoint 2003 - Module |

=(((D2+E22 0. 15)H((F 24+G2)210. 1) +{((H2+2)/2)170.25)+(([J2 +K 202105

C D E F (5 H | J < L
Student 1D HYY 1 HW2 OV O 1 L2 TT T2 TOTAL

123566]  95] 78]  Be]  09] 85| 70 Sg]  o0)=((D2+E2
85 75

125054 100 /8 94 By 78 aa
1545865 s fils 55 S5 100 75 &g S4

4. In this part of the formula the + sign represents
that the number from the previous equation

is going to be added to this equation. The a H[(HE+HD22. 28]

H2+12 represent the Q1&2 Quizes, and they
are divided by 2, then multiplied by 25% or .25.
This will then give the third number to the final
equation.

5. In this part of the formula the + sign represents
that the number from the previous equation e

([ J2+<2)72) 5

IS going to be added to this equation. The
J2+K2 represents the T 1&2 Tests, and they are
divided by 2, and then multi plied by 50% or
.5. This will then give the fourth number to the
final equation. This will complete the formula
above.

If there were more assignments to be added then
depending on what section it was in, add the
appropriate assignments and then add them into
the equation by adding a + sign after the last
cell number and then adding the cell letter and
number, then change the divided by number in
that section to complete the formula.

11
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YLOOK P v X oJ B =sUMDEHD-SMALLIDZ: HE 1-SMALLIDE: HZ 2)
A, B I D E F 5 H I
1 |LastMame First Name Stodent D T1 T2 T3 T4 T5 TOTAL

2 Hobinson  Sarah 123555| 543 b 85 55 EE=I=SLJM|:DE:

Dropping the lowest 2 test
scores

In this example the professor drops the
lowest 2 test scores. To do this each section
that will have lowest scores dropped will

need a total section. 0|=SUM|:DEZ HZ

1. Inthe first part of the formula, =SUM(D2:
H2) means that D2 is the beginning of the test

scores, and H2 is the end of the test scores to be
@SMﬂxLL(DE: K

totaled.

2. The - sign means that we are going to subtract
the smallest number out of D2:H2, and the

number 1 is for the first lowest score.
eSMALL[DE: 22

3. The - sign again means that we are going to
subtract the next lowest number from D2:
H2, where the 2 represents the second lowest
number.

12
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Assigning a Letter Grade

1. With the grade book open, select a block of
cells that are 5 rows by 2 columns by clicking
on the first cell and holding the mouse button
down until all cells are highlighted.

2. With the cells highlighted, from the Menu Bar
click on Format->Cells.

3. Click the Border tab->Outline icon-> OK.

[+ [l
Format | Tools Data Window
Cells. .. Chrl+1
Ry k
Calumn 3
Sheet 3
autoFarmat. ..

Conditional Formatting. ..

Skwle...

Funiai Calls J ;3
Mumber | Alignment ] Font Border l Patterns ] Protection l
Presets Line

progeo: . reapees Shyle:
ﬂ el et Mong ===—-=-
Mane outline  Inside | | e ———
Border —_
Texk Texk T
Text Texk
s Color:
Adkamatic v

The selected border style can be applied by clicking the presets, preview

diagram or the buttons above,

e ok | Cancel

13
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With the cells still highlighted, from the Menu
Bar click on Insert->Name->Define. A menu
will appear.

In the Names in workbook: box, type
gradescale in all lowercase letters and no
spaces. Click OK.

Go back to the cells that were highlighted for
the gradescale. The score that is put into the
gradescale for each letter grade is the minimum
cutoff points for that grade.

In the first column of the gradescale, the Total
Points will be entered. For example, to get an A
in the class, the points range from 690-700. In
the column before the letter grade A, type in the
690. In the second column of the gradescale,
starting from the top add the letter grades in the
following order F,D,C,B,A.
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|=shest114ms1: 5045
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bEO D
b0 C
kol B
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Creating the formula to
assign the letter grades

1. Select the cell for the first student under the
Grade column. From the Menu Bar click
Insert ->Function.

2. Inthe Search for a function: box type in
VLOOKUP. Click Go.

3. Highlight VLookup in the Select a function
box. Click OK.

4. The Function Arguments box appears.
The Lookup_value box is the cell reference

location, where student’s total points appear. In
this example itis in L2. The Table_array box
is where the name of the table created with the

gradescale in it. Type in gradescale.The Col_

index_num box tells the function where to get

the letter grade from. Type in 2. Click OK.

5. This the the view from the formula bar.

Insert | Format  Tod
Rows
Zolurmns

Wiorksheet

Zhart...
2 Function...
ame [ ]
w
Iris=rE Pl eiuri

2 [X]
Search For a function:
vlookup 9 G0
il
-]
=

Or select a category; [Recommended

Select a function:

¥LOOKUP(lookup_value table_array,col_index_num,...)

Looks For a value in the leftmost column of a table, and then returns a value
in the same raw From a column you specify, By default, the table must be

sorted in an ascending order,
QK | Cancel

Help on this Function

RO ||
YLOCKLP
Lookup_value |L2 E =670
Table_array [gradescale ] = {850,"F";660,"D";6
Col_index_num |2| =z
Range_lookup | E =

Looks for a value in the leftmost column of a table, and then returns a value in the same
from a calumn you specify, By default, the table must be sorted in an ascending arder.

Col_index_num is the column number in table_array from which the matching value s
be returned. The First column of walues in the table is column 1.

Farrula result = C

Help on this Function

e 8] 4 | Zanc

% =VLOOKUP(L2,gradescale,2)

15
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The letter grade appears in the selected cell.
Now we will use the fill handle to drag the
formula down so that a grade will be entered for
every student.

Letter grades are entered for every student.

i
GIGrade
. &
iyl
@Grade
i
O
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