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Excel 2003
Use Excel to turn the SOLAR Class Roster
Download into an Electronic Grade Book and
Attendance Roster

Make the Most of a Class Roster Download

Getting Started with Microsoft Excel 2003

Save yourself some time, energy and keystrokes. Learn how to use MS Excel to
make the most of the class roster download available in SOLAR Faculty
Services. Turn your download into an electronic grade book and attendance
sheet.

This guide will help you learn some of the basic functions of Microsoft Excel by
understanding the basics of spreadsheet functions, capabilities, and the tools
necessary.

Utilize the class roster downloaded from the SOLAR system as a great place to
start in creating an electronic grade book and attendance roster.
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Download the Class Roster From SOLAR

How to Download the Class Roster from SOLAR

1. From the Web Portal Page click on the Services for Faculty & Staff link
under the My Menu Options.
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2. Click on the Class Roster Download link.

Information Technology Training Guide

[ Student Inquiry
— My Personal Information
—Class Roster Downlog

aintain My Home Pané
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The Schedule of Classes Download page displays. (See figure below)

3. Click the Run button.

Schedule of Classes Download

NRERO044 Clazs Rogler Download Public  Run
The Class Roster Download page displays.
[NRR0044 - Class Roster Download
Tow; (I Enter appropriate data. The Lookup
seggion 1 Q) .
icon can be used for the Term and

Class Nor 80105/Q) ) )

ViewResults Session fields.

Student | Studert | Student
Hame | 1D | Level

Click the View Results button.

ol ol

Acad
Group

Acaid
- (Year

Term Field - Use the Lookup button and select the appropriate term, or

and select the appropriate

4.
enter the four-digit term code in the Term field.

5. Session Field - Use the Lookup button
session number. (1 = Regular Session - Fall and Spring is most commonly
used number.)

6. Class Number Field - Enter the five-digit Class Section number (ticket
number).

7. Click the View Results button.
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The class roster displays.

NRSRO044 - Class Rester Download
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session: |1 Q) .
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Excel2k SpreadSheet

I
Ve Al
I T e e e e e R
An-Habi, Philips,
1 Rkhand V0047543 SENIOR UGCR |Management PN 303 " e Graded Mickrael 300 |MAF 150
Aetoineg
E Homan Resauree e o Philips, -
1 Mg, Gabina 000220708 SENIOR VGCR ment Finance PN 303 no e Graded Mickiael 300 MAF 15

8. Select the appropriate Excel Spreadsheet link for your computer.

If using a PC:
¢ A window will pop up asking if you want to “Open” or “Save As”.
e Select Save As and then identify where you want the document to
be stored on your computer.

If using a Macintosh:
e The download manager will automatically download the document
to the preference identified folder.

Open the class roster in Excel.

Sample of a class roster download.

B hitp:oppdevs.csun.edu; 7001 fsarviets/icliertsorvietsaactv/7E Type -QoeryitIC0r yMame -NRSRODS4 - Micmsott Tnternet Explo

Flo EM Wew e fuma Tods Dta Golo Favoibes e &
Q- ] G P Jrrems @wa & M- L7000 JH
60 ) ot o OOt ekt IR RN BiRe
Al ¢ Class Raster Download
A € e = T A R R s .
t Class Roster Download |
= e
3 |Student Mame | Student Lovel [Pri Majar | Subj a|Sect| Class N Grade | Gracing Basis u
4 Alvaier Celeiss SOPHOMORE - |MARKET! |§I0t 100 01 B105 Graded Cardenus- i
5 [Aparicio, 000252742 IFRESHMAN - [UNDECD [BIOL 100 01 oS traded Coniaug-
6 Bakiiad, Sanaz (000248056 [SOPHOMCRE Jooms  faior - f100 ot SiH05 Graded Cardinas-
7 [Bartstes, UpUEsEEE  [FRESHMAN  [BUS BoL fo lo 2108 Graded Carlietas-
'3 Baera, Daanad 000560482 - (FAEGHMAN - |97 BUS - [BIOL 100 il BH0E Gradnd Corditan-
9 00074876 [FRESHMAN  |PSvCHOLIRIOL - f100  |m S0108 Gradid Confinas-
10 [Candles; vetty - J0D0202814 - IFRESHMAN  |PRE- BIOL 100 (01 HI108 Gradd Candenas-
11 [Cappetto, Chate |OBO24TEREE [SOPHOMCRE |PRE. leict  f100  lot 23104 Gradad Citdenas-
12 {Chapman |lm1ll102 SOPHOMORE  [COMS - [BIOL 100 il 0% Graded Cordenas.

The file downloads a workbook which contains all of the information from the
class roster. Each piece of information is in its own column. By utilizing the
download you can pick and choose which information you wish to keep for
your record keeping.
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Getting Started

Launching Your Excel Application
1. To launch your application:

e PC Users - Click the Start icon button on the Taskbar at the bottom
left corner of your screen.
e Point to Programs.

e Click the Microsoft Office selection from the submenu, and then
select Microsoft Excel.

The application will launch and open.

e Mac Users - Click the Excel icon from you taskbar

The application will launch and open.

Workbook Basics

Excel is a spreadsheet program. Spreadsheet programs have the ability to
perform an assortment of functions. These programs use worksheets and
workbooks.

Understanding the Excel Environment

What is a Workbook?

A workbook is a file that contains worksheets. A single workbook can contain
many, many worksheets. It is the normal document or file type in Excel. Itis
the electronic equivalent of a three ring binder.

What is a Worksheet?

Think of a worksheet as a page within a binder. A worksheet is divided into a
grid of columns and rows in which you input your data, as seen on the class
roster download example.

The Workbook Window
An Excel workbook window is shown in Figure 1.

The Worksheet Window

The worksheet window displays the Excel worksheet. It is comprised of rows
and columns. The columns are labeled with the letters of the alphabet, i.e., A,
B, C, etc. The rows are numbered down the left side. Rows and columns
intersect to form cells. Each cell can be referenced via its column name
followed by its row number. For example, the intersection of row 2 and column
B is cell B2 (as shown in Figure 1).
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Figure 1 - The Excel Workbook Window
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e Menu Bar. The Menu Bar at the top of the screen gives you access to
different commands that are used for such tasks as opening and
closing files, printing documents, formatting data, and other operations.

e Toolbars. On the sample window in Figure 1 (above), immediately
below the Menu Bar is a row of icon buttons called the toolbars. There
are two toolbars that provides quick access to a number of the most
commonly used Excel features. The first bar is the Standard Toolbar;
the second is the Formatting Toolbar. By positioning the mouse
pointer on a toolbar icon (without clicking), a yellow box will appear
next to the icon with a brief description of that icons purpose.

e Formula (or Function) Bar. The Formula Bar displays the contents of
the active cell or the active block. It includes text, numbers, formulas,
and functions.

e A Row - runs horizontal on the worksheet. Each row heading begins
with a number i.e. 1, 2, 3, which is found in the far left hand side of the
worksheet.

e A Column - Columns run from top to bottom on the worksheet. A
column heading is identified by the letters A, B, C, etc.

e A Cell - is the intersection of a row and a column and has a unique
address or reference.

e Active Cell - The active cell is the currently selected cell. A thick
border block, called the Cell Pointer, surrounds the active cell. Data is
entered in the active cell.
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e Active Sheet - Often a file consists of more than one worksheet. Each
sheet contains a tab you click to move from one sheet to another. You
can rename sheets to make it easier to remember what each one
contains. You may do so by double-clicking the sheet name, e.g.,
Sheetl, typing a new name, and tapping the ENTER key.

Turning the Class Roster Download into a Grade Book

Turning your download into an electronic Grade Book

Inserting a blank row
Insert a blank row just above the student name title. Usually around row 2.
1. Click anywhere in the row below the location of the row you want to
insert.
e i.e. select cell A2 to Insert a blank Row at Row 2

2. Click Insert on the Menu Bar, and then click Rows on the sub menu. A
blank row will be inserted above the selected cell or row.

Figure 2 — Menu Bar Option

Insert | Format Tools D
| Rows o
_OILmMns Iﬂ'g
‘Worksheet
_ﬂ Chart...
S El.-lnction...
Marne 3

Note: Inserting a blank column uses the same steps as inserting a blank row
with the exception of selecting the column where you want to insert and
selecting Columns from the Insert menu.

3. In the newly inserted row, the first cell in column A type in :
e The name of your Course, its meeting day and time

4. In the cell directly below it type in:
e The Course class number

Adjusting the format of a cell

5. Select the cell where you typed the course name.
6. Adjust the format in this cell by:

e Changing the alignment of the cell to a left align by clicking on the
Left Align icon on the formatting toolbar. (See Figure Below)

Prepared by Tina Actis-Purtee, User Support Services June 14, 2006

ITR’s Technology training guides are the property of California State University, Northridge. They are
intended for non-profit educational use only. Please do not use this material without citing the source.



California State University, Northridge Information Technology Training Guide

Figure 3
e w0 - BllEE=E
|Left Alian lcon

¢ Next, change the font size to 10 by selecting the Font Size icon on
the formatting toolbar (see Figure Above).

Making a copy or duplicate of a worksheet
Next, make a copy of the worksheet. By making a copy of the worksheet, you
retain the original information and sheet incase you must return to it. To do this,
follow the steps below.

1. Single click on the active sheet tab at the bottom left of the workbook.

Figure 4 — Active Worksheet Tab

17 |Sanchez, M. E. Teohua |00
18 |Sheridan, Scott P 0l
Wan Bastelaar, Chelsea
19 |Michole 0d
: 20
Active Sheet Tab 1
M4 b b RfaIIEDDE,&
Ready

2. For PC Users - While holding the left mouse button down also hold the
Ctrl key down.

e Behind your mouse pointer arrow a piece of paper will appear with
a plus (+) sign in it. See below.

Figure 5 — Making a copy of a worksheet
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3. While holding down the mouse button and the Ctrl key, drag the

mouse to the right. The small black arrow will move to the right of the
active tab.

4. Release the mouse button and the Ctrl key. Excel creates an exact
duplicate of the active worksheet for you. The new sheet is named the

same as the one copied, however a number in parenthesis has been
added to the end.

Figure 6 — Excel created a duplicate worksheet
20

a0
M 4 » m falzooz ) fall2o002 (}} &
Feady

‘ Cuplicate Sheet Creatad

e For Mac Users - From the Edit menu, select Move or Copy Sheet
e The Move or Copy dialog box will appear (see figure 7)
e Click on the Create a copy box.
e Click on OK.
Figure 7

Move selected sheets
To book:

| comp100_class rosterl . xls |

Before sheet:

i com)| |1IIII class rlltr'

Click on the Create a copy || oot o resior 23

| comp100_class roster (2)
. | comp100_class roster (3)
bOX, then click OK | Comp 100 Gradebaok

(move ko end)

> |:| Create a copy

[ OK ]I Cancel ]

e Excel creates an exact duplicate of the active worksheet for you and
renames the new sheet. The new sheet is named the same as the one
copied, however a number in parenthesis has been added to the end.

Change the Title
Next, change the title - Class Roster Download to Class Grade Book

1. Do this by double-clicking in cell A1, where the original downloaded title
appears, and typing over the existing text.
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Delete unwanted information from a range of cells

1. Select the range of cells in which you wish to delete the information.
e |.e. select Cells D5 — through the end of table information

Figure 8 — Selecting a range of cells

[T B c b | e TFr] &6 | w 1T v | ] I T |
1 Class Roster Download
2
3
4 Student Name Student |0 | Grading Basis |Instructor) Max Units | Days|Start Time |[End Time|Facil ID)Acad Group [Acad Org|Year|Term | §

[Zoormanda

& |Basalone, Chad A 000229222 [Geaded r, Saved AT 1900 2148 EA1107 |82 189 2002 [FALL
& [Erwin, scnan P DossEOZEE |Gradna n, Saned alr  |ison 2145 Eat107 |62 189 2002 |FauL
ILHJ'LS. Joshua P (08947222 |Geadded n, Saeed ar | 1900 2145 EA1107 | 52 188 2002 |FALL
B |Khachatrean, Mating 000246222 | Graded N, Saeed ar 1800 2145 EA1107 |52 189 2002 [FALL
8 |Kwon, Sung Chil 000262222 |Graded n. Saved qr 1900 2145 EA1107 |82 189 2002 |FALL
10 [Meiendrez, Benjamin (000128277 |Gradoed n, Sandd C L 1900 2145 EA107 |62 189 2002 [FALL
Ill\‘.oss_ Ryan J (UZEEI |Geaded n, Saeed ajr | 1900 2145 EA1107 | 52 188 2002 |FALL
12 |Motaharmia, Gina F 008920222 | Graded n, Sseed ajr 1900 2145 EA1107 |52 169 2002 |FALL
13 |Murphy, Coleen A 000142222 |Geaded n. Saeed T 1900 2145 EAN107 |52 e 2002 |FALL
14 | O, Wiynett L 00249 |Caradig n, Sanid LS 1900 2148 EAIOT |82 189 2002 [FALL

2. Select Edit from the menu bar, then Clear > Contents from the
submenus. (See figure 9 below)

Figure 9 — Menu Bar Option
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You now have a basic spreadsheet to work with and can customize to your class
course requirements.

Entering Data in a Cell

Next, enter your class assignments across the row that currently contains the
class roster download category headings. In Figure 8, it would be row 4. Most
faculty will begin in Column C, making sure to keep the student name and ID
information.

1. Click on the cell you wish to edit. In the Figure 8, it would be cell DA4.
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2. Type the class assignment within that cell. When completed, you
may use the mouse to point and click on the next cell of simply hit your
enter key.

In Cell Editing

To edit a cells content follow the steps below.

1. Double-click the cell you wish to edit. The flashing line pointer appears
within the cell.

2. Make corrections or edits to the text within that cell. You may use the
mouse pointer or the arrows to position the flashing pointer where you
want. You may also use the Backspace or Delete keys to erase unwanted
characters.

3. Press the Enter key to accept the edit, or press Esc to cancel the edits.

Deleting or inserting a column

If there are unused columns remaining in your worksheet, or if you do not have
enough columns, delete the unwanted columns or insert new columns in
the spreadsheet by following the steps below.

1. In the column headings, click and highlight the range of columns to
delete or insert. Remember that the column headings begin with A, B, C,
etc.

e i.e. Highlight columns C - J to delete

Figure 10 — Selecting a column range Column heading
A [ B K

1 Class Roster Download
&l

3 Student Name Student ID| Student Level |Primary Major | Secondary Major | Subject| Catalog|Sect|Class Nbr|Grade|Grading Basis

4 |Basalone, Chad A 009829222 | JUNIOR: Finance COMP 100 |56 51043|F Graded

5 |Erwin, Michael P (06660222 |JUNIOR Business COMP | 100 6 51043) A Graded

G [Haris, Joshua P 009947222 |JUNIOR UG Extension COMP | 100 i 51043 Graded

7 |Khachatryan, Marine 000246222 |FRESHWMAN  |Accountancy COMP | 100 il 51043|A- Graded

8 |Kwon, Sung Chul (00252222 |FRESHMAN  |Business COMP | 100 ifi 81043(B+  |Graded

9 |Melendrez, Benjamin 000122277 |FRESHMAN  |Undeclared COMP | 100 afi 51043(F Graded

10 {Moss, Ryan J 000242221 |FRESHWMAN  |Accountancy COMP | 100 il 51043|IW Graded

11 |Matahamia, Gina F (08820222 |JUNIOR: Business COMP | 100 a6 51043]4A Graded

TO Delete:

2. Select Edit from the menu bar and Delete from the submenu to delete
the unwanted columns. The columns that were selected will be deleted.
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Figure 11 — Menu Bar Option

Edit | Yiew [nsert Forma

Chrl+Z

& Cut Chrl4
=3 Copy Chrl+C
(k| Office Clicboard...

Fill 3

Clear 3
Delete %J
Delete Sheet

TO Insert:
3. Select Insert from the menu bar and Rows from the submenu.

Changing Column Widths & Row Heights

Sometimes, you may need to manually adjust a column or rows width or height.
Changing Column Widths

There are several ways to change the width of a column or columns. Excel
allows you to select a single column or multiple columns at a time. To select
multiple columns: select the range of columns to affect by clicking on the first
column and while holding the left mouse button down, drag along the column
header to highlight the range of columns to affect.

Within the highlighted range of columns, Drag the right-column border
with the mouse until the column is the desired width. When the mouse
pointer is directly over the column border, the pointer will turn to a black plus
sign with arrows on the right and left. See figure below.

OR

Double-click the right border of the column header to set the column
width automatically to the widest entry in the column.
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Figure 12 — Selecting a range of columns

|

1

2

3 Student Name Student ID| Student Level
4 |Basalone, Chad & oosE29222 |JURIOR

5 |Erwin, Michagl F O0EEGRDZ222 | JUMIOR

B |Harris, Joshua P 008947222 (JUMNIOR

Changing Row Heights

Excel adjusts row heights automatically to accommodate the tallest font in the
row. However, you can set the row height manually by using several techniques.
As with columns, you can select multiple rows.

1. Drag the lower row border with the mouse until the row is the desired
height.
OR
2. Double-click the bottom border of the row to set the row height
automatically to the tallest entry in the row.

To select multiple rows, either click and drag in the row header or press Citrl
while you individually select the rows.

Stack Your Type by Inserting a Hard Return in a cell

There are occasions when you will want to stack or insert a hard return in a cell.
To do this:

1. Double-click the cell you wish to edit. The flashing line pointer appears
within the cell

2. Place flashing pointer at the point where you want to insert the hard
return.

3. Select the Alt then Enter key in sequence.

Excel inserts a hard return between the text and stacks your text.
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Changing the name of a Worksheet

Excel uses a default naming convention such as Sheetl, Sheet2, and so on.
These are not very descriptive, that's why providing more meaningful names for
your worksheets is usually a good idea.

To change a sheet’'s name:
1. Double-click the sheet tab

Excel highlights the name on the sheet tab so that you can edit or replace the
name. See figure below.

Figure 13 — Selecting and Renaming a sheet tab

14 |Princeotta, Christopher M |0

M4 My

Ready

2. Type the new name

Sheet names can be up to 31 characters, and spaces are allowed. Excel will
not allow you to use special characters in the name such as/ ? *) etc.

Selecting Non-Adjacent Cells

To make the new worksheet flow easier for your eyes, select every-other row
beginning with the first student row, and change the background color of that
row. This will create a nice horizontal flow for your eyes to flow freely across the
sheet. To select Non-Adjacent Cells follow these steps:

1. Select the first student row by moving your mouse pointer over
the row number and left clicking once. If the mouse pointer is in
the proper location it will turn to a black arrow pointing down the
row. (See figure below)

2. Next, hold the Ctrl key down and click on every-other row of your
worksheet. Your sheet will look like Figure below.
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Figure 14 — Selecting Non-Adjacent Cells

A [ e ] & T o [ € [TE[Ga[H[TIJTJdTK[LITM[N]TO] P a]RT]s|
Class Grade Book

1

comp 100, Sat, 9:00 am

3 14730

3. Now, select the Fill Color icon on your formatting toolbar. Click
on the small black arrow next to the icon in order to display the
color palette. (See Figure below).

Figure 15

Lo

Fill Color oo & H Flo Fill

colorpalette arow | (| M MmN NENEN
| B F B B B B B |
'ﬁﬁ'ﬁﬂlﬂ

7N E ;_I MEmE § RE
Choose a color from @ ™
the palette. nght 'fellu:uw| _______________ |

4. Choose a color from the color palate by clicking on it.
5. Click away from your spreadsheet selection by selecting another
cell.

Your Excel worksheet should look similar to Figure 16 below.
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Figure 16 —Colorizing Non Adjacent Rows/Cells

A [ 8 [ © T 0 [ E [TF[B8[RTT[JTK]IL]MIHW]O] P o] RIS ]
1 Class Grade Book
|| comp 100, Sat, 9:00 am
3 14730
Acad | Grading | Quiz1 | Quiz 2 P?e’::n T | cuiet| ™ | quies | Paper | Finat | 1| Fnal
Sudsmbsme  |Student 10| StudntLevet| = | R EOE S S P T rem e | 0 ™| e
. w | ® 10 s
5 | Akopian, Anush 00050000 | sENOR UGCR Graded [ 1) 74 30) [ % wl % e 0F
& |Bass, AmandaC 000K |UNCR USCR | Graded 4 %0
7| Bold, Krisatianlmre 0SE95555 |GRADUATE  [MASTR | Graded 665 B Lrifled
& |Boldis, Viktoris H DONEEES | SENIDR UGCH | Graded Halc. 543 C
4 |G, M th O00GH44 (FREGHMAN |UGCR | Graded F 590 e
10| Castlo, Ala Christe | 000255855 | oo USCR | Graded (113
1| Davidson, James Chistizn | 000255444 | JUNIOR; USCR | Graded 0B
1 | Dekovich Viotora Maina | 000333333 | FRESHMAN  |UGCR | Graded 670 B
7 | Garca Ruten 003399955 | SENIOR USCR | Graded 690 -
| Gonzalez, Carios & 003399956 | SENIOR UGCR | Graded 6984
1 | Gonzalez, Javier OD0GEBSES |FREHMAN  |UGCR | Graded T A
| Machlatin JustnRoben | 000777 [S0PHOMORE |UGCR | Graded
17 |Perez, Entique 00363535 | FRESHMAN  |UGCR Graded
18 | Perez,Malo Alberto 00 |FRESHMAN  |UGCR | Graded
19| oot Calista nn 00008555 |SENIOR: UGCR | Graded
20 | Umimarino, Rachasl ¥ 00300046 |SOPHOMORE |UGCR | Graded
21 | Zazuers, Jorge £ 000453 | JUNOR: UGER CrihoCrd

Page Setup

The page setup is very important to the layout and printing of your worksheet.
You may wish to perform the Page Setup function first, prior to inputting data on
your worksheet.

1. Select File from the menu bar and Page Setup from the submenu.

Excel will display the Page Setup window.
(See Figure 17 below)

2. Change the Page Orientation to Landscape.
3. Change the Scaling “Adjust to” option to 80%
4. Click OK.

Figure 17 — Page Setup Window

Page Setup

Margins || HeaderfFooter | Sheet

Orientation | Land scdpe SEF?DH

s
P : | - .
() fdjust ko100 Wﬁ!ﬂﬂ!——_—_—_ . .
= Scaling Adjust

COFtto: (1 v page(siwideby |1 > ral

aption
Paper size: Letter i
Print guality: | 600 dpi w
First page number: Auto
(874 J [ Cancel
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Using Functions in you Worksheet

This next section of the guide will take your knowledge one step further by
showing you how to create an advanced excel formula so that excel will
automatically calculate the final grade based on information you give it. This
information was designed to help make the process of inputting and calculating
grades for your classes a simpler and less time consuming effort.

Summing Values using the SUM function

The SUM function is the most widely used function in any spreadsheet program.

It is also among the simplest. There are several ways to calculate the sum of a
range or ranges of data.

Using AutoSum

Excel's AutoSum feature makes it very easy to quickly sum a group of values.
Using the electronic grade book we created in the first section, we have rows of
student data and the points that students earned on each assignment. See
Figure below.

. 0 [ 8 | ¢ [0 ] E JF[o] HJJUIJJJK[L][HW][N] OB
Flgure l [ Class Grade Rook
| 2 |Comp 100 Saturday, 500 am
[ 3 e 14730
Studont Name Student ID S:iﬁg‘ ?;;:; G:?d’:'_:g Qn;iz Q;iz Prg:::t. Paper m;iz .:‘g :' m""z Paper |Final ;:,;1
4

| 5 | Akopian, Anush 000160000 | SEMIDR UGER | Graded B5| O E0 100f B8R 187 &0 25| 195

| B |Basa, Amanda C 000043333 | JUNIOR UGCR | Graded [z 1 60 100{ 6B0j 100) GO 100|100

| 7 |Boldis, Krisztian imre 009855555 | GRADUATE 'MASTH Graded 63 60 60| 1000 34| 13| 40] 187 3

| 8 |Boldis, Yikoria H 000046666 | SEMIDR UGCR | Graded 63| 60 60| 1000 80| 150 75| 200 185

| 9 |Casilaz, Melvildeth (00344444 'FHESHMP«N UGCF: | Graded 63 60 60| 1000 89 167 0| -273] 185

| 10 | Castillo, Alicia Christing 000259555 | SEMIDR UGCF | Graded 63| 60 60| 100 B3| 180 65| 220 185

| 11 |Davidson, James Chrisfian 000255444 | JUNIOR UGCF | Graded 65 B0 B0 100 8| 125 65 2000 185

| 12 |Dekovich, Victoria Marina | 00033 |FRESHMAN  [UGCR | Graded 63 60 60| 100 86| 193] &3] 220 200

Calculating Totals

1. In the total point’s column of the spreadsheet, select the first cell
where you want a total calculation to appear. i.e. Cell O5 in figure

below.
Figure2 _ A I B ¢ D £ Eld H T ETRTTTWTINT G
1 Class Grade Book
2 Comp 100 Saturday, %00 am
3 EHie
Student | Acad  Grading | Quiz | Quiz | Oral Quiz | Id | Quiz .o Total
sadileme. ool Gl Lode wme e e TN By i g (DN RO L
4
5 Akopian, Anush 00060000 [SEMIR [UGCR | Graded g5 60 B0, 00| 88| A7) 0] 228 195
B [Basa, Amanda C OS5 |AOR_|UGCR | Graded B5| 60 0/ 100, 60| 100, 60| 100) 100 /
7 Bobdis, Krisztian imre 009255655 |GRADUATE  IMASTR Graded B5 B0 B0 100 o 13 40 187
| Boldis, Vidoria H 0SS |SENOR UGCR | Graded 85 60 60| 100 80| 150, 75| 200 1
9 (Casilas, Melvi kieth 000044444 [FRESHMAN  [UGCR | Graded 85 60 60 100) 89 167, 0 275
A0 Castilo, Alicia Chvistine | 000255585 |SENOR, UGCR  Graded 65 80 60| 100, 65| 190 as| 2200 185
11 Davidson, James Christian | 000255644 [ JUNIOR UGCA | Graged 65 &0 B0 100] B 1% & Zﬁ 165
12 Dekovich, Vicloria Marina  |000333333  [FRESHMAN  |UGCR . .
~ Cell 0% is selected as the active cell
Prepared by Tina Actis-Purtee, User Support Services June 14, 2006

ITR’s Technology training guides are the property of California State University, Northridge. They are
intended for non-profit educational use only. Please do not use this material without citing the source.




California State University, Northridge Information Technology Training Guide

2. On the standard toolbar, select (by clicking on the icon one time) the

AutoSum icon. 5 .

A scrolling line appears around the cells that Excel is capturing in the formula.
Excel will automatically develop the proper formula format.

Figure 3

Total
Poiits

Student | Acad | Grading | Quiz | Quiz | Oral Quiz | Wid | Quiz
Paper
3 (Tarm | 4

Studant Nawe | Stodeat D Tl ol ) | present, Paper |Final

-

4 I
0 SO 8 . 8 --EUJ:,.Q;?é (D

her, [runber2], ..}

Aicpian, Anush OB {SENORUGCR |Gadd 8l
Besa, Anands C WO LINR AR | Tas O 1 ) O 1 50‘ 10| 100

= Jen

Excel AutoSum formula calculation

Next, use the AutoFill function to copy the newly formed formula down the
column so that you do not have to repeat the process of clicking on the
AutoSum icon for each row. See below for instructions.

Using the AutoFill Function

Excel's AutoFill feature makes it easy to insert a series of values or text items in
a range of cells. It uses the AutoFill handle (the small box at the lower left of the
active cell). You can drag the AutoFill handle to copy the cell content or

automatically complete a series.

1. Select the cell in which the AutoSum formula appears.
2. In the bottom right corner of the highlighted cell you can see a small
square. This is the AutoFill handle. See Figure below.

Figure 4
I 548!!1

3. Select the AutoFill Handle. To do this, move the mouse pointer over the
AutoFill Handle. The pointer will change to a small black plus (+) sign.

F

AutoFill Handle
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Figure 5 Mouse pointer turns to
a plus (+) sign.

542

4. While holding the left mouse button down, drag the AutoFill Handle
down the column to the last student row.

Excel will automatically continue the formula pattern and change the reference
to the correct row.

Creating a Basic Lookup Formula

You can use Excel’s basic lookup functions to search a column or row for a
lookup value to return another value as a result.

Looking up a value in a column using VLOOKUP
(Returning the Final Grade)

The VLOOKUP function looks up the value in the first column of the lookup table
and returns the corresponding value in a specified column of the matching row.
The values in the lookup table are arranged vertically. The syntax for a
VLOOKUP function is:

=VLOOKUP(lookup_value,table_array,col_index_num,range_lookup)

1. Create a column after the Total Points column on your spreadsheet
named Final Grade. See figure 6 below.

2. In a NEW column to the right of the Final Grade column, input the
grading scale to be used.

e ** |MPORTANT ** Remember that each number and letter grade
must be in its own cell. They cannot be combined in a cell.

e Grade scale must be in ascending order only.

Final Grade Column

/
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Figure 6
A [ 8 [ ¢ [0l e [FlelH[ITJ4JrIL[mINTO[PRRIS
e Ciass Grade Book
| 2 | Comp 100 Saturday, %00 2im
|3 14730
Gradin | w | & | & [ W | ™ e | |[ns|ne

Studurt Mame Studunt i) Sftudw:f ?fﬂd q L gw'. % A EE o % .; g-E EE
. v 10 | poois g8 g g(=% 8 ER§|LE
| 5 Akopian, Anush 000150000 | SEMIDR UGCR | Graded B3| B0 60| 100| &6) 187 80| 225 145| 1058 0F
| 6 Basa, Amanda C 000043333 [JUMIOR UGCR | Graded E5| B0 &0 100| 60| 100 &0 100 100 705 600D

r
| 7 Boldis, Krisztian Imre 003955565 |GRADUATE  |MASTR | Graded E5| BO| B0 100 34| 13| 40| 187 5 564 700 -
| 8 |Boldis, Vikaria H ODD046EEE | SEMIOR UGCR | Graded E5| B0 G0 100| 80| 180| 74| 200 185 975 PR
r

| 9 | Casilas, Melvi leeth 000344444 |FRESHMAN  |UGCR | Graded E5| BO| B0 100) &89 167 0] -275| 185 451 840 C+
| 10| Castilo, Alicia Christine 000255585 | SEMIOR UGCR | Graded E5| B0 G0 100| ES5) 190| 85| 2200 1&5| 1030 j 950 B-
| 11 | Davidzon, James Christian 000285444 | JUKIOR UGCR  |Graded B5| 60| 60| 100) 85| 125 65| 200 165 925 1000 B-
|12 |Dekavich, Yictaria Maring 000333333 |FRESHMAN  |UGCR | Graded B5| 60| GO) 100) 96| 195 95| 220 200 10¢ / 1200 B+
|13 Garcia, Ruken 003333395 | SEMIOR UGCR | Graded .r"i 1289 &-
14 o . . . k
o e columns with Final Grading scale and gade in |,
sl gscending arder ORLY . -

Mote - each grade and each score is inits own czll.

3. Next, Highlight the range of cells that contain the
Grading Scale. Figure 7. Using the example above that
would be cells R5 through S15.

Figure 7 p-R 1=l

Highlight only those cells that contain
the Grading Scale information

=~ oF
800 D
700 C-
750 C
850 C+
850 B-
1000 B-
1200 B+
1285 A-
1300 A
1550 A+

4. While the selection is highlighted, select the Name Box from the function
toolbar. See figure 8 below.
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Figure 8

- H [
| el T .
\

Function Bar Name Box

5. Name the table range by typing in the name Grades. Be sure to hit the
Enter key when done typing in the name.

6. Now, in the new Final Grade column of the spreadsheet, select the
first cell where you want a grade to appear. Using example Figure 6
that would be cell location P5.

7. Type in the VLOOKUP formula.

Begin with an = sign

Type Vlookup

Type open parenthesis (

Type the cell location where the Total Points appear for your first
student and end it with a comma ,

Type the name of the grade scale i.e. Grades, be sure to put a
comma after the name

Type the number 2. The number 2 refers to the second column in
your grade scale table.

Type close parenthesis )

Using Figure 6, the viookup formula would look like:
=VLOOKUP(O5,Grades,?2)
See Figure below.

8. Select the Enter key to accept the formula.
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Excel will automatically gather the score from the total points column and
lookup the score in the table we named “Grades”. It then returns the
Grade indicated in the table for that score and puts it in the Final Grade

column.
Figure 9
P5 v & =YLOOKUP(08 Grade 2)

A | 6 | ¢ [0 e [Flofa[i[d[k[L]W[NTo [R5
11 Class Grada Book
| 2 | Cowmp 100 Sirturday, %002
|3 414730

Studait Nante Studeit 1D sﬁ‘::t f’f':: G’;"" é g gsv. 5 g EE g E. E rgg Eg

4 Basis E i RgLE
| § |Akopian, Anush 000460000 | SEMIOR; UGCR | Graded 65| 60| 60| 100 86| 187 80| 24| 195 1058(B- 0F
| B Bass, Amanda C 000043333 | JUNICR, UGCR | Graded B3| 60| 60| 100 GO[ 100 E0{ 100f 100| 705 00D
| 7 [Boldis, Krizztian Imre 009955585 | GRADUATE 'MASTH Graded 63| 60| G0 1000 34| 13| 40| 187 5| oG4 0 c.
| 8 |Boldis, Vidaria H 000046666 | SEMIOR: UGCR | Graded B3| 60| G0| 100 80| 150 7h| 00| 185 475 e
| 9 [Casllas, Melildeth 000344444 'FRESHMAN UGCR | Graded 63| 60| 60| 100 89| 167 0| -275| 185 4 830 C+
|10 Castillo, Alicia Christine | 000288885 | SEMIOR: UGCR | Graded 63| 60| 60| 100 G5| 190 85| 20| 185 1030 830 B-
|11 Davidson, James Christian | 000255444 | JUNIOR UGCR | Graded 63| 60| 60| 100 85| 125 B5| 200 165 9% 1000 B-
| 12 |Dekavich, Yictoria Maring 000333233 |FRESHMAN  |UGCR | Graded B3| 60| G0| 100 OB| 195 95 20| 200| 109 1200 B+
| 13 |Garcia, Ruben 003333835 | SEMIOR UGER | Graded 1285 &-
| 14 | Gonzalez, Carlos A 003339936 | SENIOR: UGCR | Graded 1300 A
|15 |Gonzalez, Javier 00365555 'FHESHMAN UGCR | Graded 1330 A+

9. Next, Copy the formula down the spreadsheet using the AutoFill
technique.

You now have a complete electronic grade book. Congratulations!! | hope you
find this lesson in Excel valuable.

Creating a Template

Creating a Worksheet Template

Creating a template will save you time and energy. You have just spent time
creating a class grade roster, formatting the page to be the way you want it to
look, creating formulas to follow, and assigning your class assignments so now
let’'s not waste anymore time having to do it again. Create a template from the
worksheet you just created by following these steps below:

1. Make a copy of the worksheet you have just completed.

2. Rename the new sheet “Class Grade Roster Template”.

3. Now, in this new worksheet, select all cells containing student
pertinent information only. For example, using figure 9 on the prior
page, select cells A5 through N15. Be sure not to select those cells that

we have inserted formulas. (The Totals Points column and the Final
Grade column).
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4. Clear the contents of this highlighted range of cells by choosing the Edit
menu, then Clear > Contents.

You now have a blank grade roster to use for the other classes you teach.

» Proceed through the class roster download process for each of the
classes you teach.

» Utilize the class grade roster template to make a class Grade roster for
each of your classes. To do this follow these steps:

1. Make a copy of the Grade Roster Template

2. Rename the copy for the class you will be utilizing it for. i.e. Comp 100,
Sat. 9:00am

3. Open the Class roster download worksheet.

4. Select the cells that contain the student information you wish to copy to
the Grade roster. i.e. Student Names and Student ID’s. See figure 10

below.
) A I B [ G | D | E [
Figure 10 — 1|
2
Selec“ng Student Info 3 |Student Name | Student ID|Student Level |Acad Prog|Primary Major
4 |Akopian, Anush [000150000 [lSEMIOR UGCR At
Basa, Amanda
5 |c 000043333 (JuNIoR UGCR Economics
Buoldis, Krisztian Mass
B |imre 009856555 |GRADUATE MASTR Cammunication
Boldis, Viktoria
7 |H 00D04B6EE  |SENIOR UGCR At
Casillas, Mehvi
B [ideth 000344444 |FRESHMAN  |UGCR Psychology
Castillo, Alicia Fuhlic Health
9 [Christine 000256555 SENIOR UGCR Education
Davidson,
10 |James Christian |000255444 unioR UGCR Finance
Dekovich,
11 |Victoria Marina  |000333333 ([FRESHMAN  |UGCR Undecided
12 |Garcia, Ruben 009999935 |IcEniOR UGCR Graphic Design
CTWA with
Gonzalez, Emphasis in
13 |carlos A 0099999596 (sEnIOR UGCR Film
14 |Gonzalez, Javier|D00355555 [IFRESHMAN UGCR Marine Biology
Ilachartin, Business
18 [Justin Robert  |D001117777 |SOPHOMORE  |UGCR Administration
16 |Perez, Enrique 000353535 [IFRESHMAN UGCR LUndecided
Perez, Mario Eiotechnalogy/M
4 4 » ¥ complDO_class roster / compl00 class grade book sample 4 compil
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5. From the Edit menu, select Copy.

Select the new worksheet.

7. Select the first cell in which the student information is to appear.
l.e. cell A4

8. From the Edit menu, select Paste Special. Excel displays the Paste
Special dialog box as seen in the figure 11 below.

9. Change the Paste item from All to Values by clicking on the circle in
front of Values.

.

Figure 11 — Paste Special Dialog Box

—

Paste Special

Click on the Piisape

“Values” circle. O al () validation |
() Formulas 3 all except borders ‘

:hiialues ) Column widths
Formats i) Formulas and number Formats ‘
() Comments ) values and number Formats ‘

Oper ation

(%) Mone 3 Multiply ‘
) add ) Divide ‘
) subtract ‘
[ ] skip blanks [] Transpose ‘
[ Ok l [ Zancel ] ‘
|

10.Click the OK button

Excel inserts the copied cells into the new worksheet but does not change the
format of the cells.

Creating an Attendance Worksheet

You have learned how to edit the class roster and turn it into an electronic grade
book, and duplicate a worksheet. Now we will work with the duplicate worksheet
to turn it into an attendance sheet. Since we have already gone through a whole
process to format the grade roster worksheet will use the work we have done to
save us time in creating this Attendance Worksheet.

1. Create a copy of the Grade Roster class sheet.
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2. Rename the sheet “Class Attendance Sheet”.

3. Clear the contents of the cells not to be utilized. Keep only the
students name and ID number. For example, begin with the first
students’ scores and select through the last student and the very last
column with information in it in the worksheet. See Figure 1 below.

Figure 1
A B E i E F G H 1 J K [
o o 2 Oral e Total 3
Student Name Student |D|Student Level |Acad Prog Gram—ng Quizit | Quize2 Present Final Points Final
Basis 80 &0 100 Grade
i 100 775
& |Akapian, Anush 000150000 |sEMIOR UGCR Graded 45 40 75 92 252|F 0F
B |Basa, Amanda C 000043333 [ JUNIOR. UGCR Graded 770(A 465 D
7 |Boldis, Krisztian Imre 009355555 |GRADUATE MASTR Graded 6OA|B+ 470 C-
& |Boldis, Viktoria H O000466BE | SENIOR UGCR, Graded 490/C- 543 C
9 |Casillas, Melvi Ideth 000344444 |FRESHMAN — [UGCR Graded F 590 C+
10/ Castillo, Alicia Ghristine 000255555 |SENIOR UGCR. Graded 615 B-
11 |Davidson, James Christian (000255444 [JUNIOR UGCR Graded G20 B
12 |Dekavich, Victoria Maring  |000333333 |FRESHMAN  |USCR Graded 670 B+
13 |Garcia, Ruben 009999595 |SEMIOR UGCR Graded 690 A-
14 |Gonzalez, Carlos A 0099995396 | SENIOR UGCR Graded 698 A
15 |Gonzalez, Javier 000355555 |IFRESHMAN — [UGCR Graded 775 At
16 |Machartin, Justin Robert (0001117777 |SOPHOMORE  |UGCR Graded
17 |Perez, Enrique 000353535 |FRESHMAN  [UGCR Graded
16 |Perez, Mario Alberto 000343434 |FRESHMAN  |UGCR Graded
19 |Scoft, Callista Ann 000055556 [\SENIOR UGCR Graded
20 |Urnmarino, Rachael Y 000300048 |SOPHOMORE |UGCR Graded
21 |Zazueta, Jorge A 000143143 | JUNIOR. UGCR Criio Crel
2

Now we can begin altering this worksheet and turning it into an
attendance worksheet.

4. Begin by typing in the column category headings such as the class
meeting dates.

Type the month and
day in each category

Figure 2 heading.

i 14730 4

4 Student Name Student ID|2/5|2H2|2M8|2/26 | 3/5| 312|318 3/26 | 412|478 | 4716|4423
5 |Akopian, Anush 000150000

Highlight the cells with the dates.
From the Format menu, select Cells.

Select the Number tab from the Format Cells dialog box. See figure 3
on next page.

8. Under Category, select Date option.
9. Under Type Options, select the date option you wish to appear.
10.Click the OK button.
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Figure 3 —
Format Cells Dialog Box

| Mumber linnrent Fonk ..Bnrder Patterns || Proteckion
L_:_.EltEqu}i:* Category Sample
| zeneral Options 2/3f2004
{ Murnber Type Options
| Currency | Type: € ‘
| Asccountin [ I

| *Wednesday, March 14, 2001

| Time .

I Percentage : gﬁ:,ﬂ]l

Ehacton 03/14/01

| Stigntific 14-Mar

| Text | 14-Mar-01 |
!Speclal e Mt il —_— L—|

Locale (location):

| Custom : : -
|English {United States)
| SEHE L e

|

| Date Formats display date and time serial numbers as date values, Except For
| items that have an asterisk (*), applied formats do not swikch date orders
| with the operating syskem,

K ] [ Cancel

Changing Column widths

See “Changing Column Widths and Row Heights” for detailed instructions on
how to change Column widths.

1. Highlight the columns range that contains the class dates.
2. Drag the right-column border with the mouse until the column is
the desired width.

Entering Data in a Cell

Change Worksheet Title in Cell A1

1. Double-click the cell you wish to edit. The flashing line pointer
appears within the cell.

2. Make corrections or edits to the text within that cell. Suggested
Title: Class Attendance Roster. You may use the mouse pointer or
the arrows to position the flashing pointer where you want. You may
also use the Backspace or Delete keys to erase unwanted

characters.
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3. Press the Enter key to accept the edit, or press ESC to cancel it.

Page Setup

The page setup is very important to the layout and printing of your worksheet.
You may wish to perform the Page Setup function first, prior to inputting data on

your worksheet.

1. Select File from the menu bar and Page Setup from the submenu.

Excel will display the Page Setup window.

Figure 4 — Page Setup Window
Page Setup

Ei__Margins Header/Faoter | Sheet

Landscape Option

Crientation

[
@' Partrait

Scaling 4

Lang
Ciptions. ..

<

(%) Adijust ko |1I3El i E_i% niormal size

Scaling Option

OFttar |1 % page(s)wideby |1

—

Paper size: ILetter
Print quality:  |600 dpi

First page number:

| &uto

Ck l [ Cancel

2. Change the Page Orientation to Landscape.

3. Change the Scaling option to 90%.
4. Click OK.

You now have an Attendance Roster for your class.

* NOTE * Utilize the same steps in “Creating a Template” to make a Class
Attendance Roster Template to utilize for each of your classes.
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