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Simple Grade Books using Excel & IBC

Workshop Agenda

e Saving the Excel template file

e Accessing Instructor Briefcase and copying
roster

e Pasting roster into Excel

Saving Excel Template

Tip Right act “Gave

Target Az ...

(Windows Version)

. lad. i
° Cleanlng up roster Right click on link then select SRy
e Making attendance sheet Save Target As...
e Adding assignments, quizzes, etc. to grade
book
. . Save to the Desktop or a folder B
e Calculating grade in percentage you can easily locate on your 9
computer. fim—
. i = =
Saving Excel Template (Mac
Version) Access IBC
« [Simple Gra%e Book TemplatelUse this temp e Must use Internet Explorer for this
well The ste| Internet Explorer Help... |whj step
;rg %I_Vg%r; pii S rzg' o Netscape, Firefox, Safari, AOL WON'T
« More Advan| Copy Link to Clipboard Mhis WORK! QUICK LINKS

requires mo Add Link to Favorites crel
SCCCandi AlM i
the dates anaTOTOEYS TOT VVITIET Z00F
» Grades by Percentage This template was ai

-
=)
=

Ctrl click on link then select
Download Link to Disk, then
save to the Desktop or a folder
you can easily locate on your
computer.

e Go to the SCCD Intranet View Eamings History
structor Briefcase

[entﬁ\

e Open North Briefcase from Quick v

il

Links
e Open desired class roster
e See next slide
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Click to Open Roster :

A S iy ——

Contents

Aot Tnstructor Brefeare

| @] e ottt EX e

Copy Roster Pasting into Excel

o After selecting all e Open Excel
columns, copy to e Open file named | 14
clipboard gradebooktemplate_06 %
Select Al e 3 ways to copy winter.xls 7
Pririt e
o Right click and select Copy » Before pasting, select 18
Convert selected links to Adobe PDF . e |
Zonvert selected links ko existing PDF from pop-up menu as Flle *) Save AS and ﬂ
Convert selection to Adobe FDF shown to the left give it a meaningful | 20|
fSanve s cctonitclex s o0G o Ctrl +C (Cmd + C for name (e.g., Course XXX M 4 » m[\Roster (Hif £ attend
Macs) quarter yr)
» Edit > Copy o Click on “sheet tab”

named Roster
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Paste Roster

£ Microsoft Excel - it111gradebook_06W
(3] Ble Edt Vew Insert Format  Took
HRN=A" NERR= N e A Y =
immE
Al - &
A | B | ¢ [ @

1 1
2] cu
% 53 Copy
. |
I Paste g:e»c\gl‘ an
A
9| Delete...
110 Clear Contents

11
ER | Insert Comment

e Click mouse in cell A1

— upper left corner as
shown to the left

e Then paste roster info

using

o Edit — Paste or

e Ctrl +V (Cmd +V for
Macs)

» Right click and select
Paste

Clean-up Roster

e Remove columns you don’t want

o Save SID? Or email address ? Or phone #?
e To remove a column

o Place mouse on top of column and click

o Entire column will be highlighted

o Select Edit —» Delete
e See next slide for example

Deleting Columns

1st column selected

Bimw [f fee pet fgme (oo Qe e e
DFEYSAT 1@ -F a0 RT-H1K

1
| J—E

) B [0 | o ot Fgma ok [ o l6b

Then click Edit — Delete

L e I L
3 ; [}

aves
206207 | 3036 (EHOTMA
2 | xra [wcowm

TVONCL

OSEGH
206 16 | N [OTMAL
oo | xwe |com

BLACHR

ATaEH
07T | 425 70 (OTMAL
0363 8143 [COM

205 5.

More Clean-up

e Remove colors and border lines
e Select all the columns (or rows)
e On menu bar, select

No Fill
No Border

l2-A-
u - —
EEE iNoBorder ==
EEE —@EOOo
SEEEESEE [ oraw Borders...
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View of Cleaned-up Roster Adjust Column with Names
o Place mouss on
—]——-- = = (5] Bl E® Yew et Fgmat Jook  Data  Window| P .
NEERIG L VE s 0% R | A s divider line between
el - | = column A and B
15 - & #’wm: 3367 (240 pixed
A | B | © | d . — - 4 e e Mouse becomes
pRaCro e double headed arrow
[ e o o Next, drag to right to
CHEUNG MARGAR expand column
| 2 |ETA 2 ETA . )
Ba FLETOHRE e Names should
EOBERT . SI’JBERT appear on one line
B |
| |coLume g&g‘;ﬂ"
OvEKN 4 |PIOTH
4 |PIOTR
- (1]
Adjust Rows To Make Attendance Sheet :
e Drag mouse through row numbers to select rows e Select all student names
e Select Format —» Rows — AutoFit o Drag mouse from cell with first student name to
cell with last student name
] Fle Edit vew Insert | Format | Tools Data  Window Help  Adobe PDF o Ctrl+ C (Cmd + C for Macs) or Edit = Co py to
L0 2P ek Gl | 18 = -4 %) copy to clipboard
: Row VD Heigt., I . « » « »
LA . = N —— e Click on “sheet tab” named “Attend
A shest Y| hide | & e Click in cell A3 and paste student names in
AutoFarmat... Unhide .
condion Pt o See next slide for example
GOLUMBOWSKI PIOTR putiohalBeinattingiy
Style...
HARBERT CHRIS A
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Attendance Sheet with Names | : Print Attendance Sheet
E Micrusolt Exced - Grades Fall 2002
] B Ede vew dnsert Former Tock  Dats  Window et .
DSESSRAY E BB a-c- & =850 L] Saveyourflle!
A3 - = BEEBE JAMES J . .
] R A AR T AL | ATT AT AL T A | AT 70 e Then click File —» Page Setup
| 1 |Fall 2002 T W Th F M T W__Th F
2 |LAST Hﬁﬂl’? 118 11491 {1142 {1143 {1144 [ 1115 ° On Page SetUp make Sure Landscape |S Selected
e e On Sheet setup
Eﬁmﬁ;mv : Enter $A:$A for “Repeat column with names on
[GLICKMAN AMY N » .
Lo s och page” option
T [ean ERIC Y eCl rialines” box
B3 e Check “Page order is Down, then over”
12 STROBLE PORTER & o See next slide for these settings
16 [WANG ALSTIN £
17 [WihiG Ol
O lvoon DECk &

Page Setup Settings Print Preview :

Page | Margins | HeaderjFooter |,

Print area: | j‘_] Brint... I

Print titles
Print Preview I
Rows to repeat at top: 1]
Options. .. I
I Columns ta repeat at left: |$A:$A j_] I

To preview before printing, select File — Print Preview

u WO E W T W Tk

W T F T FOW T W T F W
| e | e ] W | | W | W | | Ve | | W | S | W] W |

Print. —t
‘ ¥ ridines I~ Rew and column headings
[~ Blackand white  Comments: (Mane) -
I Draft quaiity Cell grrors as: displayed =
Page order
% Down, then over EE EIE &2
A
" over, then down EE HIE =2
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Adding Homework, etc Homework Sheet

e First, copy student names to Grades sheet

tab m Iook [Data  Wndow Help
. DEEY SR sma- a0 e D, e -
o from Roster or Attend sheet, select cells with T F TS T F T T T F T W
names . . é | Mame |f‘|:1 u::a |i:\IEJmmJ|E| ||::5 ||::r. 'lnl;!'plsom‘:;;rkﬂ
e copy to clipboard using Ctrl C (Cmd C for Macs) =) 1 atnuron Jefe ¢ 0 oo
or Edit — Copy ey 2
e Click on the “Grades” sheet tab 3 icoveneur ;
. . 1 \'\-ﬁNG :ﬂUSTIN ] 0
e click in cell A4 and paste student names T T 0
o Ctrl V (Cmd V for Macs) or Edit — Paste i o
1] il

Add Assignments, etc. Inserting a Column

[ Microsoft Excel - Grades Fall 2002ls |

e template has 6 homework columns and 4 test Be Edt ew | fsert P Toos _Data e click mouse at top of
E . Cells
columns but you can add more hedas . column
e label columns according to your needs : Sl %J e select Insert —»
— Workshest
e add point values below label - T Columns
e see next slide for inserting columns e e @moet- ~| ® newcolumn appears on
[6 [rean ERIC Y . Page Bresk: | left side of selected
7 [MAEDA AYAKO| £ Function..
= I— : = . (8 {maLak) Ay s N column
- - 9 |NGO DIEM KELY _ —
2 W3 WA WS HWG W ol Tew! | Tem? Tewd  Tetd TewTowl TewiPa  Tow | [10]STROBLE PORT| 8 Comnent —
k] m " w m m " (o] M0 R} 00 2m 0 50 Iwi’ lWANG ALSTIN Picture v
g L R — 12 [V DI -
' 5 ol [T EVOON DEOK 5 | %f Diagrarn... :
: ; & e [14 | Obiect... I
RN aTAy — b T & L [z] @ ryperink.. cubk ||
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Correcting Formulas

e you may have to redo the formulas to include
new columns and additional points

e click in cell with total points
o next click button for “AutoSum” E -
o press Enter if all columns are included

W) B B8 Yew wet Fomaet Jok (e Winde
=R \:'r:?\p.'....@_mﬂ. & @ . <J||[m
M » X J £ =SUMEIHT) oo
A B [] - F G H [] J K
1 HOMEWORK
2 Hame A1 HWZ  HWI  HWA HWS  HWE WY Total pis omework %
EL I NS TN | IS | S E@
£ ] T et [t )

Percentage

e formula is total points earned divided by total
points possible

e use cell reference (letter and number) to
create formula

e template has correct formulas
o copy it to all cells in the column
o see next slide for example

(X X3
o000
eeoo
-3
Copying Formula s
pts omework %
100% e to copy, select cell then
SE!'_ place mouse on small
w

box in lower right
. \ corner
! o crosshair will appear

e click and drag through
the column

e e e e e e e

Four Grade Book Templates

e simple (used in workshop) named
“gradebooktemplate_06winter.xIs”

e more robust named
“More_Advanced_Grade_Template.xIs”

o created by Katherine McDermott formerly at
SCCC

e requires knowledge of Excel
o call me (587-4103) with questions
e read instructions in Notes tab first
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Four Grade Book Templates

e two from Frank Enfinger

e “gradebookbypercentage.x|s”

e “gradebookbypoints.xls”

e must have knowledge of Excel

o follow instructions provided in workbook
e download all from
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