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Excel for Grading Workshop
You may use the sample files and adapt them to your course, OR just examine them and then use the steps below to open your own workbook and add the names from QCC Net.

For sample Excel files with grading formulas 

· Access http://www.qcc.mass.edu/booth/it
· Select the Excel file, wait for it to download, then save it to your desktop (or other appropriate space) and then open it.

For additional help see the Help menu or the online guides:

http://office.microsoft.com/en-us/excel


Interface: note Office 2010 “ribbon” (Home tab) with grouped tasks
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	Open a new Workbook and add list for your class 
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Step One
Use the File menu in the top left to open a list of commands:

Step Two

Use the New command to open a new workbook (Select new, then Blank workbook)

· Rows go across and are identified by numbers

· Columns go down and are identified by letters

· Leave one blank row for the course title

Step Three

In the second row type Name in the first column



Step Four: Copying class lists of names from QCC Net or The Q
A. Select QCC Net at http://www.qcc.mass.edu/qcchome/ 
1. Login and select “Class Lists”
2. Type the course number and section and check “Format for Excel.”

3. Make sure that the correct semester and year are selected under Current Option Settings.
4. Click “Submit request.”

5. Click open in the File download window (say yes to dialog on trusting this file)

6. When the file opens click the top cell and drag down the name column to select those cells.

7. Hold the control key and the C key to copy them (or right click to select Copy)
8. In Excel, select the first row under the “Name” column and then Edit>Paste 
(or use the CTRL and V keys).

OR B. Login to The Q at https://confucius.qcc.mass.edu/ics
· Select My Academics (top) ( Faculty Main (on left) ( My Faculty Tools (under Faculty Main) ( My Class Lists

· Use the mouse to drag across from the name to the bottom cell in the last column.
· Under the Edit menu select Copy (or use CTRL + C)
	· Now in a new workbook in Excel, select the first cell in the third row and right click to open a pull down menu 

· In the menu select  the second Paste option, Match Destination Formatting.

· You may then delete the extra data (major, status, date, etc.)
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Planning the cells for data and columns for formulas
► First list your graded assignments and their values. These can be changed but it’s usually easier to know the assigned values first.

Standard formulas

	Math operators
	
	Examples of grading formulas:
=AVERAGE(F3:J3)   
gives average of numbers in Row 3, columns F though J

=SUM(C3,E3,J3)  
gives sum of numbers in Row 3, columns C, E, and J

=SUM(K6*30%,O6*50%,P6*20%)
The final average can be calculated by combining (adding) percentage of other averages. 


	Add (+)
	=10+5
	
	

	Subtract (-)
	=10-5
	
	

	Multiply (*)
	=10*5
	
	

	Divide (/)
	=10/5
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Cell References
Entering cell references lets Microsoft® Excel automatically update formula results if cell values are changed. For example: type= (equal sign), click cell C4, then type + (plus sign), and click cell C7.
	Cell references
	Refer to values in

	A10 
	the cell in column A and row 10 

	A10,A20 
	cell A10 and cell A20 

	A10:A20 
	the range of cells in column A and rows 10 through 20 

	B15:E15 
	the range of cells in row 15 and columns B through E

	A10:E20 
	the range of cells in columns A through E and rows 10 through 20 


Directions for entering common formulas

	Add the values in a row or column
	Use the SUM function, which is a prewritten formula, to add all the values in a row or column:

1. Click a cell below the column of values or to the right of the row of values. 

2. Click the AutoSum button [image: image5.png]


on the Standard toolbar, and then press ENTER. 
To add some of the values in a column or row: 
1. Type an equal sign, type SUM, then type an opening parenthesis. 

2. Type or select the cell references you want to add. A comma (,) separates individual arguments that tell the function what to calculate. 

3. Type a closing parenthesis, and then press ENTER. 
For example: =SUM(B2:B4,B6) and =SUM(B2,B5,B7) 


	Find the average, maximum, or minimum
	Use the AVERAGE, MAX, or MIN functions.

1. Click a cell below or to the right of values for which you want to find the average (arithmetic mean), the maximum, or the minimum. 

2. Click the arrow next to AutoSum [image: image6.png]


on the Standard toolbar. Click Average, Max, or Min, and then press ENTER. 

To see more functions, click More Functions on the AutoSum list to open the Insert Function dialog box. 

(TIP   You can also enter formulas and cell references by typing them in the formula bar [image: image7.png]


after selecting a cell. 


To freeze panes for easier reading:

In Office 2010
1. Select the row or column below or to the right of the row or column to be frozen.

2. On the View tab, in the Window group, click Freeze Panes.

In Office 97-2003

1. Select the row or column below or to the right of the row or column to be frozen. 

2. On the Window menu, click Freeze Panes. 
Saving files 

From the File menu (or Office button in Office 2007), remember to select “Save as” and Excel ‘97-2003 if you have to work on the file in the earlier version of the program.[image: image8][image: image9][image: image10]
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Formula bar showing final average formula using percentages adding to 100. Comma may be sued instead of + between values.








http://www.qcc.mass.edu/booth/it
http://www.qcc.mass.edu/booth/it

