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Using your Excel Grading Spreadsheet

Please read prior to using this spreadsheet.

	Be sure to use the correct set of files - either Percents or Points.  The calculations are different for each method of grading.



	Make sure you do not delete rows or columns. 

 

	It is very important that you back up and save your grades.  You may wish to save them on your floppy which is fine but you should also save them in your folder at school and if you are working at home in your folder at your home.  Remember you need a clean floppy disk to save your updated spreadsheet.  You may transfer from school to home also by using email and attachments.



	 If you are not printing out all 28 forms make sure you go to File Print and then click on pages and place the number in the box.



	You may wish to work on this spreadsheet at home.   You will have to do the following:

1. You must have Excel 2000 and keep it and Windows updated regularly (go to the Microsoft updates web pages).


2. You will need media/method to get the files home.  Options:

· You could save/copy to a USB flash drive.  They’re quite small and most are small enough to plug into the front of the black Dells near the headphones.  OR
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You may email your spreadsheet to yourself from school as an attachment and back again.  This will eliminate the need for a floppy disk.  You can do this by using an attachment.    OR,

· You could transfer your spreadsheet to a new floppy disk each time you use it.  The reason is that this spreadsheet will occupy 833 kb of memory on a floppy and you will not be allowed to add or update to a floppy disk.  What you may do, is always have a few floppy disks lying around and after you transfer your spreadsheet to a hard drive you may delete the contents on that floppy disk.  When the disk is again blank you will be able to copy your spreadsheet to the disk to transport it back and forth. 




	Be sure to use the correct set of files - either Percents or Points.  The calculations are different for each method of grading.

	You will open the first quarter grading  sheet called Reading

	Under the column called Names, you only need to type the student’s name once.  This will allow for the name to be displayed on all subsequent spreadsheets for each grading period even though they are in different files.
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	If you are entering grades as Percents be sure you are using the correct files.

	Where it says Assignment Weight choose 1 - 2 -3 you may type in  1, 2, or 3 depending on the weight you wish to place per assignment.  You might choose 1 for something like homework.  2 if you give a quiz and wish to count it higher or a 3 for a test.  The program will multiply the weight by up to 3 times.  You will notice below that Carol Applebee had received a 75 % on the first home assignment with a weighted value of a (1) and  (3) for a triple weighted value on the Reading Test.   If no weighted value is needed you then must use at least a 1.  Please make sure you do not place a number in the weighted section unless you have entered grades for students.
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	If you are entering grades as Points be sure you are using the correct files.

	Where it says Enter Total Number of Points Possible you may type in any number depending on the number of points you wish to place per assignment.  Do not leave this blank.  Please make sure you do not place a number in this section unless you have entered points for students.
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	You may then enter in the name of each assignment.  You may repeat this procedure for each discipline.  You will not have to enter the names again for the next discipline. You will see two examples above.  If you go to the Reports spreadsheet (tab at the bottom) you will see Carol Applebee’s name and her grade at Present.

	You will notice that the present grading period is displayed as well as the date.

You will also notice that Carol has an 86% for reading only.  The other disciplines will automatically display her grades when you enter them in the respective spreadsheets.  This program is designed to printout a student’s name twice on a sheet of paper with room at the bottom for you to enter in comments using the computer or handwritten.   
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	You will also find a summary sheet for a display of all the students and how they are presently doing in your class.  You may print this out and save a hard copy for your records.  You will notice below that only Carol Applebee has her grades listed and only for Reading.  This will change once you enter in other students and other grades.  The date will change each day you printout this page.
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	In addition to this instruction file, there are 4 files you will use 
(one for each quarter):


	PERCENTS
	POINTS

	grades1_percent_blank.xls
	points_quarter1.xls

	grades2_percent_blank.xls
	points_quarter2.xls

	grades3_percent_blank.xls
	points_quarter3.xls

	grades4_percent_blank.xls
	points_quarter4.xls


grade_instructions_from_kab.doc

_1188933543

_1188933360

