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C.Ribbon

1. Can changelt is dynamic, ithanges based on thab selected to provide more specific choices.
2. Can be changed by selecting an item suchpastare within the document.

3. Can be minimized.
Return to the top of the document.
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D. Name Box

1. Cell nameoften refers to locatiorincludng column and row information.
2. A cell or a group of cells can als® namedan actual name

Return to the top of the document.
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E.Formula Bar
1. Formula can be added to the cell or the bar.
2. Formula must begin with =.

3. Check mark selection applies the formula.
Return to the top of the document.
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F.Work Area

Return to the top of the document.

1. Please add the following information to your Excel document.
2. Note what happens to the status bar as you work in Excel.

3. Navigate the work area
a. Double clickingn cell edges
b. Moving cursor
c. ldentifying cell in Name Box
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4. Add calculationdormulas
a. Total Points Calculation
i. Column Heading
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iii. Apply calculationvith the checkmark
iv. Drag calculation to next cell(s)
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b. Average Calculation
i. Column Heading
ii. Calculation
iii. Apply calculation with the checkmark
iv. Drag calculation to nextll(s)
v. Format column F values to be a percentage.



-

e
l. —_

iii. 10

Home Insert Page Layout Formulas Data Review WView
F3 vi» K+ f& | Average
A B C D E F G
1 'Unit Assessments 2010-2011
2
zlstudent Unit 1 Unit 2 Unit 3 Total Poi
4 Student1 28 33 34 95
5 Student2 29 30 27 86
6 |Student3 22 36 19 77
7 |Student4 21 20 26 67
] 0
9 Possible Points 30 35 35 100
- :—9) Home Insert Page Layout Formulas Data Review View
SUM v (0 % |v| f | Ea/3ES9
A B D E F G
1 |Unit Assessments 2010-2011
2
3 Student Unit 1 Unit 2 Unit 3 Total Poin Average
| 4 [student1 28 33 34] 95)=£a/3e39 |
5 |Student 2 29 30 27 86
6 |Student 3 22 36 15 77
7 Student4 21 20 26 67
8 0
9 |Possible Points 30 35 355::::_1@3
o E_@/I —
Home Insert Page Layout Formulas Data Review View
F4 - (- fx | =E4/3ESD
A B G D E F G
1 Unit Assessments 2010-2011
2
3 Student Unit 1 Unit 2 Unit 3 Total Poin Average
4 |Studentl1 28 33 34 95| 0.95]
5 |Student2 29 30 27 86| 0.36|
6 Student3 22 36 19 77 0.77
7 |Student4 21 20 26 67 0.67
8 0| 0|
9 |Possible Points 30 35 35 100 i
10 =l

mn

— Home Insert Fage Layout Formulas Data Review Vie
SUM (2 X .fr| =E4/3ES9
A B C D E F

1 Unit Assessments 2010-2011

2

3 |Student Unit1 unit2 Unit 3 Total Poin Average
| 4 |student1 28 33 34%55?!

5 |Student2 29 30 27 86

6 |Student 3 22 36 19 77

7 |Student4 21 20 26 67

8 — o

9 |Possible Points 30 35 35, __ 1o0f

10

11
. t—?/ Home Insert Page Layout Formulas Data Review View

F4 - fe | =E4/5E39
A B C D E F G

1 Unit Assessments 2010-2011

2

3 Student Unit 1 Unit 2 Unit 3 Total Poin Average
Ilstudent 1 28 33 34 95I 0.95!

5 Student2 29 30 27 B6

6 Student3 22 36 19 77

7 |Student4 21 20 20 67

8 0

9 Possible Points 30 35 35 100



Important Questions:
1. Why did we use $E$94B iii? The value in E9 should be used for all calculations.
2. Should there be a zero in'BH8o, remove Iit.
3. Should there be a zero in H88, remove it.
4. Should the value in F be less than\W2 have at least two choices. You can add a (*100) to the calculation or you can format the cell to
be a percentage. We will format the cellstie a percentagéy right clicking and selecting Format Cells.
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5. Format the Excel document to look like a table.
a. Title
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i. Use the Merge and Center button to center the title over the ta “om= 2

ii. Format the font to Tahoma 1&ith a color of your choice.|
b. Column headings
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i. Format the font to Tahoma 12, bold, in the color of your choice.

ii. Note that two of the cells are too small for the content.
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c. Row headings

i. Use the Format Painter to copy the format for the column heading to the row head: et

Insent  Pagelayout  Fommulas  Data  Review  View Deve

#cu Tahoma - 112 AN ™y ¥ Zwep
P

ii. A9 will most likely need a size adjustment orftaenatted to wrap text.

12 || A AT

RERER S

d. Add borders to the table- e

e. Add shading to the table to make it easier to read

]

6. Sort vsFilter

A B C D E F
Unit Assessments 2010-2011
1
Total
2 Student Unit 1 |Unit 2 |Unit 3 |Points |Average
3 Student 1 28 33 34 95 95.00%
4 Student 2 29 30 27 26 86.00%
5 |Student 3 22 36 19 77 77.00%
6 Student 4 21 20 26 67 67.00%
Possible

7 Points 30 35 35 100/  100.00%
2

116 - £ |
A B o D E F G
Unit Assessments 2010-2011
1
Total
2 |Student Unit 1 |Unit 2 |Unit 3 |Points [Average
3 |Student 1 28 33 34 95 95%
4 |Student 2 29 30 27 26 86%
5 |Student 3 22 36 19 77 77%
6 |Student 4 21 20 26 67 67%
Possible

7 Points 30 35 35 100 100%
8



S |_a ::E L) LY “y | Connections || 4
2D Gu | G B S| e
From From From From Other | Existing Refresh zl
Access Web  Text Sources~ | Connections | All- = Edit Links
Get External Data Connections
) - 5]
A B c D E E 3 H
Unit Assessments 2010-2011
1
Total
2 |Student Unit 1 |Unit 2 |Unit 3 | Points | Average
3 |Student 1 28 33 34 95 95%
4 |Student 2 23 30 27 86 86%
5  Student 3 22 36 13 bud 7%
6 |Student 4 21 20 26 67 67%
Possible
7 |Points 30 35 35 100 100%
8
a. Sort- Organizes- Orders
-‘:t_—u/ Home Insert Page Layout Formulas ‘ Da:.‘ Review View Developer
W ::'5 ey =0 | connections | 4 H ? & Clear
S G| G| [ B il =
3 From From From From Other Existing Refresh o il Sort Filter V) Textto  Remove Data
= | Access Web  Tet  Sources~ | Connections | AN~ = Edit Links .7 Advanced || Columns Duplicates Validation
IE 0 Get External Data | Connections Sort & Filter Data Too
A3 - fe | Student1
[ A [ B ] ¢ [ b | E | FE G 1 " K L M N
Unit Assessments 2010-2011
1
! _ _|Total Graph 1: Average Grade
2 |Student Unit 1 |Unit 2 |Unit 3 | Points | Average 100%
3 |Student 1 28 33 34 95 95%| a0
4 |Student 2 29 30 27 86 86%| 80%
5 |Student 3 22 36 hit:] 7 7% 705
& |Student 4 21 20 26 &7 67%| 50%
Possible 50%
7 | Points N 35 35 100 100% a0
3 30%
-
£l Sort
11 Unit Assessm [ ‘}’Ql Add Level ” ¥ Delete Level H 123 Copy Level ]|| L 3 || ¥ |[ Options... ] My data has headers
12| Student Unit 1 |unit Column Sort On Order
15 Student 1 28 Sortby | Total Foints [=] |values [=] smallest toLargest =
14 |Student 2 ]
15 |Student 3 2
16 | Student 4 21
Possible
17 | Points 30|
18
19
20
Cancel
2 (ox ][ canel |
27

> & Home Insert Page Layout Formulas | Da?‘l
A, ::WE] =y o) &) connect
EEE TR R ]
From From From From Other Existing Refresh
Access Web  Text  Sources~ | Connections All~ == EditLink
Get External Data J Connecions
A2 - fe | student
A [ B [ ¢ [ o [ E [ F
Unit Assessments 2010-2011
Total
Student Unit 1 |Unit 2 |Unit 3 | Points | Average
Student 4 21 20 26 67 673%|
Student 3 22 36 13 77| 7%,
Student 2 23 30 27 85| 86%
Student 1 28 33 34 95| 95%,
Possible
7 | Points 30 35) 35 100 1003%|
8

b. Filter - If you filter all data, it can organiz&bu can select or filter the data tamit visible data.



fdal BRI —— — ——
- Home Insert Page Layout Formulas Data View Developer
SEDy 2T FE Ti =y L) CQI"IHeCtIOHS A B
- L A= A|Z ﬁr R
5 \;a == i i ‘I@ 5 Properties & e KX
From From From From Other Existing Refresh . Z) Sort Filter 7
Access Web  Text Sources- | Connections | All- = Editlinks X2
Get External Data Connections Sort & Filter

A2 - £ | student

[ a [ & [ e [ o [ E ]

Unit Assessments 2010-2011

1
\ \ - ) — } E Total
N (D)1 H 9 - ) —— e — . i . 1
@ - - 2 |Student [~ | Unit{~ | Unit{~ | Unit{~ | Poin[~ | Avera( ~ |
Home Insert Page Layout Formulas Data Review View Developer %l SortAteZ % 57 73]
by 3 =D ey Y -y | connections 8 E W Clear || sertztoa 5 19 77 77%)
(= . | D : L v S -
SLe EENNET =T IS & properties 2 = b T N 7 26 86%
J From From From From Other Existing Refresh o il Sort Filter T, Textto Remo B 34 a5 85%|
= | Access Web  Text Sources~ | Connections All= == Edit Links .57 Advanced || Columns Duplic % | Clear Filter From “Student
E Get External Data Connections l Sort & Filter . v 35 100 100%
ilter by Colo H
A2 l® fi| student Test Filters ,
| A [ B [ ¢ [ b [ E [ F G H [ 1 L 5] (Seect Al)
Unit Assessments 2010-2011 = osebte Ponts Its 2010-2011
; Total Graph 1: Average G DStucent 2 Unit 3 |T30'tat|5 o
i i i i = ) [ Student 3 n oin verage
2 |Student [~ Unit ~ | Unit ~ | Unit{ - | Poin[ ~ | Aver. o0k : i " p o
3 |Student 4 21 20 26 67 673 a0s 27 P 36%
4 |Student 3 2 36 19 77 7 80% ) - — =
5 |Student 2 29| 30 27| 86| B6%| 70% %6 57 7%
§ |Student 1 28| 33 34| 95| 55%| 60%
possible 0% 1 3| 1m0 100%
7 Points 30) 35 35| 100 100% a0
30%
8 .
_ 20% e e
Home Insert Page Layout Formulas Data Review View Developer
HEEL S :75« L oy D Connections Al B B Cli
3 L | (@ S T R
L@ L‘J \—u I_Ll = % Properties E " | K?_) Re
J From From From From Other Existing Refresh ) EL Sort Filter 7.
=f | Access Web Text Sources™ | Connections All- == Edit Links 7 Ad
E Get External Data Connections Sort & Filter
A2 ~-Q fe| student
[ A [ B [ ¢ [ b [ E [ F G H 1 J
Unit Assessments 2010-2011
1
Total Gri
2 |Student [-7| Unit{~ | Unit{~ | Unit{~ | Poin[~ | Avera( ~ | o
Student 4 21 20 26 67 67%]

—_—
o w

G. Sheet Navigation

Return to the top of the document.

1. Move from sheet to sheet

2. Rename sheets

3. Add additional sheets

Student 4



30

35
31 38
32 32 39
4 4+ W] Sheetl ~ Sheet2 - Sheet3 -~ ¥J |4 4+ v | Cochran - Colins ~Sheet3 %1 W™« » w[ Cochran Core 1 - Cochran Core 2 - Cochran Core 3 - Cochran Core 4 -~ Colins Core 1 | Collins Core 2 - ¥

Ready E

[ Microsoft Excel - Ex... [ Microsoft Excel - Bx.. ‘g Microsoft Office Bxc...

H. Scrolt Horizontal can be adjusted
Return to the top of the document.

Colins Core 2 75 AN . a

|. Status

Return to the top of the document.

S5

39
4 4 » M| Cachran (

Ready | E |

J. Page Layout

Return to the top of the document.




‘_a ;:‘w Calbri u -[A N [ =] | Eiwestet General - ﬁ ﬁ- [normal Bad Good E—
Pt omatpanter | B £ 0[O Ac| [ = [ EMergeticenter - [8 7 % (%0 % Fr;mn;l_::m_ Neutral [catcutation | ESTEIN Tnsert
Clipboard B Font \J Alignment = Number = Styles
F31 - £
[ A B | C D E F G | H 1 2 K L M | N | o | P Q R s
Unit Assessments 2010-2011
1
T Graph 1: Average Grade

2 Student Unit 1 |Unit 2 |Unit 3 Loo%
3 Student 28| 33| 34 s0%
4 Student 0%
s Student 3 %
6 Student 4 0%

Possible 50%
7 Points 0%
8 30%
5 20%
10 10%

B o%

= Unlt ASSESSmEnrj 201072011 Student1 Student 2 Student 3 Student 4
12 Student |
13 Student
14 Student
15 Student 3
16 Student 4

Possible
17 Points

1. Normal I=

%: Home. sert Page Laya ermutas Data. Review View Developer
B AS m e e Swmr o - B e me  om e S ) Dy
lacem - S|
PR pomat e || B 4 W[ 0 A| (BB W | Hoteseacoma (5% ] Catcutation | (TSRS - || ber Deee Format| o o
P ront B sagament 3 s s cani
a1 Fo Al
T T T T T
L . \_ B c D E F G 3
Total Graph
2 Unit 1 |Unit 2 |Unit 3 |Points u
<13 2 33| 35%|
a4 3| 30| 26%)|
- s 2| 36| |
6 21| 20| 67%)|
17 3| 31 1005
8
el
10
PR Unit Assessments 201 ;Zohlll dent1 Student2 Student 3 Studentd
o
| 12 Unit 1 |Unit 2 [Unit 3 |Points m‘
A P T T %
1 = 30| 7 56 s6%|
115 2| 26 13 7 77|
16 21] 20| 26| 67) 67%]
2.Page Layou : o —
. s



Ca
=
| Home [ Insert Pagelayout  Formulas Data  Review  View Developer

* cut Calibri T 11

- S Wrap Text General -
3 Copy
Paste S S
5 ot painter || B £ 0 |[EE-|[&0 A Merge & Center
Clipboard i Font i Alignment = HNumber
Fal £]
) _E G H [ T [ J [ K[ L[ M| H o B q G B
Point |Averag Graph 1: Average Grade

Student

Student 2

z
3 [Studenti
+
5

Student

Student

Student

3. Page Break Layou

Student
Student
Fossible
Points sol 35| g8 ool oo

TR

St s Stz

Stum s

Stusm s

Welcome to Page Break Preview .
b oy ——

‘You can adjust where the page breaks are by dicking and
dragaing them with your mouse.

Changes in breaks

(n]
L= i
| Home { Insert Page Layout Formulas Data Review View Developer
Cut
# Calibri sl - (S Wrap Text ﬁ |:Norma
3 copy
Paste | B I U .“ Sy A -| Merge & Center - Conditional Format  Neutra
- J Format Painter Formatting ~ as Table -
Clipboard I Font F] Alignment
Fal - x|
A e | c | ol E[ F & | H | 1 | g [k [ ¢ [ m] s | 1T | u | ow [ w
Point | Averag Graph 1: Average Grade
2 |Student  |Unit 1|Unit 2 |Unit 3|5 e _—
3 |Student 1 eg| 3] a4 95 952 poy
4+ |Student 2 za] 0| e 6 BE oy
5 [Student 3 = 14 77 e )
& [Student 4 i 20 @ &7 67 A
Possible o
7 |Points a0 35 36| oo 1005 ok
8 0%
B po
| ] =
1 Unit Assessments 2010-2011 | J— I .
Faint - ]( Ptaqe. 2
12 [Student Unit 1 |Unit 2 |Unit 3|5 g IT = | | AM~
1z [Student 1 28 a3 4 95 GErg| R R e "
14 [Student 2 ) T 27| 2 8E2 -
15 |Student 3 2z 36 13 T T
16 [Student 4 F1 T S &7 &7
[Possibie
17 |Points 20] 35 3§ 1o 1003




K. Zoom s

Return to the top of the document.

L. Freeze PanesCursorisin F3

Return to the top of the document.

for Basic(l icr
Y — -
Home Insert Page Layout Formulas Data Review | View | Developer
% : IEIJ E [/] Ruler | Formula Bar Q - i E split 1.1 View Side by Side - [
i V' Gridlines ¥ Headings - Hide J: Synchronous Scrolling E !
Page Page Break | Custom  Full Zoom 100% Zoomto Mew  Arrange | Fregeze Save s
layout Preview | Views Screen || [ Message Bar Selection || Window Al |Panes +|_] Unhide | 314 Reset Window Position | workspace Wil
Workbook Views | Show/Hide Zoom | E Freeze Panes
_ Keep rows and columns visible while the rest of
F3 - \_‘ b3 ‘ —E3f$E$? ‘ the worksheet scrolls (based on current selection).
A [ B [ ¢ [ o [ E [ E | & H 1 1 K L Freeze Top Row
@ Keep the top row visible while scrolling through
Unit Assessments 2010-2011 R AT T
1 Freeze First Column
Total Graph 1: Averag Keep the first column visible while scrolling
2 |Student Unit 1| Unit 2 |Unit 3 | Points | Average hicughitheliestofithework:nes,
3 |Student 1 28 33 34 95 85%
4 |Student 2 29 30 7 86 B6%
5 |Student 3 22 36 15 77 T
6 |Student 4 21 20 26 67 67%
Possible
7 |Points 30 35 35 100 100%
-]
9
i




tCa) —
J Home Insert Page Layout Formulas Data Review |V|ew| Developer

lﬁ I:I [EI_IJ @ Ruler V| Formula Bar q @ —FE, E

V| Gridlines V| Headings

Page Page Break | Custom Full Zoom 100% Zoomto Mew  Arran
Layout  Preview Views Screen Message Bar Selection || Window  All
Workbook Views Show/Hide Zoom
F3 - fe | =F3/3E57
A B c D E F G H 1 J K L
Unit Assessments 2010-2011
L
Total Graph 1: Avere
2 |Student Unit 1 | Unit 2 | Unit 3 | Points | Average on
15 | Student 3 22| 36 18] 77 7%
16 Student 4 21 20 26| 67, 67%
Possible
17 | Points 30 35 35) 100 100%|
18

M. Split Screen

Return to the top of the document.

ccel for Basic(1) - Microsoft
Home  Insert Pagelayout  Formulas Data Review ‘V\:w_l Developer
= Ruler ¥| Formula Bar 3 1, ) spiit] | 13 view Side by Side
E|IEN e i R R L@ eEas
¥ Gridlines | Headings Hide | 3] Synchronous Serolling
Mormal| Page Page Break | Custom Full Zoom 100% Zoomto — New Amange Freeze
layout Preview | Views Sereen Message Bar Selection || Window Al Panes~ ] Unhide | 114 Reset Window Position
Workbook Views Show/Hide Zoom Window
F4 ~@ ﬁ\ =E4/3ES7
A B [ D E 3 G H 1 1 K L M N o 3 a
Unit Assessments 2010-2011
1
Total Graph 1: Average Grade
2 |Student Unit 1 |Unit 2 |Unit 3 | Points | Average 1005
s Student 1 S o5 o5%| a0s
1 [Student 2 2| 30| 27 [ 0%
5 | Student 3 22 36 19 77| T7%)| 0%
& |Student 4 21 0 26| 67 67| 0%
Possible 50%
7 | Points 0 3] 35| 100 100% 405
8 30%
5 20%
Unit Assessments 2010-2011
1
Total Graph 1: Average Grade
2 |Student Unit 1 |Unit 2 |Unit 3 | Points | Average
3 [Student 1 28 s 32 5 5%
4 |Student 2 T s eew|
5 |Student 3 22| 36| 13 77 T7%|
& |Student 4 21 0 26| 67 67%|
Possible
7 | Points 30| 35) E 100 100%|
g

N. Creating a graph from the Excel table.
Return to the top of the document.




1. To compare student progress on unit tests, select the data for the students in each unit and insert a columrBgtdpkt | would have
to make sure that | was comparing the correct values. | would lmgernpare scores on quizzes of equal value or | would have to
compare percentages per unit test.
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2.You could compare the students based on the average of the scbisesthe control key when you select the students and the average
score to make the bar graph.
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3. To compare the students on the unit tests, right click on the graplchodse Select Data Source, where you can switch your row and
column values.
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Total — —
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12 |Student Unit 1 [Unit 2 |Unit 3 |Points | Average f} {1
13 |Student 1 28 33 34| 95 95% W Student1 || | Legend Entries (Series) Horizontal (Category) Axis Labels
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4. You can also compare just two students by using control to select discontiguous data and shift to select contiguous data.
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12 | Student Unit 1 [Unit 2 |Unit 3 |Points |Average
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5. To complete your graph you can select the graph in the Excel document. The Chart Tools tab will appear. The Chabhaydigive
you choices that will match your final godlhe Design, Layout, and Format tabs under Chart Tools will give you more options that you will
probably ever use.

Graph 1: Average Grad«
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O. Print

Return to the top of the document.
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