How to Create a Simple Gradebook using
Microsoft Excel
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A3 * X o/ & Michaels, Jimmy
A B © D E F = H | d

1 |Students Test 1 Test 2 Test3 |Test Avg.| Quiz 1 Quiz 2 |Quiz Avy. *Grade
2

3 |Michagls, Jirmrmy | 90 95 a0 91.67 a0 53 59 91.4
4 |Johnzaon, Missie 83 99 100 893,33 g5 a0 a7.5 98.15
5 |Brown, Miles g9 99 93 85.33 100 100 100 95.0
B |Green, Lisa 75 ] 20 84.33 100 a0 95 85.4
7 |Jones, Matalie 2] 99 99 87 .67 8O 55 91.5 88.05
]

9 |Class Average 3.6 96 954 2167 H2E 926 926 .76
10 0% of Test Avg. plus 10% of QuizAvy.

Step 1. Open Microsoft Excel.

Step 2. In Column A, label Cell A1 as Students,

Step 3. Type the following student names starting in row 3 :

Micheals, Jimmy
Johnson, Missie

Brown, Miles
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Green, Lisa
Jones, Natalie
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Micheals, Jimmy
Johnson, Missie
Brown, Miles
Green, Lisa
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Step 4. Label Cells B1-D1 as Test1 — Test 3
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| 1 |Students Test 1 Test2 | Test3
2

Step 5. Label Cells E1-F1 as Quiz1 & Quiz2

Fd Microsoft Excel - Book2

File Edit  jew Insert  Format  Tools Data Window  Help
OO=HE [& B R~ « -2 ail -1 - B 7
F10 - P
A | B | ¢ | o | E | F
| 1 |Students Test1  Test? = Testd | Quiz1 Quiz2




Step 6. Input grades for all the students.
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| 1 |Students Test1 TestZ | Testd | Quiz1 QuizZ
2
| 3 |Micheals, Jirmy 80 95 59 80 ae
| 4 |Johnsan, Missie 95 99 100 85 a0
| & |Brown, Miles Bo 95 S5 100 100
| B |Green, Lisa 75 g5 0 100 a0
| 7 |Jones, Matalie ] a9 G99 s 95

Averaging grades
Step 7. — Label cell A9 as Class Average
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| 1 |Students Test 1 TestZ = Testd | Quiz1 Quiz2
2
| 3 |Micheals, Jirnrey 50 95 89 50 85
| 4 |Johnsan, Missie 949 949 100 85 g0
| 5 |Brown, Miles 89 949 93 100 100
| 6 |Green, Lisa 75 85 a0 100 a0
| 7 |Jones, Matalie 65 949 949 85 95
]
8 [Class Average |

Step 8. Select all the grades in Column B. Click on the Auto Sum button

select Average.
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1 |Students Test1 g1
T Counk
| 3 [Micheals, Jimmy 50 Max
| 4 |Johnson, Missie 93 Min
| 5 |Brown, Miles g3 - i
G |Green, Lisa 7E Mare Functions. .. ]
| ¥ |Jones, Natalie 65 93 ] 85
&3
Ai Class Average I .I

The formula will appear in cell B9 — press Enter.
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3 |Micheals, Jimmy FEn Y 95 89 =1 .

[ 4 [Johnson, Missis | 99 | 99 100 - Ll R Tl B ) 25 89
& |Brown Mies I go ! o5 o8 4 [Johnson, Missie 99 99 100
— e i ! 5 [Brown, Miles 89 99 98
& Green Lisa 4 78 | 8 X 6 |Green, Lisa 75 B8 90
7 |Jones, Matalie ¢ B § 99 89 | & : :

B i ! 7 |Jones, Matalie B& k) k)
| 9 |ClassA  =AVERAGE |8

10 [avEraGE(number1, [rumberz], .0 ] 9 |Class Average 836




Copy Cell B9 and Paste it through Cell F9
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A | B [ ¢ | o | E | F |

| 1 |Students Test1 = Test2 | Testd @ Quiz1 | Quiz2

2
| 3 |Micheals, Jimmy a0 95 faiz] 20 faia]
| 4 |Johnson, Missie 93 99 100 85 a0
| 5 |Brown, Miles g9 99 o5 100 100
| 6 |Green, Lisa 75 a3 a0 100 a0
| 7 |Jones, Matalie B5 94 99 88 95

g

9 |Class Averagye 836 | 96 952 926 926 |

Step 9. Insert a Column between column D & E
e Select Column E
e Click on Insert, then select Column
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Step 10. In Cell E1, Type Test Avg.
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A, I Columns I ]
; Students Workshest est 3 Quiz 1
3 |Michaels, Jirnmy il chart... E 80
4 |Johnson, Missie Symhbal... 100 85
5 |Brown, Miles 98 100
B |Green, Lisa Peo Bl 50 100
7 |Jones, Matalie | £ Function... 33 as
8 Mame
9 |Class Average N . 95.4 926

File Edit Wiew Insert Format  Tools Data  window  Help
DEPd R BEm- o =-2: -0 - [B]7 U
E1 - e Test Avg

A B C a] E F =]
1 |Students Test 1 Test2 Testd |TestAvyl Quiz1 | Quiz 2
2
3 |[Michaels, Jimmy a0 95 90 a0 [aa]
4 | lohngon, Missie 95 99 100 [ia] a0
5 |Brown, Mileg a9 99 93 100 100
E |Green, Lisa 75 a8 =] 100 a0
7 |Jones, Matalie B5 ] o9 a8 95
g
3 |Class Average 836 95 5.4 926 926
10




In Cell E3, Click the Auto Function button and select Average. Press Enter if the

Average is selecting the correct cells.

File Edit ‘“iew Insert Format Tools Data  window  Help
D & BEBR-|v-|Z -] o -]|B £ U |s
SuM > X A& =AVERAGE(EZ:D3)
A B C D E F | G
1 |Student Test 1 Test2 Test3 [TestAvg| Quiz1 | Quiz?
2 1
3 [Michaels, Jimmy &S0 [ 95 | =AVERAGE [ &
4 |Johnson, Missie 99 99 100 [ avERAGE(number1, [rumberz], 3] |
5 |Brown, Miles g9 99 93 100 100
B |Green, Lisa 75 [ats] a0 100 a0
7 |Jones, Matalie G5 99 99 [aa] g5
8
9 |Class Average 836 96 95.4 926 926
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E4 - 13

A B C ] E F | G
1 |Students Test 1 Test2 Testd |TestAvg| Quiz1 | Quiz2
2
3 |Michaels, Jimmy a0 95 a0 91.66667 a0 aa
4 |lohnson, Missie k] k] 100 i) =]
5 |Brown, Miles 89 99 93 100 100
B |Green, Lisa 75 [aa] a0 100 a0
7 |Jones, Natalie b5 99 99 a8 95
8
9 |Class Average 836 96 95.4 926 926

You'll notice there are too many decimal spaces. To remove this:

Select Column E, then click on Format, Cells
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From the Number Tab, select
Number.

Choose the number of decimal
places you'd like to see and then
click OK.

Murnber |Alignment I Font: I Border I Patterns I Protectionl

armple

’—STest fyvg

Categary:

Currency
Accounting
Drate

Tirne
Percentage
Fraction
Scientific
Texk
Special
Cuskam

Decimal places: |2 E‘

[ Use 1000 Separator {1
Meqative numbers:

Mumber is used For general display of numbers, Currency and Accounting
offer specialized Formatting For monetary value.
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1 |Students Test 1 Test2 Testd |TestAvg| Quiz1 Quiz 2
2

3 [Michaels, Jirmmy a0 2z 20 9B =] a5

4 |Johnson, Missie 99 23 100 99.33 g5 a0

Copy and paste the 5 [Brown, Miles 89 EE) % 5533 | 100 100

Cell E9 into the £ [Green, Lisa 75 EE a0 54.33 100 a0

7 |Jones, Matalie E5 99 o9 87 67 =iz} 95

other cells. 8 =
9 |Class Average 336 A5 35,4 QE.E 325

Step 11. - Repeat the above steps for

Quiz Avg. Column
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1 |Students Test 1 Test 2 Test3d | TestAwg| Quiz 1 Quiz 2 Quiz Avg.
2
3 |Michaels, Jimmy 90 95 a0 91.67 90 gg 39
4 |Johnson, Missie 93 99 100 99.33 g5 40 87.5
5 |Brown, Miles g9 99 95 95.33 100 100 100
6 |Green, Lisa 75 a3 a0 84.33 100 90 95
7 |Jones, Matalie B5 99 99 a7 .67 g3 95 91.5
g
9 |Class Averaige 836 96 95.4 9167 926 926 92.6

Scaling Grades
Scenario:

How can | take 85% of Test Avg and 15% of Quiz Avg. to get a Grade for my

students?

Step 12. — Label Column | as Grade.
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J5 - 3
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1 [Students Test 1 Test 2 Testd |TestAvg| Quiz1 Quiz 2 Quiz Avy.| Grade
2
3 |Michaels, Jimmy 20 95 20 91.67 90 g5 59
4 |Johnson, Missie 99 83 100 99.33 85 20 g87.5
5 |Brown, Miles [SE) 93 95 9553 100 100 100
B |Green, Lisa 75 55 a0 54.33 100 90 85
7 |Jones, Natalie B5 93 99 87 .67 (i8] 95 915
g
8 |Class Average 836 95 895.4 91.67 92.6 926 926
10

Step 13. In Cell 13, Type the following Formula: =SUM(E3*.85)+(H3*.15)
You are telling the computer to take 85% of E3 and add that to 15% of H3.
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DEHE|&BEBR- 9| 22 A -0 - B I UEE=EES
13 - A =SUM(EFD.85+H30.15)
A B C D E F | & H I
1 [Student Test1 Test2 Test3 |Test&wg| Quiz1 [ Quiz2 |Quiz Avg.| Grade
2
3 |Michaels, Jimmy 90 95 an 91.67 a0 a3 g9 1. 26667
4 |Johnson, Missie 99 99 100 99.33 85 90 a7.5
5 |Brown, Miles g9 99 a0 95.33 100 100 100
B |Green, Lisa 7a g3 an 84.33 100 90 95
7 |Jones, Matalie 65 93 93 87.67 85 95 91.5
g
9 |Class Average 3936 96 95.4 91.67 926 92.6 92.6

Copy and Paste the formula into the rest of the column and format the column

decimal places (Format, Cells
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@ File Edit Wiew Insert  Format  Tools Data  Window Help Type a ques
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1 |Students Test1 Test 2 Test3d |TestAvg| Quiz1 Quiz 2 Quiz Avy.| Grade

2

3 |Michaels, Jimmy 30 35 g0 9167 S0 a5 g9 9127
4 |Johnson, Missie 39 39 100 93.33 a5 a0 375 9756
5 |Brown, Miles e 39 93 9533 100 100 100 96.03
B |Green, Lisa fits) g8 a0 84.33 100 a0 95 55.93
7 |Jones, Matalie G5 39 39 87 B/ a5 95 N5 8324
3

9 |Class Average 836 a5 954 M E7 92F 92F 925 91.81
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Assigning a Letter Grade



Students Test 1 Test 2 Testd |TestAvg| Quiz1 | Quiz2 Quiz Avg. . Grade | etter Grade
Michaels, Jirnmy a0 95 a0 91.67 a0 a3 a9 91.27 A,
Uohnson, Missie 99 99 100 99.33 a5 a0 a7.5 97 56 A
Brown, Miles a9 99 93 95.33 100 100 100 95.03 A,
Green, Lisa 75 as a0 84.33 100 a0 95 85.93 B
Hones, Matalie Ga 99 99 g7.67 a3 95 91.5 g3.24 B

F
Class Average g3.6 95 95.4 91.67 92.6 92.6 92.6 91.51 A,

Step 14. - Insert a new column and Label it Letter Grade.

Step 15. — In Cell K3, type the following (long) formula:

=IF(J3>=90,"A",IF(J3>=80,"B",IF(J3>=70,"C",IF(J3>=60,"D",IF(J3<=59,"F")))))

Step 16 — Copy the formula in Cell K3, and paste into the rest of the cells.



