St.Josephs TECHNOLOGY

College® and

NEW YORK INFORMATION SERVICES

Esse non videri: “To be, not to seem.”

Microsoft Office Excel 20017
Creating an Electronic Grade Book

Provided by Technology & Information Services

Faculty/Staff Technology Training
Last revised May 2008




Microsoft Office Excel 2007 i Grade Book

Table of Contents

CREATING A GRADE BQO ... ettt am e e e e e e e e e e e e ame e e e e e nnn e 1
SAMPLE LIST OF STNDDE. ...t ier e me e s e e e e e e e enn e e e eameeeernn e 1
GRADING FORMULAS. ...t ettt mr et e e e e et r e e e e e e e e ame e e enn e e e enna s 2
Computing theClass Average Before the FINal EXAIML...........oiii ettt e e e e e e s e enreeeea e 2
ComPUEING the FINGI GRAOE..........oviiiie ettt e e e e e e e e e e e e s et bt e e e e e e eesatbeaeeaeeeaaatbaeeeaeeaasansbaeeeaeesasnsraeeeaeean 3
Assigning Letter Grades Using @ LOOKUP FOIMILIA. ........cc.uuiiiiii ettt e e et e e e e e et e e e e e e e nnarreeeaeeas 4
FORMATTING CELLS ..o er e e e e et e e et e e et eameeeaa e e eanaeeeanaaees 4
AVAY T [o IV { g T =To ] (o (= £ PRSP 4
WOTKING WItN SNAAING. ......eeeeiiiie ettt ekt e sk e e e e b e e e s bt e e et et e e nane e e e s anne e e e s re e e nnneeesnnreeeeas 5
[N TR ] o= S 4 TSRS 6
ATA = T oI = TN 7
VIBWING FOIMUIBS.......eee ittt ettt e e e ettt e e ettt e e e s bt e e e as e bee e e mte e e e aate e e e sbe e e e s eeeeeanneeeeantbeeeanteeeesnnaaaaeanneeaens 7
CUSTOMIZING PAGE DA S. ..ttt et am e e et e et ab e e e e eaa e e e anaeeeees 8
FaXe o[l gTo o [oo Vo [T ER: T o I o Yo (=T O OO PP PP PR SPPPP TP 8
Adjusing Margins, Page Orientation and Other LayOut OPIONS. .......c.couiiuiiiiiiree e iiiiiieae e s siiieeeee s e e sstbaeeeaesssnnereeeeeeeeenas 9
Repeating ROWS @N0 COIUMIIS. ......ccoiiiiiieiitit e eeeiee et ee ettt e e ettt e e s sttt e e e sst et e e asteeeessbeeeeabeeeeaseeeeaseeeeanteeeesaneeeesnneeeeantneenns 9
Hiding and Unhiding ROWS aNd COIUMNS .......cciiiiiiiiiiiiie ettt e sttt e sttt e e bt e e e bt e e saate e e e snneeeesnteeeennseeessannees 10
1ot 1o IS 11T TP T PP PP RPRPPRPOPI 10
PRINTING WORKSHEBET ... .ottt e e e e e e e et e e et e e s ameeaneeeanaeens 11
L 11O S (ST SRR 11
Displaying Gridlines, Row, and Column HEAAINGS .. ......uiiiuieie ettt e e e s 12
Printing Only @& POrtion Of @ WOTKSNEEL........cciiiiiiiiii ettt ettt e e st e e sttt e e sneeeeanbbeeeeanes 12
GETTING HELR ... ettt an e et e e e e e e enna s 13

St. Josephdés Coll ege
Technology & Information Services



Microsoft Office Excel 2007 i Grade Book

Creating a Grade Book

Excel is a great application to use to track student grades throughout the semester. One of the main
advantages of creating a computerized grade book is that Excel can perform calculations for you.
Additionally, Excel can automatically assign a letter grade to a column of numbers, such as a final
grade column. An Excel grade book can be easily reused from semester to semester by simply
removing student names and grades; not the formulas used for calculations. All these benefits help
make an Excel grade book a much better choice than working on paper.

Sample List of Students

In the example used throughout this manual (seeFigure 1), we are working with a grade book for a
class that has 3 homework assignments, 2 projects, 3 tests, and a final. We will compute each student's
class average before the final exam. Then, the final grade is computed after taking the final exam and
the matching letter grade is recorded.

A z C D E F G H | 1 I T—

1 |Last First HW1 HW2 HW3 Projectl Project2 Testl Test2 Test3

2 Meyer Brenda g8 75 83 88 g3 91 83 g4

3 Vickers Mike 86 90 85 82 89 80 87 90

4 |Soderling Mike 100 S0 100 92 87 88 94 76

5 |Dobbins Kent 88 0 91 73 80 85 79 94

& McDonald William g2 100 84 90 88 g3 100 89

7

8

Figure 1: Sample list of students used for tracking grades.

The examples provided throughout the manual may have to be adjusted to fit your grading needs.
Please feel free to contact one of the TIS trainers if you need assistance setting up your Excel grade
book. Before continuing through the rest of this manual, create a spreadsheet to use for practice. Use
the example listed in Figure 1.

A B
The breakdown of the final grade is computed as follows: |15 Homeworks 20%
16 Projects 30%
17 |Tests 25%
18 |Final Exam = 25%
19 Total 100%

Figure 2: Sample
assignment weights.

1) Enter the assignment labels and percentages listed above into the Excel

worksheet beginning in cell A15 Type in the numbers beginning Ceneid) =
with a decimal point.
2) For the Total, use the sum formula to sum cellB15 throughB18. § v O 9 || %58 508
3) To display the percentages with the percent sign, selectcells B15 ;
through B19 On the Hometab, in the Numbergroup, click the Percent RABHEL &
Style button (seeFigure 3). Figure 3: The Number
group on the Hometab.
St. Josephdés Coll ege 1
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Grading Formulas

The types of formulas used for grading purposes include (but are not limited to): summation, average,
and multiplication using percentages. Additional formulas may be use to find the median, minimum or
maximum numbers in a range of scores. Using our sample data, we will calculate:

e The students' class average before the final exam.

e The students' class average after taking the final exam.

e The students' letter grade based on their numerical final grade.

Computing the Class Average Before the Final Exam

This grade is calculated by adding the following three items: homework average multiplied by the
homework %, project average multiplied by the project % and the test average multiplied by the test
%. The result is multiplied by 100, then divided by the sum of the homework, projects and test % (this
IS to compensate for the missing 25 percent that we don't have yet for the final grade). The result is
divided by 100. To calculate the students' class average before the final exam, follow these steps:

1) Incell L1 and type in the heading Class Average
2) In cell L2 enter the following formula (see Figure 4 for an explanation of the formula):

=(AVERAGE(D2:F2)*$B$15+AVERAGE(G2:H2)*$B$16+AVERAGE(12:K2)*
$B$17)*100/($B$15+$B$16+$B$17)/100

3) Press the Enter key to accept the formula. If you used the sample data listed in Figure 1, the
result should be 88.73333333.

Homework Project
Average Homewak% Average Project %

A

;—_/_L.(\'ERAGE(DB:FE)* B$15+AVERAGE(G2:H2)*$B$16+
AVERAGE(I2:K2)*SB$17)*100/(SB$15+$B$16+SBS$17)/100

Y
a 2594
Test Tesj Compensates for the missing 25%

R

Average %

Figure 4: An explanation of each part of the lengthy formula used to calculate the students'
average before the final exam.

Instead of typing in the actual percentages and grades into the formula, we are using what is called cell
referencing We enter specific cell addresses in the formula so Excel knows where in the worksheet to
go to get the numbers.

St. Josephdés Coll ege 2
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When grades are referenced in the formula, we use relative cell referencing. Relative cell referencing
allows the formula to change row numbers as the formula is copied down the column.

When the weighted values (percentages found in the range from B15 to B18) are referenced in the
formula, we use absolute cell referencing. This prevents the cell address from changing when the
formula is copied. To do this we place a dollar sign in front of the column letter and row number.
Then, we can take this formula and copy it to a new cell location for each student. Excel changes only
the relative cell addresses to reflect the new location.

To copy this formula down the Class Average column, follow these steps: K L
1) Clickon cell L2. This is the cell where the first computed class average was |tz class Average
entered. )4 | 8873333333
2) On the Hometab, in the Clipboardgroup, click the Copy button or use the o
keyboard shortcut Ctrl+C. 6
3) Select the remaining empty cells in the Class Average column that ba
correspond to each student (seeFigure5). o oo
4) On the Hometab, in the Clipboardgroup, click the Paste button or use the ‘ 0

keyboard shortcut Ctrl+V. All references to row 2 are changed to row 3, row  Figure 5: Select cells
4, etc., but the references to the weighted values (percentages found in the where you will paste
range from B15 to B18) are kept static. the formula.

Computing the Final Grade

The final grade is calculated by first adding the three weighted percentages (B15 homework, B16
projects, and B17 tests), then multiplying that total by the class average. Next, multiply the final exam
score by the final exam weighted percentage. Finally, add the two numbers left as a result of the

calculations.

1) In cell M1, type the heading Final Exam

2) Enter in all student final exam scores beginning in cell M2 and continuing down the column to
the last student record. For practice purpose in the sample student list, enter the following
grades: 89, 92, 84, 87, 72

3) Incell N1, type Final Grade.

4) In cell N2, type in the following formula: =(L2*($B$15+$B$16+$B$17))+(M2*$B$18)

5) Press the Enter key to accept the formula. If you used the sample data listed in Figure 1, the
result should be 88.8 for the first student.

6) Copy the formula down the column. Columns L, M, and N should look similar to the ones

listed in Figure 6.

K L M N

Est3  Class Average Final Exam Final Grade
B4 88.73333333 89 88.8
B0 86.84444444 g2 88.133333
76 92.24444444 84 50.183333
B4 75.17777778 87 78.133333
B9 91.46666667 72 86.6

Figure 6: Computed columns using the sample
student data.

St .
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Assigning Letter Grades Using a Lookup Formula

Excel can automatically assign a letter grade for students based on a numerical final grade by using a
Lookup function. The lookup first examines the final grade for the student listed in the N column.
Then, that grade is located in the list of numerical grades stored in the lookup table off to the side of
the sheet (the R column). When the numerical grade is located between two numbers, Excel returns the
letter grade (found in the S column) for the lower number in the range. For example, if a student's final
grade is a 91, their letter grade is an A- because a 91 falls below the number required for an A (93).

The formula syntax for the Lookup function is as follows:

=Lookup(value to look up, columns and rows to look in, item to place in cell) [R[s]
1) In cell O1, type the heading Letter Grade o
2) Starting in cell R2, enter the numerical grade scale listed in Figure 7. 60,0
3) Starting in cell S2, enter the corresponding letter grades listed in Figure 7. By
These two columns together frame the Lookup Table j; E+

4) In cell O2, enter the following formula: = C'
77 C+

=LOOKUP(N2,$R$2:$R$13,$5$2:$S$13) 80 B-

83 B

5) Press the Enter key to accept the formula. If you used the sample data listed in 87 B+
Figure 1, the result should be B+ for the first student. 90 A-

6) Copy formula down the column to the last student record. 93 A

Student letter grades always refer to the lookup table. If you update the grade range, Figure 7: Grading

the student letter grades automatically are updated to reflect the change. Eﬁi;:ed in lookup

Formatting Cells

To add some visual appeal to the grade book and to highlight areas of the grade book you can use any
combination of formatting features found in Excel 2007. For example, you may want to add a border
or shading to a range of cells, change the formatting used to display numbers or percentages, display
gridlines or column headings, or add a sheet header or footer.

Working with Borders

There are many different types of cell borders and colors you can apply. After working with the basics
steps listed below, experiment with borders until you achieve the desired sheet appearance.

To add a border to a cell, follow these steps:
1) Select the cell(s) to which you want to add a border.
2) Click the arrow to the right of the Borders option found in the Fontgroup on the Hometab of
the Ribbon.
3) Choose the appropriate border from the list (seeFigure 8).

St. Josephdés Coll ege 4
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& )

- Home Insert Page Layout Formulas Data
=l Calibri Y11 A AT ==l
_'] ) { A = =\
Paste o |([B 7 U |- A-| (== ==
= ¢ 4 = - -
Clipboard ™ Fq Borders
c2 - iii Bottom Border
A ik B 1 c R Top Border
1 | i Left Border
2 | 2005§ 2000 3000 ‘ | Right Border
3 | 2004] 1500 6750 ‘ No Border
4 | 2003] 6440 2350 ‘ EH Al Borders
5 |[E] | outside Borders
= ! E] Ihick Box Border

Figure 8: The borders option found in the Fontgroup
on the Hometab.

To change the color of a border, follow these steps:
1) From the Hometab, in the Fontgroup, click the arrow to the right of the Borders option.
2) Inthe list of available border formats, point to Line Colorand click to select the desired color.
The cursor changes to the shape of a pencil.
3) To format individual borders that are already applied to cells, click the borders you want
changed. To format multiple contiguous cells, click and drag across the desired cells.
4) To quit formatting border colors, press the Esc key on the keyboard.

To change the line style of a border, follow these steps:
1) From the Hometab, in the Fontgroup, click the arrow to the right of the Borders option.
2) Inthe list of available border formats, point to Line Styleand click to select the desired style.
The cursor changes to the shape of a pencil.
3) To format individual borders that are already applied to cells, click the borders you want
changed. To format multiple contiguous cells, click and drag across the desired cells.
4) To quit formatting border line styles, press the Esc key on the keyboard.

To remove a cell border, follow these steps:
1) Select the cell(s) to which you want to remove a border.
2) Click the arrow to the right of the Borders option found in the Fontgroup on the Hometab.
3) Choose No Border from the list.

Working with Shading

To highlight certain areas of the grade book, you may want to apply color to a cell or group of cells.
You can easily remove cell shading if you no longer need it.

To apply shading to cells, follow these steps:
1) Select the cell(s) to which you want to apply shading.
2) On the Hometab, in the Fontgroup, click the arrow next to Fill Color.
3) Live Preview displays a sample of the color choice for the selected cell(s) when you hover the
mouse pointer over a color in palette.

St. Josephdés Coll ege 5
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4) Click the color on the palette that you want to apply to the selected cell(s) or choose the More
Co | o opsoeto see a larger selection of color choices (seeFigure 9).

Home Insert Page Layout Formulas Data

] — - -l ==l

; Calibri 11 A A = =||#®~

¥ ||[B £ Il Si-lA - |E = =S||E
rd T Font Theme Colors

H EEENNE
B3 A

A B

- I THTHTTE
|
as I Standard Colors

HE EEEER
Mo Fill

o

i2) | More Colors...

Figure 9: The cell fill color option found in the Font
group on the Hometab.

To remove cell shading, follow these steps:
1) Select the cells that contain a fill color you want to remove.
2) On the Hometab, in the Fontgroup, click the arrow next to Fill Color and then click No Fill.

Number Styles

Excel provides preset number formats to help you standardize how numbers will appear in your grade
book. For example, when formatted to show only two decimal places, the class average for the first
student in the sample database (cell L2) displays as 88.73 and not 88.73333333. When working with
the sample student database, you may decide to format the numbers in the class average column (L)
and the Final Grade column (N). Use the steps listed below to format any of the cells in your real grade
book.

When you need to format numbers quickly, use the options on the Ribbon. To see all available number
formats, use the options in the Format Cells dialog box. Both methods are listed below.

To format numbers using the Ribbon, follow these steps:
1) Select the cell(s) whose number format you want to change.
2) In the Numbergroup on the Hometab, click an option from the Number || § ~ % s | %8 5%
Format drop down list (seeFigure 10). The default option is the

General v

General style. Number 2
3) If necessary, use the Increase/Decrease Decimal buttons found in the Figure 10: The Number
Numbergroup to show more precise values. group on the Hometab.

To format numbers using the Format Cells dialog box, follow these steps:
1) Select the cell(s) whose number format you want to change.
2) Click the dialog box launcher in the Numbergroup on the Hometab.

St. Josephdés Coll ege 6
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3) Choose a category from the left side (seeFigure 11) and adjust any additional options from the

right side (number of decimal places, etc.).

4) Click the OK button when finished.

N o P Q R 5 T U Vv W
Final Grade [JUfdw=|t E 21x
88.8
88133333 Mumber Inlignment | Font I Border I Fill I Protectionl
80.183333 Cateqgory:
86.6 Er'-lurnber 88.80
®  |Currency
Accounting ; : &
S Decimal places: |2 E
Time I Use 1000 Separator (,)
Percentage
Eraction Negative numbers:
Scientific
Textl 1234.10
Special (1234.10)
Custom (1234.10)

Figure 11: There are many more number formatting options in the Format

Cells dialog box.

Wrap Text

There are times when you need to wrap text with in a cell so it appears on two or more lines. To wrap
text within a cell, follow these steps:

1)
2)

3)

4)

Select the cell (or cells) where you want to wrap text.

On the Hometab, in the Alignmentgroup, click Wrap Text (outlined in

the red square in Figure 12).

Data in the cell wraps to fit the column width. When you change the

column width, data wrapping adjusts automatically.

If all wrapped text is not visible, it may be because the row is set to a

specific height.

Viewing Formulas

You can quickly display formulas on the worksheet, and not the formula
result, by clicking the Show Formulas option in the Formula Auditing
group on the Formulastab of the Ribbon (outlined in the red square in

Figure 13). Or, use the keyboard shortcut Ctrl+ (accent mark located

above the Tab key and to the left of the number 1 key).

Ly

I

i
[TEd]
y|
¥
"N

-

i

Alignment [=

Figure 12: The Alignment
group found on the Hometab.

5
%33 Trace Precedents |94

&
Watch
Window

=% Trace Dependents ‘(p -
/. Remove Arrows ~ (£)

Formula Auditing

Figure 13: The Show Formulas
button in the Formula Audiiting group.
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Customizing Page Layouts

Excel allows for a great deal of customization in how your grade book appears both on screen and
when printed. For example, you can adjust margins, add headers and footers to pages, hide columns
and rows from screen view, or scale a page so it fits the printed page size. Listed below are some of the
common page layout changes you can customize.

Adding Headers and Footers

Headers and footers can be useful tools for organizing and identifying a spreadsheet. A header is a
section of information that is printed above the body of the spreadsheet and a footer is a section of
information that is printed below the body of the spreadsheet. Headers and footers repeat on every
printed page of the worksheet and each worksheet in a workbook can have different headers/footers.

To add headers and footers, follow these steps:

1) Select the worksheet tab in the lower left corner to which you want to add the header/footer.

2) On the Inserttab, in the Textgroup, click Header & Footer. A header appears, divided into
three sections, and the Designtab is visible on the Ribbon. The Excel screen view changes
from Normalto Print Layout

3) One section of the header appears on the left of the top margin, one in the center, and one on
the right. Although all three sections may not be visible, clicking in one of these areas will
trigger that section to appear (see Figure 14).

ﬁn H - J i Test File.xisx - Microsoft Excel Header & Footer Tools

a3

- Home Insert Page Layout Formulas Data Review View Add-Ins Design

=1 el B = | . ,

B w Wt ” (255 Different First Page ¥| Scale with Document
| B A 3O O & |k E

Header Footer Page Number Current Current File File  Sheet Picture Format 50t Go to Different Odd & Even Pages |¥| Align with Page Margins

- Number of Pages Date Time Path Name Name P Hea Footer
Header & Footer Header & Footer Elements Navigation Options

Al - % |
] . | o I = | I | 1 | 1 | 1 |
A B & D E F G H I J K

Spring 2008 Semester

Figure 14: The Header area and related Design tab on the Ribbon.

4) Click the section of the header where you want to add content.
5) Type in the text you want to repeat at the top of each printed page or click one of the options
from the Header & Footer Elementgoup on the Designtab (current time, file name, etc.).
a. To change the formatting of the text, select the text that you want to format.
b. Select the Hometab and use the formatting commands in the Fontgroup.
6) To stop working with your header, click outside of it.

To add a footer to the spreadsheet, follow the same steps as listed above with the exception of i.
a change in step 2. Before entering any text, click the Go to Footer button in the Navigation =

group on the Designtab. GoTo
Footer
St. Josephdés Coll ege 8
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Adjusting Margins, Page Orientation and Other Layout Options

In order to fit information on a page or change the appearance of a page, you may want to customize
the page layout. Several different aspects of the page layout may be altered to customize the way the
printed worksheet appears including: page margins, orientation, paper size, and position of the
spreadsheet on a printed page. Directions for adjusting each of these options are listed below.

To change page margins, follow these steps:
1) Click the Margins button on the Page Layoutab.
2) Select one of the given choices or click the Custom Margins... option. The Page Setup dialog
box appears, with the Margins tab selected.
3) Inthe Top, Bottom, Left, or Right text boxes, type the appropriate margins or use the nudge
buttons to select the appropriate value.
4) Click the OK button.

nsert Page Layout Form
To change the page orientation from portrait to landscape, follow these steps: J 3 ]j

1) Click the Page Layoutab on the Ribbon.
2) Click the Orientation option found in the Page Setugroup. A
3) Choose Landscape (seeFigure 15). j bortrai

-

Margins |Orientation| Size

- -

To change the paper size from the default size of 8 12" x 11", follow these steps: T
1) Click the Page Layoutab on the Ribbon. A | =] landscape

2) Click the Size option found in the Page Setugroup.

3) Select the desired paper size (Legal, etc.). MBI Orientation

options found on the Page
Layout tab.

To center the spreadsheet on a printed page, follow these steps:
1) Click the Margins button on the Page Layoutab.
2) ClicktheCu st om Maoptigni ThePage Setup dialog box appears, with the Margins tab
selected.
3) To center within the left and right margins, in the Center on page section, select Horizontally.
4) To center within the top and bottom margins, in the Center on page section, select Vertically.
5) Click the OK button.

Repeating Rows and Columns

When you are working with a large grade book, repeating information (like row or column
descriptions) on subsequent pages can help improve the readability of the spreadsheet. You can specify
which cells you would like to repeat on each page as print titles. After print titles have been defined,
row headings will appear at the left of the page and column headings will appear at the top of the page
when printing a multi-page worksheet. To set print titles, follow these steps:

1) From the Page Layoutab, in the Page Setugroup, click Print Titles. The Page Setup dialog
box appears, with the Sheet tab displayed.

2) Under Print titles, in the "Rows to repeat at top" text box, type a row reference for the row you
want to repeat. For example, if you want row 1 to repeat, type $1:$1
OR

3) To select the row, click the collapse dialog button .

4) Select the row you want to repeat by clicking it.

St. Josephdés Coll ege 9
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5) Click the restore dialog button El.

6) If necessary, repeat the steps to have a column repeat on the left side of every printed page. Use
the options in the "Columns to repeat at left" text box.

7) Click the OK button when finished.

8) Check the printed pages for accuracy using the Print Preview option (Microsoft Office
ButtonA PrintA Print Preview).

Hiding and Unhiding Rows and Columns

At times, there may be information in your grade book which you no longer need to see. At other
times, you might be printing your grade book and want to print only columns Ai D and columns Hi J,
skipping columns E,F, and G. Rather than rearrange your worksheet for either of these examples, you
can simply hide the information. To hide rows and/or columns, follow these steps:

1) Click a cell within the row or column you want to hide.

2) On the Hometab, in the Cellsgroup, click Format.

3) From the Formatmenu, in the Visibility section, select Hide & Unhide.

4) Click either Hide Columns or Hide Rows depending on which you are trying to hide. The
column and/or row is hidden.

To unhide columns or rows, follow these steps:
1) Select at least one cell from both of the columns around the hidden column(s) to be
redisplayed. For example, if column B is hidden, select a cell from both columns A and C.
2) On the Hometab, in the Cellsgroup, click Format.
3) From the Formatmenu, in the Visibility section, select Hide & Unhide
4) Click either Unhide Columns or Unhide Rows depending on which you are trying to display.
The column and/or row reappears.

Scaling Sheets

The scaling option allows you to adjust the size of the printed copy. The default size of the printed
copy is 100%. You can adjust the scale to a percentage of the default size, or choose to fit the
worksheet to a specific number of pages; both allow you to reduce or enlarge the entire worksheet.

To adjust the page scaling, follow these steps: == ]
1) Click the Page Layoutab on the Ribbon. T
2) From the Scale to Figroup (seeFigure 16), in the Scale text box, 3] Height: Automatic -~
type the appropriate percentage or with the nudge arrows, click the ] Scale: 0%
appropriate percentage. Scale to Fit F
-OR - Figure 16: The Scale to Fit
3) From the Scale to Figroup, in the Width text box, click the drop group on the Page Layout
down arrow to select the desired number of pages. tab.
St. Josephdés Coll ege 10
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Printing Worksheets

Excel provides many options for modifying how the worksheet will appear on a printed sheet. Many
features that appear on the screen, such as gridlines and row and column headings, will not
automatically print. However, you may choose to include these and other elements in the printed
worksheet. It is always a good idea to preview the worksheet on screen in a print layout view (see
section below) and to use the options outlined in the earlier section, "Customizing Page Layouts", to
fine tune the worksheet before sending it to the printer.

Printing a worksheet is as easy as clicking the Microsoft Office Button and choosing the Print option

found in the Office Button menu. Or, you can use the keyboard shortcut Ctrl+P. The Print dialog box

that appears allows you to choose a printer, print the active sheet or the entire workbook, print a range

of pages, print multiple copies, and adjust other printing options found in the printerPr oper t i es é
button (seeFigure 17).

print 2|

rPrinter

Mame: IJhp deskjet 960c L‘ Properties. .. |
Status: Idle T
Type: hp deskjet 960c IOErIers s |

Where: LPT1:

Senent I™ Print to file
(-Print range ~Copies

o al Mumber of copies: Iﬁ

O page(s) From: | = Tor || 2

rPrint what lj}l Ij}l [ Collate
" Selection " Entire workbook -

% active sheet(s) € Table
[ Ianore print areas
Preview | OK I Close

Figure 17: The Print dialog box in Excel 2007.

Print Preview

Previewing a worksheet using the Print Preview option can save time, paper, and the frustration of
waiting for a printout only to discover that it is not what you want. To preview a worksheet before
printing, follow these steps:

1) Click the Microsoft Office Button and then point to the [ &\ 2
Print option. -
2) Click Print Preview on the Print submenu. The | R
worksheet displays on screen with the Print Preview tab b | ol Bt
visible (seeFigure 18). B e 2ol o Mrains. |
3) Once you are in the Print Preview view there are a few Print Zoom Preview
unique options available from the Print Preview tab. Figure 18 The Print Preview tab in Excel 2007.

Options include: Print, Page Setup, Next Page, Previous
Page, Zoom, and Show Margins.
4) Click the Close Print Preview option when finished to return to Normal view.
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Displaying Gridlines, Row, and Column Headings
The Page Setup dialog box offers additional printing options you can activate for printed worksheets.

1) Click the Page Layoutab on the Ribbon.

2) Click the dialog box launcher in the 2
Page Setugroup. Page | Margins | HeaderfFooter  Shest I

3) In the Page Setup dialog box that opens, click Print area: | =]
the Sheetab (seeFigure 19). Print titles

4) To print gridlines, in the Print section, select Rowstorepeatattop: | |
Gridlines. Columns to repeat at left: | 8]

5) To print row and column headings (the Print
columns letters A, B, C, etc. and row numbers WV Gridines Comments: [t end of sheet =
1, 2, 3, etc.), in the Print section, select Row L e ol ertors et [dsplayed |
and column headings. B

6) Click the OK button when finished and et
preview the worksheet before printing. Figure 19: Options found on the Sheettab of the Page

Setup dialog box.

Printing Only a Portion of a Worksheet

You might not always want to print the entire worksheet. You can print portions of a sheet by selecting
the range of cells to print and choosing an option in the Print dialog box. To print only a range of cells,

follow these steps:
1) Select the range of cells to be printed.
2) Click the Microsoft Office Button and then click the Print
option.
3) In the Print What area, choose Selection (seeFigure 20).
4) Click the OK button. The specified range of cells is printed. |

Preview

Print what

(" Entire workbook
" Table

i Ignore print areas

Figure 20: Choose Selectionin the Print
What area of the Print dialog box to print a
portion of a spreadsheet.
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The Microsoft Office Help system provides concise, printable descriptions and procedures for virtually
any Office feature. The Help system is useful for troubleshooting problems and explaining specific
subjects, making Microsoft Office a more accessible program to work with. The topics found in the

Help system are actually stored in an extensive
system in the Office 2007 programs utilizes a d
and new content.

Each program in Microsoft Office has a separat
Help window from one program, such as Micro

help library on Microsoft's Office web site. The Help
irect connection to this web site and allows for updated

e Help window. This means that when you open the
soft Office Excel, and then go to another program, such

as Microsoft Office Word, and open Help, you see two separate Help windows.

To open the Help system, click the HELP icon ® in the upper right corner of the screen (or press the
F1 key on the keyboard) to open the Help dialog box. There are a number of buttons available in the
Help toolbar at the top of the Help dialog box to help you navigate through the Help system: Back,

Forward, Home, Print, Show Table of Contents,

etc. (seeFigure 21).

@) Excel Help R >
v J Search ~
by -1

What's new Getting help -

Installing Activating Excel

Customizing Accessibility

File conversion and compatibility Saving and printing

Workbook management Worksheet and Excel table basics

Forms Formula and name basics

Function reference Filtering, slort;ng, and

conditionally formatting data
: =

All Excel @ Connected to Office Online .

Figure 21: The Excel 2007 Help system dialog box.

There are two ways to search for help topics. You can use the search text box at the top or you can
browse Office Help for information on your subject using the links in the main area of the window. If
necessary, click the button in the lower right corner of the Help system dialog box to change the

connection status to Microsoft's web site.

St. Josephdés Coll ege
Technology & Information Services

13



Microsoft Office Excel 2007 i Grade Book

Microsoft allows its users to evaluate its help topics to better assist Office users in the future. The
critiquing option is available in every help topic and is very easy to submit. You must be connected to
the internet to critique a topic.
1) Open the Help dialog box.
2) Find the topic by either searching or browsing in the Help dialog box.
3) After reading through the help topic, click the YES or NO button, or | DON'T KNOW, as
appropriate. The screen refreshes to include a text box.
4) In the text box, explain your issue and the degree of the topic's helpfulness.
5) When you are finished, click the Submit button. Your critique is submitted to Microsoft.
OR
6) If you choose not to critique the article, click the Back button.
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