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When you see the plus sign you can also double-click on E4’s fill handle and Excel
will calculate the student averages.

Calculating Test Averages

-

Click in blank cell B14. This is where Test 1 will appear. Follow the procedure
you used for student averages.

. Move the cursor until a black plus sign appears ’+' in the lower right

corner. It should appear on top of the fill handle.

In this example, you will drag to the right to fill in the test averages.

Calculate the Standard Deviation

The standard deviation tells how much variance there is from the average.

1.

2.

Click in blank cell B15 and type =STDEV.P.

A drop-down menu will appear after a couple of keystrokes. Double-click
on STDEV.P.
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3. Click on the first Test 1 number, *86” and click on the last Test 1

Number, “88.”
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4. Press Enter. Excel will calculate the standard deviation of 9.62 using the

If =sTDEV.P

(84:‘312)‘ }

formula. It will automatically close the parenthesis.

Calculate the Standard Deviation for Test 2 and Test 3

1. Select cell B15.

2. Move the cursor until a black plus sign appears + in the lower right
corner. It should appear on top of the fill handle. Drag until the standard
deviation is calculated for all three tests.

S o

; 15 |Standard Dviation 9.69

@ If the numbers are noncontiguous hold down the control (Ctrl) key
and click on the numbers you want.

Change Decimals to Whole Numbers
1. Select the numbers to change in the table.
2. Click the Home tab, and from the Number group, click the Decrease

'] to round to the nearest whole number.
You will have to click more than once.
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You can also click the Home tab and click on the Number Dialog Box Launcher.
From the Format Cells dialog box you can select Number and change the
decimal point to 0 so it automatically rounds to a whole number.
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Use a Formula to Calculate Letter Grades

1. To convert student scores into letter grades, begin by clicking in cell F4 and type
the = sign.

2. Next, type the following formula:

IF(AVERAGE(B4:D4)>89,”A”,IF(AVERAGE(B4:D4)>79,"B",
IF(AVERAGE(B4:D4)>69,”C”,IF(AVERAGE(B4:D4)>59,”D","F"))))

3. You can also open the “Formula” document in the Lessons Folder.
4. Click and drag the text in the formula bar to select the formula.

5. Click on the Home tab, and from the Clipboard group click on the

Copy button B (Ctrl+Insert).

6. When you get to the Grade Book spreadsheet, click on the Home tab and in

B

Paste

the Clipboard group click, on the Paste button (Ctrl+V).

7. Press Enter; a value of B will be recorded in cell F4.

8. Move the mouse to the lower right corner of cell F4. When the cursor turns
into a small black plus sign, pull down the fill handle through cell F12.

9. Excel will calculate the letter grade for each student.
Merge and Center
1. On the worksheet, select cells A2 through F2.

/éComputer 602 &

2. Click the Home tab, and from the Alignment group, click on the

Merge & Center button upside down triangle. E
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3. From the drop-down menu, choose Merge & Center.

: INSERY  PAGELAYOUT FORMULAS DATA REVIEW VEW

4. At the Alignment dialog box click OK. “Computer 602" is now
in one cell and centered.

5. Click and drag to select cells A2 to F2.

6. Click on the Home tab and from the Styles group, click on the Cell

Styles button @'C’Eﬁ Styles - and choose a Style. “Computer 602"

now becomes that color.
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Center Within Cells
1. Click on the Home tab.

2. Click and drag the cells with numbers and grades in the table
(exclude the names). These cells are now selected.

3. From the Alignment group click on the Center button. !
The numbers and grades will be centered.
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Use the Table Gallery

1. Click and drag to select all the cells, excluding “Computer 602.”

A quick way to select these cells is to click in A3 then hold down the Shift
key and click on cell F15.

2. Click the Home tab and under the Styles group, click the Format as

Table button. .

3. When the Format as Table gallery appears, click on a style
(6 across, 3 down).

«avdesock~’r'ai i

REVEW VW Vicki mrpvgf% ;

4. When the Format as Table dialog box appears, click OK.

m You can border the numbers by selecting what you want to border. Click
on the Home tab, and from the Font group, click on the Border button.
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Print, Save, and Exit

1. On the Quick Access Toolbar click the Save button. [@
2. Click the File button, and from the Backstage View, choose Print.

3. Choose your options and click on the Print button.

Printer
[y WP Laseriet 4050 Sesies PCL.. _|

Ready

More Excel Functions

You can access more than 400 Excel functions. Before leaving Excel,
let us briefly explore this topic.

1. Click on the Formulas tab, then click on the Insert Function button.

HOME  INSERT = PAGELAYOUT | FORMULAS @ DATA :

2 AutoSum ~ {B 1ogical - I8 1ookup & Reference =

| o,

W [ Recently Used - 17 Text - 1 Math & Trig -
§ Insert 3 : - i
i Function 3ﬁ Financial ~ {ﬁ Date & Time - B More Function:
:i Library

2. When you click the Insert Function button, Excel displays the Insert
Function dialog box.

3. Select the function you want to use, (here Statistical), and select a function,
(here STEV.P), then click OK.
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4. In the Function Arguments box enter the values you want (for example,
B4:B12), and click OK.
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F | You can also select the minimize button. Click and drag to select

the numbers you want and click the check mark.

5. From the Quick Access Toolbar click on the Excel button, | and

from the drop-down menu, choose Close (Alt+F4).
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Grade Book

Objective: Use Excel to calculate your students’ averages for a series of tests and record
their final grades. You will have a grade report form that looks similar to the following:

i Brow Me!’xs'sa §

‘ ’ Romero, Scott
Schwartz, Sherrle | 88 |

| Standard Dewatnon .

Open Microsoft Excel 2013
1. When you open Microsoft Excel 2013 you see templates.
2. Click on the Blank workbook Template.

Save the Worksheet

1. On the Quick Access Toolbar, click the Save @ button (Ctrl+S).

2. At the Save As dialog box, name it “Grade Book,” and click Save.
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Enter Text and Data

1. Click in cell A2, type the title for your worksheet, “Computers 602,”
and press Enter.

2. Type “Name,” and press Tab.
3. Type “Test 1,” and press Tab; type “Test 2,” and press Tab.

4. Follow the same procedure and type “Test 3,” “Student Average,”
and “Final Grade.”

5. Click in cell A4, fill in “Gomez, Maria,” and press Enter.

6. Use the same procedure to fill in the following names: “Parks, Philip;”
“Brown, Melissa;"” “Friedman, Vicki;” “Johnson, Alex;” “Kelly, Jim;"
“Schwartz, Sherrie;” “Romero, Scott;” and “Bentley, David.”

7. Click in cell A14 and type “Class Average.”

8. Click in cell A15 and type “Standard Deviation.”
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If you need an additional worksheet click the Home tab, and from the Cells

group, click on the upside down triangle next to the Insert button and choose
Insert Sheet.

If necessary, widen the columns (for help, refer to “Balancing a Budget”).

Sort Names

1. To sort names in alphabetical order, click and drag to select the names
that you want to sort.

2. Click the Data tab and from the Sort & Filter group, click the

A
Sort Ascending button Zl’

3. At the Sort Warning dialog box, choose Continue with the current

selection, and click Sort (you don’t want your sort to include the
“Name,” “Computers 602,” etc.)
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. The names are now alphabetized. Click outside the cells.

. Click in cell B4, type “86” and press Tab.

Next, type “85”, press Tab, type “88,” and press Enter. (You should
now be ready to enter Melissa Brown’s scores.)

. Continue filling in the data using the Tab and Enter keys.

The spreadsheet should look as follows:
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HName Testl Test2 Test3  Student Average Final Grade
Bentley, David

Brown, Melissa

Friedman, Vicki

;Gomex Maria

Johnson, Alex

Kelly, Jim
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Romero, Scott
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14 Class Average
15 Standard Deviation

8. On the Quick Access Toolbar, click the Save button I Q to save

this worksheet.

Calculate the Student Average

Refer to “Balancing a Budget” (page 240) for a more complete explanation.

. Click in cell E4. This is where the average score for David Bentley

will appear.

. Type =. This tells Excel that you are typing a formula.

Begin typing the word “Average.”

. As you type, a drop down menu will appear with the word Average.
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| Student Average ;

Double-click on it. You will see the word “Average” with an open parenthesis S

5. We are going to average David Bentley'’s scores. Click and drag to select “86,”

“85,” and “88."

| 4 [Bentley, David | 86 85 881=AVERAGE(B4:D4| |

e e e e e

. Press Enter. Excel will calculate the average. You should now see the average
86.33333333 in cell E4.

. Move the cursor until a black plus sign appears + in the lower right
corner. It should appear on top of the fill handle.

Student Ave rage
| 86.3333

. Click and drag down to fill in the rest of the student averages.

Student Average
86.33333333( |





