Using Excel as a Grade Book

K. C. Weaver
Department of Chemistry



Import class roster from myUCA into
an Excel spreadsheet

Open up a new (blank) workbook
Go to Summary Class List

Select all the students (hold down the left mouse
button and scroll over the names all the way to the

end)
Copy (Crtl+C or Edit| Copy from the menu bar)

Switch to Excel, and right-click in the cell you want to
“start” in



* Choose Paste Special... from the pop-up menu
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Choose Select Text in the dialogue box, and click [OK]
(or hit the Enter key)--if you don’t do it this way, you
get weird stuff in the spreadsheet
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3 2 Bell, Louis BOL05206: Wb regis Undergrac 4 E-mail
4 | 4 Brown, 1aBO1013BT: Web regis Undergrac a E-mail
| 5 5 Brown, J& BO10JERS: Registere: Undergral 4 E-mail

6 B Couture, / BO10GITA: Wb regis Undergrac 4 E-mail
7 7 Diep, That BO1037B0: Web regis Undergrat 4 E-mail

F B Frazer, An BOOIOTS2E Web regis Undergrat 4 E-mail
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10| 10 Hartman, BO10Z153Web regis Undergrac 4 E-miail

un 11 Huynh, Ck BOL01SSTEWeb regis Undergra 4 E-mail
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13| 13 Kwirera, EBO1090791 Registere: Undergrat 4 E-mail

14 14 Manry, Ar BOL0S212: Web regis Undergra 4 E-mail
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* Now you can edit however you please...

* Select columns (hold down left mouse button)
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* Right-click and drag down to Delete columns you
don’t want
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* To auto-size cells, position the cursor between two
columns until it looks like this <||= and double-click
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Now we’re ready to set up the
gradebook

You can set it up to have everything on one page

You can set it up to divide things out onto separate
worksheets any way you like (for example, lecture &
lab, tests & quizzes, tests & quizzes & assignments,
etc.)

You can even create special pages, such as an
attendance roster or to store information
downloaded from Blackboard

Now that you have some names in the spreadsheet,
let’s have some fun



