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Documents Included with This Package:

The following documents should have been included in the package of files that you have received:

1) This Instruction Booklet and Quick Start Guide



Filename:
Gradebook Instructions.doc

2) Electronic Grade Book Template (25 Student Class)



Filename:
Gradebook Template – 2001a.xls




This is a previous version

3) Electronic Grade Book Template (25 Student Class)



Filename:
Gradebook Template – 2002a.xls




This is the latest version


4)
Electronic Grade Book Template (32 Student Class)



Filename:
Gradebook Template – 2002b.xls




This is the latest version


5)
Attitude & Participation Rubric and Scoring Sheet



Filename:
Attitude & Participation Rubric.doc


6)
Student Version of Electronic Grade Book Template



Filename:
Student_Gradebook.xls


7)
Sample Grade Book Version 2002 (Filled In w/Grades)


Filename:
Sample_Gradebook.xls

8) Quick Start Guide (Plain ASCII Text File)

Filename: 
Quik_Start.txt

9) Student Information Form (For aiding in filling out class roster)

Filename:
Student_Info.doc

10)
Sample Screen shots of grade book pages and worksheets


Filename: 
Sample Screen Shots.doc

If any of the above documents or files are missing

please let me know immediately!
Before You Begin
Optimizing the View:
This spreadsheet was designed to be viewed best at a video resolution of 800 x 600.  To change the view, go to video properties, settings, and set the screen for 800 x 600.  If using a higher or lower resolution than 800 x 600, open the spreadsheet, go to “View” on the tool bar, select “Zoom,” and select the appropriate zoom setting to make the screen more comfortable for viewing.

To see more information on the screen, the view can be maximized to eliminate the tool bars and windows task bar, and use more of the screen to display information.  Click “View” in the menu bar, click on then click “Full Screen”.  To get out of “Full Screen” at any time, click “View” in the menu bar, and click on “Full Screen” again to return to normal view.

Also, Be sure to “maximize” the template, rather than viewing it in a “Window” in order to view more of the data.
Fair Use and Licensing:

This template is distributed to fellow educators free of charge. Users of this template are authorized to make unlimited copies for distribution to fellow educators and trainers, as long as they do not charge for doing so.  Charges for supplying CDs or floppy disks, and mailing the template are allowed, however, but you must only charge what it actually costs you for media and shipping.  This package may not be offered on on-line auctions or other means where the media and handling fees you charge exceed the actual costs for those things.  In other words:  you are not authorized to make ANY profit whatsoever by distributing this package.  This template may not be copied for sale or distribution through commercial channels.

Software Version Compatibility:

This template was originally created in Microsoft Excel (MS Office 97, Professional Edition).  The latest version of the template was completed using the version of Excel in MS Office 2000.  If you have an older version of Excel, and need this template converted, I can do the conversion to work with versions of Office as old as Office Version 4.2.  If you have a newer version of Microsoft Office, such as Office XP, the files should load without any difficulty, but this has not yet been verified.  

This template has also been tested on a Linux machine with Red Hat Linux 7.0, and using Star Office version 5.1.  The template works with Corel Quattro Pro, but has to have several adjustments made after the template has been opened in order to view it correctly.  If a critical issue arises from use with any software, or any particular versions, please contact me immediately (see below) so that I can resolve these problems as soon as possible.

Contacting the Author:

Feedback is always a very important part of the process of developing tools for my fellow educators to use.  If this template helps you to help your students, then my goals were achieved.  However, if this template is too hard to use, or it is not doing what you expect it to, please let me know so that I can resolve these issues quickly.  If you have any comments, critiques, or suggestions for improvement, please forward them to me as soon as possible.  Comments and critiques have already resulted in several major features being added or improved – so your input DOES make a difference!

Feel free to contact me at any time with questions regarding this template:

William P. Flinn

 CCNA, CCAI, CNST, Network+, I-Net+ (SME), Network+, A+

Southeast Technical Institute

Computer Networking Technologies Team

2320 Career Avenue

Sioux Falls, SD 57107

Office:

(605) 367-5503

Cellular:    
(605) 366-6036

Email:  
wpflinn@hotmail.com   

Internet:  
http://users.southeasttech.com/~william.flinn/
MS-Excel is a Trademark of the Microsoft Corporation

Enjoy, and Have a Wonderful School Year!

Instructions for Grade Book Spreadsheet Template

(Using Microsoft Excel)

Introduction and Features:

This electronic grade book template was originally designed using Microsoft Excel 97™ software, and is intended for use by educators and trainers.  It has since been updated and improved using MS Office 2000. The template file can be converted to other versions of Excel from Office 97, Office 2000, or upon request by contacting the author. The instructions for this package assume that you are using one of the following:  Windows 95™, Windows 98™, Windows Me™, Windows NT™, or Windows 2000™ operating systems. If you have any comments, critiques, or suggestions for improvement, please forward them to me as soon as possible.

The grade book template file offers the following features (worksheets):

Class Roster:
For entering student and general class information.  This roster will automatically populate the rest of the grade book fields for you.  Enter your grading scale here to assign letter grades to students.
Main Page:
Entering and analyzing all graded categories, including homework, tests, lab projects, daily points, and final grade, all based on separate categories.

Attendance:
For taking daily attendance, and quantifying absences and tardiness.

Daily Grades:
For keeping track of daily grade and participation points.

Absences:
Analyzes absences by week, and allows the Instructor to determine grade point deductions for excessive absences, if desired.

Extra Credit:
Instructor can enter and track extra credit points given.

Seating Chart:
Diagram of classroom and entry of seat assignments.

Lesson Planner:
Annotate day-by-day lessons to be taught.  This is especially helpful for having a plan in case a substitute is needed.

Assignments:
Keep track of assignment due dates, and dates when tests were given.  This can be printed, and posted in the classroom for students to keep track of their due assignments.

1 – 25:
These numbered tabs correspond to students numbered 1-25

(Version 2002)
on the main grade, and allows for individual grade reports.

Also included is a student version of the grade book template.  This file can be distributed to students so that they can enter their test and other scores, and keep track of their own grades.  I have found this useful in reducing the amount of time that I am inundated with requests for “What is my grade?”  It will also help reduce the number of printed reports you have to produce to keep your students informed of their progress in your class.

New Features in Version 2002:

The new version of the template now includes a “Class Roster” worksheet to help with setting up the class, and to enter student names, ID numbers, email, phone numbers, and comments.  This will give you a single page to view all of your students, and have their contact information available if you need to get in touch with them about classroom or advising issues.  Also included, is a new document, the  “Student Information Form” that you can pass out on the first day of class.  Your students can fill it out, give back to you, and you can quickly update your student roster.

Also beginning with version 2002x of this template, the numbered tabs that start immediately to the right of the “Assignments” tab are individual student grade reports.  This will allow you to call up the screen for an individual student in your class, and go over it with them, while hiding of the grade information of the other students from their view.  These numbered tabs also include a section for recording counseling notes and other comments.  You can print out each individual sheet and give it to your students periodically.  When your students know where they stand in your class, they are much more likely to try to stay caught up --  this report helps to eliminate the “out of sight, out of mind” attitude.

Another minor addition in version 2002x is a summary at the bottom of the test grade section of the Main Page.  This summary will allow you to determine the class average on a particular test, and the overall class average of all tests combined.  Some instructors like to use this as a way to get a class to set goals for themselves.  For instance, a class might set a goal of scoring 85% as a class on a particular test.  After the test is taken, the test average is calculated automatically and can be displayed (see the “Creating Reports” section for more information).  The idea for this came from one of our Business Department Instructors, during a recent inservice.

My favorite feature of all is an improvement that gets rid of those annoying “0’s” that appear in any cell that gets information from another cell, but the originating cell was empty.  I used a “paste link” to allow entry in one cell to populate other cells in the spreadsheet.  If there is no data in the first cell, however, Excel puts “0” in the linked cell.  This causes confusion when the students get their grade report, because they think they got a “0” for an assignment, when in fact that assignment hasn’t been entered yet.   I used a “conditional format” to turn those zeros to the same color of the cell, thus making them invisible.  I give full credit for the idea to do this to one of my students, Steve Byers, who is an Excel whiz, and a real hard charger!  Thanks for the idea and the help, Steve!

Preliminary Setup

Video Display Setup:

For optimal screen presentation, it is recommended that you set your screen resolution to 800 x 600 pixels.  This will enable you to see as much information as possible, with minimal scrolling.  On the grade book for the small class (25 students), the entire list of students for a particular grading category will be visible on one screen.  On the template for the large class, you will have to scroll up and down, but the entire width of most work sheets will be visible.  This resolution has been proven to work well on laptops as well as desktop machines.

To set 800 x 600 resolution, right click on any blank area of the desktop, select “Properties” – “Settings,” and move the “Screen Area” slide bar to 800 x 600.

If you wish to use another screen resolution, you can also adjust the “zoom” feature to allow a certain amount of information to appear on the screen.  To do this, open the spreadsheet, go to “View” on the tool bar, select “Zoom,” and select the appropriate zoom setting to make the screen more comfortable for viewing.  You may have to experiment with this one a bit.  I tested this template on machines with resolutions set at 800 x 600 and 1024 x 768.  By playing with the zoom feature, I was able to make the screen look good on both machines.  With a screen resolution of 1024 x 768, I have found a zoom setting of 75% to work rather well.  To set the zoom to the same value for all pages, you can do them all at once by clicking on the “Class Roster” tab, holding down the SHIFT key, scrolling over to the last of the numbered tabs (either 25 or 32, depending on template being used), and clicking on the last tab.  All of the worksheets will turn white.  Then select “View,” “Zoom,” and select 75%, or whatever zoom level allows the best viewing.
Organizing Grade Books by Semester & Class:

It is recommended that a grade book be designated for each separate class.  One method would be to put a folder named “Gradebooks” under the “My Documents” folder in Windows, make sub-folders for each semester or school year, and save the grade book for those classes in the appropriate folder.


Example:


I have my own file structure organized as follows:

C:\



  |____
My Documents








    |____GradeBooks





     |____Fall 00


(File Folder)





     |____Fall 01


(File Folder)






     |           |____CIS-151-2.xls

(Class File)





     |           |____ET-112-1.xls

(Class File)





     |____Spring 01


(File Folder)





     |____Summer 01


(File Folder)





                 |____CIS-200-2.xls

(Class File)





                 |____CIS-271-1.xls

(Class File)


NOTE:   Copy the template to a new filename immediately upon creating a new class in order to prevent overwriting the original template file.

File Naming:

Upon creating a new grade book file for a new class, make sure you save the file under a different name as soon as possible.  Otherwise, you will over-write the template file, and possibly make it more difficult to use for other classes.  

One suggested method for naming files is to keep the filename short (even though Windows 95/98 recognizes long file names), using the course number and section as the filename (also see previous section for examples).  


Examples:



CIS-271-1.xls



CIS-151-2.xls

This makes folder and file management for these grade book files easier to deal with.  It also gives the grade book files a short, easily recognizable name for simplifying their location and retrieval.  You can later put an icon on your desktop for quick access.  I have found this extremely helpful for quickly pulling up the grade book for a particular class.

Creating Multiple Grade Books for a Semester:

You will probably need to create grade books for multiple classes in a single semester.  Here is a time saving tip to help you enter some of the information that all grade books will contain: After you have saved your template file as a particular class name, and before entering all of the data unique to any particular course (course name, students, etc.), you can enter data that is common to all courses you will be teaching.  

For instance, the “Attendance” page, the “Daily Grade” page, and the “Lesson Planner” all contain information pertaining to the dates of the days in the semester.  Your Lesson Planner may also contain dates for things such as Student Organization Meetings, Holidays, and other school calendar special days that all classes will have in common.  If you fill out all of the dates on one grade book, you can then copy this file as many times as needed to create the number of files needed for that semester.  Then, all of your grade books for the semester will already have all of these dates filled in.  

The progression of creating all of your needed grade book files for a semester would then look something like this:


1)
Make directory (folder) for the semester.


2)
Copy the original grade book template to that directory.


3)
Enter all date information into the file you just copied.

4)
Perform a “Save as” to create the number of different grade books you need for all of your classes for the semester.

5)
Enter class names and numbers, student names and ID’s from your class lists and/or Student Information Forms, and other information unique to each individual class.

Backing Up Your Files:

I can’t emphasize this enough!  Back up those grade book files often.  There is nothing more embarrassing than having to tell your students that you lost all of their grades and have to rebuild from scratch.  Kind of like when they tell us that their dog ate their homework?

Choose a method of backing up that is easy for you to access and use often.  Even backing up your grade books to a floppy diskette gives you some assurance of safety.  Many teachers have access to a computer network at their school, and their own “Home Directory” on the network.  If you are unsure of this, check with your Network Administrator, who will gladly show you where your space on the server exists.  Just be sure to arrive at their office bearing gifts of Cheetos and Jolt Cola.

I back my files up nightly when I go home (I’m a computer geek with a home network and a server).  My recommendation is to back up your files weekly at the very least.  At the end of the semester, you may want to archive all of your grade books for that semester, and put them in a safe place for storage.

Class Roster Setup:
Titles & Labels:

Change the titles at the top of the Main Page of the grade book sheet to show your course name, section number, semester, and credits.  Other work sheets in the grade book use this information, and will be updated automatically when you enter this data on the roster page.  Once you enter class titles and student names and ID numbers, DO NOT make any manual changes to this information anywhere else in the spreadsheet.  Only make these changes on the Class Roster page, or the cell link functions will be disabled. 

[image: image22.wmf]Entering Student Information:
This page contains spaces to enter student names, ID numbers, phone numbers, email addresses, and comments.  This information needs to be entered only once, on this page.  All other pages will be automatically populated with this data.  You can hand out the “Student Information Form” on the first day of class, and have them turn it back in to you so that you can update the contact information blocks.  A particularly interesting feature of the email cell is that when you enter an email address, Excel turns it into a link.  When you click on the link, your default email client will appear with the email “To” address already filled in.  You can shoot off a quick email to your students using this feature.

Course Locations and Times:
I included this block mainly for informational purposes.  Grade books are considered legal records, and I thought this would be an important piece of information to include, especially if I print it out to give to someone else.  One tip that may be useful is to print out a paper copy of the grade book to give to a substitute.  They will then have all of the student info, and the course time/location information.  Have them make pen and ink entries for work that the students do.  Then, you can enter these into the electronic copy of your grade book, and be ready to go when you return to your class.   

Grading Scale:
Your grading scale is critical to correct calculations of the letter grade on the individual student grade reports that you print out (Tabs 1 – 25/32).  The student reports have a letter grade cell that uses a VLOOKUP function to assign a letter grade based on the grading scale that you entered on the Class Roster page.

Main Page Work Sheet Setup

Titles & Labels:

The titles at the top of the Main Page of the grade book sheet are linked to the same titles at the top of the Class Roster page, showing your course name, section number, semester, and credits.  Your student names and ID numbers will automatically populate the appropriate cells also.  You shouldn’t have to do any manual entry in this area.  

The grade book Main Page is broken down into different sections, each for entering a different category of assignment.  The grade book also contains separate worksheets for such things as attendance and extra credit (covered in later sections).  Each of the sections of the spreadsheet also has a title, but those are only guidelines for the user. They may be changed to reflect titles that suit individual needs.  Each section has labels at the top row of each column, such as "T1", "H2", etc. These are used as examples to indicate a possible labeling format to conserve space and enhance readability, such as Test #1 (T1), Homework Assignment #2 (H2), etc.  Again, use whatever labeling system is easiest for you.  This will be described in more detail later.

Labeling Grading Sections and Categories:

The major sections and categories for grading assignments on the Main Page have been filled in with default values.  The following grading sections are currently labeled as defaults:

· Tests, Exams, Quizzes

· Homework & Assignments

· Lab Sheets & Projects

· Participation & Daily Grades

· Final Grade

The first three categories, “Tests,” “Homework & Assignments,” and “Lab Sheets & Projects” can be left at the defaults, or may be customized with the appropriate titles of the assessment tools you will be using.  You will not necessarily be using all of the categories listed, and can assign weight values of “0” to those that are not needed (see description for “Assigning Weights and Calculating Grades” below).

The category for “Participation and Daily Grades” is linked to another workbook in the template, and should not be changed.  The section labeled “Final Grade” is a summary of all of the other grading categories and also should not be changed manually.

Assigning Weights & Calculating Grades:

Now that you have labeled all of your assessment categories, you need to decide how much weight each of the categories is going to contribute to the final grade.  Each section allows you to assign a weight for that particular type of work.  Enter the desired weight as a decimal (20% = 0.2) in the top row of each section under "Wght", and the template will automatically fill in the rest of the rows for you.  If you are not using one or more of the assessment sections on the main page, simply put a “0” under the “Wght” label for that section.  When you are finished assigning weights to all of the grading categories, be sure to double-check these values so that they add up to 100%.

The template will add up the total number of possible points, the total number of points each student earned, compare them, use the weight information, and calculate all of the sections to give a final percentage (out of 100%) in the final section of the template.  The last section of the template can be used to add in extra credit, or deduct for excessive absences, etc, once the final percentage is calculated.

The Final Grade:

Once all of the sections are completed, with possible scores and weights, the template will add up the final points the student has earned, compare them to the weights, and transfer that information to the final section of the worksheet.  Since the titles for each page will be changed to suit individual needs, the labels in the top right columns of the final grade sheet will need to be changed to reflect those as well.  

It is recommended that only possible points for those assignments that have been evaluated be entered.  In other words, do not enter point values for assignments, tests, or other projects that have not yet been completed.  That way, teachers (and students) can see the current running totals, and be kept informed of their course grade to date.  This helps students to do “what-if” calculations in their version of the grade book, to help plan their strategy for test taking, etc. 

See the section on “Creating Reports” for information on how to print and post grade sheets in your classroom.

Other Student Progress Work Sheets

Attendance Worksheet:

Some institutions require teachers to take daily attendance.  Although your institution may not require taking daily attendance, I have found that doing so is beneficial when there are questions regarding a student’s last day of attendance.  This often factors into financial aid issues, as well as in instances when a student is disputing a grade or termination from a course.  I have relied on having this information on several occasions to justify why a student has been terminated or for giving them a particular grade.  

Many teachers deduct points from the final grade for excessive absences, as well as providing a way to add points for extra credit work performed.   Each of the separate worksheets provides a means to do this, as well as transfer these points automatically to the final grade section of the main Grade Book worksheet.  Whether or not you penalize students for excessive absences or tardiness, I have often found it helpful to show a student how their attendance could fit into their overall grade.  Employers often place a great deal of weight on attendance.  In the classroom, we only deduct points from a grade.  In the real world, it could cost them their job!

I use this section of the grade book as a daily attendance log.  This part of the grade book can be used not only to keep track of the number of absences a student has, but also to track tardiness trends.  Also, it is nice to have a record of when the student last attended class for financial aid and other purposes.  It is important to note that the data entered in this tab has an effect on other work sheets as well.  I use the following method of entering student attendance on this sheet:


If the Student is Present:



Enter “0”


If the Student is Absent:



Enter “1”


If the Student is Tardy:



Enter a decimal such as “.2”


Daily Grades:

Many teachers like to assign points for daily work and participation in class.  This grade book template allows for different ways of doing this.  The teacher can either update points daily, or assign lump-sum values at mid-term and final points in the semester.  Assigning points on a daily basis takes a little extra work, but allows for easy correlation to show days where a group in-class project was done, and how each student contributed to this group endeavor.

To use the daily points assignment method, simply enter daily possible points in the top row of the “Daily Grades” work sheet, and enter points for each student as they earn them.  The points values in the “Participation and Daily Grades” section of the main page will automatically update.  Do not manually input points in this section of the Main Page, as this will overwrite the formulas and prevent automatic functioning.   

Assigning participation and “attitude” points in a lump sum during the semester is possible with this grade book by entering point values in the “Participation and Daily Grades” category, under “Other Assigned Daily Points.’  To do so, I highly recommend that you use some form of scoring system or rubric for doing this.  If a student comes back later to contest the points given to them, it is easier to justify your grading system when you can show that there is a structured method for assigning these points.  Having a rubric such as this can also help you to prove that you are assigning these points to all students, using the same criteria.  

A sample rubric is available with this grade book package as a separate file that can be printed out and used for scoring purposes.  I actually give my students a copy of this rubric at the beginning of the semester so that they know exactly what is expected of them, and how their participation points will be given to them.

If you prefer to give a periodic participation grade, rather than a daily score, leave this work sheet blank, and enter periodic values on the Main Page Tab, under “Participation and Daily Grades,” as “Other Assigned Daily Points.”

A new trick I have started using this semester is to give my entire class 100 attitude and participation points up front, telling them that those are their points to keep.  I then deduct for such things as not participating in team exercises, safety violations, distracting others, and misuse of equipment.  Since I will be giving them periodic grade reports using the features in version 2002x, they will be able to see reminders of attitude points that they have, as well as the fact that they have lost points for whatever reason.  The student will usually come to me and ask why they have lost the points.  This makes or a great opportunity for both of us to sit down and discuss classroom policies, and find strategies for keeping their participation points.

Absences:

This part of the grade book is different from the “Attendance” section in that it is not used as a way of recording attendance, but rather analyzing statistics about absences.  The “Absences” tab gives the teacher a quick snapshot of total absences for the class (data entered from the “Attendance” tab), as well as analyzing numbers of absences by semester week.

Some teachers like to deduct points from the final grade for excessive absences.  Many times this number of excessive absences is based on the number of academic credits for a particular course.  When the course information is filled out on the main page, the “Course Credits” heading on this tab will automatically update with that number.  The numbers for “Absences Allowed” and “Deduction Points/Excessive Absence” can be filled in according to the institutional policies (or teacher desires), and the appropriate deductions will be figured out accordingly in the spreadsheet.

There are three columns on this page:  “Absences,” “Excess,” and “Deduction.”  The “Absences” column is automatically updated when you use the Attendance tab.  It is important to use the scoring system for the “Attendance” page so as to ensure that the “Absences” page is updated correctly.  See the description of the “Attendance” sheet above.

The column labeled “Excess” is a number that is calculated by subtracting the number of “Absences Allowed (Without Penalty)” as entered by the teacher, from the actual number of absences a student has, as added up by the attendance record.  If a person has zero absences, the number in the “Excess” field for each of these students will be a negative number.  When the maximum allowed absences has been reached, the “Excess” numbers will go to “0,” then some positive number, and will then be transferred to the main page for deducting percentage points from their final grade.  The amount or percentage deducted for each excess absence is set by the teacher in the “Deduction Points/Excessive Absence” field.

When I designed this spreadsheet, I chose to make excessive absences worth a certain number of percentage points that would be deducted from the final grade.  For instance, if a student has two excess absences above and beyond the number allowed from the course, I deduct 2% per excess absence from the Final Grade.  Each excess absence is multiplied by two, and this number is entered on the “Main Page” for calculation into the “Final Grade” section.


Extra Credit Worksheet:

Likewise, the Extra Credit worksheet provides for a means to give extra credit points.  The template has the capacity to describe three different extra credit assignments for each student.  If there are more extra credit assignments, it will be necessary to add more columns.  Once the points for each extra credit are determined, they are automatically added in the final column, and automatically transferred to the appropriate column in the Final Grade section of the Gradebook.

Notice that each extra credit project can be given a brief description.  This is useful for keeping track of who did what, and on what particular date they did it.  More columns can be added if needed.

Teacher’s Planning Work Sheets

Seating Chart:

This may be a tricky one for you, because not all classrooms have the same layout as the one I have included in the spreadsheet.  This is one of the reasons why I created two different versions – one for twenty-five students, one for thirty-two students – there are at least a couple to choose from.  You can also play with this page and change the layout without damaging any data on any other page.

Student names can be entered on this page as an aid to help remember names, and for use when you have substitute teachers fill in for you..  I have found added benefits by using this page.  Some of the computer networking courses I teach require that the students be assigned a unique login to a mock network, or even assignment to a particular station in the lab.  I often use this page to list their names, plus any other data about their work-station or equipment that they are using.

If you have trouble remembering names like I do, you can use this page to “cheat,” a little, and put down descriptions or memory aids for your students.  This often helps me when I am away from the classroom, to see the name of the student, see my memory aid, then see a mental picture of their faces.

Lesson Planner:
This section was included in the template to provide a handy place for entering a day-by-day schedule for lessons.  This is particularly helpful for informing substitute teachers what lessons should be taught that day.  Not all classes meet on every single day of the week.  There are often periodic events that happen during the week that may not necessarily have an effect on that particular class.  I use this area to list those events, whether or not they do impact a class, to help me to remember them, and to prompt me to announce the events to my students.

Assignments:

Keeping track of assignments and due dates can sometimes be a little tedious, especially if multiple sections of different classes are part of your schedule.  This section was included to provide an easy way to jot down reminders of assignment due dates for each class.

Since my students use laptop computers in class, I have them update this section daily (or so), using their own copies of the grade book template (discussed below).  It only takes a few minutes of class time to flash my assignment sheet up on the board with a projector, and allows my students to update their records while I talk about announcements and upcoming events.

A copy of this page can also be printed out and posted in the front of the class.  This is helpful for students who were absent, and need to get caught up on assignment due dates. Another benefit of this is to help students keep track of what is coming up in the future, as well as to see what was due in the past.  As they are analyzing their own grade books, they will know exactly that “H2” (Homework Assignment #2) was due on a certain date.  They now know to check their materials or come to see me to find out why they either don’t have a score in my book for a particular assignment, or why they got docked points for being late.

Student Grade Book Template

Student Value:

I have found that students who are actively tracking their own progress in a class are more likely to be more active in class participation as well.  For that reason, I modified the original Teacher’s version so that I could give a copy to my students.  This has many additional benefits, including:

· Students can track their own progress.

· Students learn more about how spreadsheets work.

· Students learn more about how grades are calculated and assessments are measured.

Since I have students with laptop computers in my classes, I can simply flash the “Assignments” tab on the board with a video projector, and we update our list of assignments due together.  That way, there is little doubt when a particular assignment is due, as well as when past assignments were to have been turned in.  This is extremely helpful if a student contests my giving them “Late Assignment” points deductions.

Setting Up the Student Template:

As I mentioned before, students in my classes have laptop computers in class with them, so we usually set up their copy of the template on the first day.  I can show the template on the board with a projector, and show them what values to enter for assessment weights and assignment.

If your students do not have laptops in class with them, but wish to use the template on their computers at home, You may find it helpful to print out a copy of the template, and all of the pages, and use that as a handout.  They can use the handout to take notes, and be able to setup their own template when they get home.  Please be patient!  Some of your students may need a little help getting this going, but will benefit a great deal from using it once they do.

If you choose to give your students a copy of this template, demonstrate the template to your students on the first day of class, and place special emphasis on the following:



(1)
Entering test scores as they are received



(2)
Entering homework scores as they are received

(3)
Keeping track of their own absences, and entering them as they occur.



(4)
The ability to do “What-If” calculations with their grade book.



(5)
Using the “Assignments” tab to keep track of due dates.

Creating Reports

Posting Grade Sheets (Version 2001):

You can easily print out the grade sheets for display in your classroom.  When printing out grade sheets, I recommended that student names be deleted, and the printed reports show only the student ID numbers, or some other random identification that is acceptable to your school.  

Choosing What to Print:

One of the reasons I chose to put all of the main assessment categories in the same tab of the grade book, is to allow easy printing of these sheets for posting in the classroom.  Excel allows you to easily designate the print area, set margins, and move page breaks to give you a nice looking report.  I have set up the main page to print out in “Landscape” mode.  Each printer, however, is going to adjust its own margins, so it may be necessary for you to double check these settings before you print.

To set the print area, perform the following steps:


1)
Highlight all cells containing the information you want to print.


2)
Click “File” - “Print Area” - “Set Print Area”


3)
Verify print area by clicking “Print Preview”

Follow these same procedures for any other work sheets you wish to print.

Student Privacy:

Student privacy is of utmost consideration and importance, as is keeping them informed of their progress in your class.  Even though I give my students their own copy of the template to keep track of their grades, it is necessary for them to be able to balance their information against your official scores.  For this reason, I usually post a copy of my official grade book a few times a semester to let them see how they are doing.

Where I teach, students are given a student ID number to identify them in our school database.  I suspect that is true in most institutions.  If not, then simply design a numbering (or other) system, assign a number or unique identifier to each of your students, and confidentially give this information to each student.  It is assumed that most students are not freely giving out their student ID numbers to other people.  Depending on institutional policy, you may have to design another numbering system for your students, in order to ensure confidentiality.

Prior to displaying the reports in the classroom, you will want to make sure the student names are not visible.  The best way to do this is to simply delete their names in the grade book. If you delete the student’s names directly in the template, be sure to save the grade book before doing so.  Then, delete the names in the first section of the main page ONLY.  Print out the desired reports, and hit the CTRL-Z keys.  This will undo your previous deletion of the student names.  Verify that the names have been returned before saving and exiting the grade book.
Individual Student Grade Reports (Version 2002x only):

The major feature added with version 2002a of this template is the ability to create and print individual grade reports for each student.  Additionally, you can use the numbered tabs to display a screen for a particular student without them being able to see any other student’s grades.

The print areas have been pre-set for all of the grade sheets, but you may need to verify that these pint areas are the same for your particular printer.  Please see your software guide for instructions on how to set print area and margins, or see the “Creating Reports” section in this book.

One part of these tabs that you might want to change is the header and footer of the report you give to each student.  I use the header to include my name, contact information, and date the report was generated.  This can be made uniform for all pages by clicking on tab “1” at the bottom, holding down the SHIFT key and them clicking on tab “25.”  At that point, all of the numbered tabs will turn white, which means that any editing you do to one of the tabs will be effective for all of the numbered tabs.  To give them all the same header information, click on “View” in the menu bar, select “Header and Footer” from the drop down menu, and then select the “Custom Header” button.  In the left, middle, and right sections, add the information you want to appear.  I have included my information in the template so that you can see the example.

You may want the headers for each grade report might be the same, but you may also want to insert a unique comment for each student.  You can put a standard footer on every page using the same procedures above, except that you would select the “Custom Footer” button.  You can also deselect all of the numbered tabs, select each one individually, and insert the custom footer on each page separately.  You can also write a personal message in the white space on the report.  I never use red ink; I always use green ink, and have found that writing notes to my students in my green ink, even if it is to tell them about a deficiency, is a very effective way to help keep a more personal relationship with them.

To print out all of the student grade reports, click on the tab labeled “1” on the bottom of the spreadsheet.  While holding down the SHIFT key, click on the tab labeled “25.”  This will make all of the numbered tabs turn white, which means that they have all been selected.  Go to “Print Preview” and ensure that all of your desired margins have been set, and that your headers and footers look correct. Use the PAGE DOWN key to page through all of the reports to ensure that they all look correct.  Edit as necessary, and repeat the above steps.  When the reports appear to be correct, click on the “Print” button in the print Preview window.  Your reports will then be printed out, each student on a separate page, and can be distributed to the class.

Creating Class Test Average Reports:
Beginning with version 2002x, I have added a table at the bottom of the “Tests” section of the Main Page that will automatically calculate class averages for individual tests, as well as overall class averages for all tests taken.  This is a great incentive to use for rewarding a class that achieves a particular test score goal that they have set for themselves.

To print out the report, first save the grade book.  Delete all of the names and student ID’s from the first two columns in the “Tests” section of the Main Page.   Print out the report.  Go back to the Main Page of the template, and press CTRL-Z.  This will undo the deletion of the student names and ID numbers.  You can then post the report in your classroom.  Student privacy is of utmost importance, so be sure that you do not post any reports containing student names and ID numbers.

Daily Grade & Participation Rubric

Designing The Rubric:

A little more on designing a rubric for assessing daily participation and attitude: It is extremely difficult to quantify a student’s behaviors with respect to participation and attitude.  I assess my students in these categories because employers will assess them, and use their evident behaviors as a basis for hiring, firing, and advancement.  Just as employers are required to show documentation about why a decision was made with respect to a worker’s behavior, I thought it was important to be able to show why a student was getting a particular grade based on behaviors.  Also, I thought it important to show that all students were being measured against the same set of standards, so as to avoid any appearance of singling out certain students.

Using the Scoring Sheet:

The package of files that contains this grade book also includes a sample rubric for assessing students’ participation grades.  The rubric grading categories are reflected on the rubric scoring sheet.  The scoring sheet provides a quick way of recording a student’s achievement in a particular area, and determining points for entering into the grade book, or for general informational purposes.  The categories chosen reflect those that I thought were important, not only to proper conduct in the classroom, but also a reflection of evaluation categories the student will probably face in the work world.

A new tactic that I will start using this semester is to give my entire class 100 attitude and participation points up front, telling them that those are their points to keep.  I then deduct for such things as not participating in team exercises, safety violations, distracting others, and misuse of equipment.  I somehow think this will be less time consuming.  Rather than entering points every day, I will only have to make entries when I deduct points.  I would hope that these entries would be few and far between.  

Since I will be giving them periodic grade reports using the features in version 2002x, they will be able to see reminders of attitude points that they have retained, as well as the fact that they have lost points for whatever reason.  The student will usually come to me and ask why they have lost the points.  This makes or a great opportunity for both of us to sit down and discuss classroom policies, and find strategies for keeping their participation points.  It also puts the ownership of discussing these issues on them, where it should be.  Students need to learn about taking responsibility for their own actions, and for seeking ways to improve – it shouldn’t be up to us instructors to have to lead them by the hand in every aspect of their learning.

Keep Your Students Informed:

Whether or not you actually use daily work, participation, and attitude assessment scores as part of your grading, it is important to keep your students informed of your methodology.  I often try to emphasize to my students that grading them on attitude and participation is not a random act of classroom violence on my part.  This is a way for me to help teach them that this type of grading will be a very big part of the real world.  How employers and co-workers perceive them will help determine how well they fit into the group, and how much success they are able to attain in their careers.  Periodic evaluations of their “soft skills” and their attitudes in the work place will be as much a part of their professional growth as are evaluations of their technical skills.

Having said this, I will make the admission that I grade on participation and attitude, using both the daily method, and the periodic assignment of a lump-sum of points.  I like to use the scoring rubric as a way to document points that I am awarding for this assessment category.  Since we meet with students at least once a semester for student advising, I like to also use this as a tool to let my students know how they are progressing in my classes at this time.  In more severe cases, where a student is exhibiting very poor attitude and participation progress, it may be necessary to meet with them, show them the rubric, and help them design strategies for improving.  Again, I can’t emphasize this enough:  They will face exactly this type of evaluation process in the real world, and will have to learn how to fit into a team quickly.  Attitude is a very important part of this “team” mentality.

The features in version 2002x allow for individual grade reports.  I strongly recommend that you give these reports to your students a few times a semester.  I am going to experiment with my classes this semester and give one of my classes reports every two weeks.  The rest of the classes I will give reports to three times this semester.  The results of my findings will be published in the next revision of this manual.

Maintaining The Grade Book

Entering New Assignments:

Keep It Simple and Smart!  You have heard the acronym “KISS” before, and it is especially useful for filling out this grade book.  I didn’t leave a lot of room at the top of each grading column for entering a long description of a test or assignment.  Instead, you will have to use a short code to identify a test, homework, or lab assignment.  These are some common codes I use to help remember my tests and assignments:


T1




Test Number 1


Q1




Quiz Number 1


H2




Homework Assignment Number 1


L4




Lab Project Number 4


RP1




Research Project Draft Number 1

Anyway, I think you get the picture.  These are short codes, and even I sometimes forget what they mean.  The “Assignments” tab can be quite helpful when you enter the assignment on the Main Page.  Then, after making the assignment on the Main Page, you can also enter a short blurb in the  “Assignments” record.  For instance, I often make an entry such as this one on the Assignments page:


9/4/01

H1:  Chapter 1 Review Questions from the text book.


9/6/01

T1:  Gave test today on textbook Chapter 1.

This will help you keep a more detailed record of what is due, and what has been completed.  Many times, I have had a student ask me  “When did we take THAT test?!”  I can then answer right away that a test was given on a certain date, and help them with a make up date.

When you enter a student’s grades into the appropriate column, under homework or labs, for instance, you may run into a situation where a student doesn’t hand in the assignment.  Because of the way I have formatted the cells, if you enter a “0” (zero), the cell will appear to remain blank.  I di this because of the way cells are linked, the cell displays all zeros in every cell where there is no value from the linking cell.

What you can do to avoid this issue is to enter a code such as “NR” for “not received” or “LT” for late.  This way, there is a positive indication that the assignment, test, lab, or other assignment has not yet been completed, or was turned in too late to receive credit.  In fact, I have applied a conditional formatting code to turn any cell with an entry of “NR” to bold and red.  This will make it easy to see, and easy to help refresh your memory (when you meet with a student) as to why there is an existing entry other than a points value for the assignment.


Keeping The Running Grade:

I have often been tempted to just enter all of my tests and assignments at the beginning of a semester, along with all of the possible points that each student will be able to earn.  This helps me to remember how much value I want to give to each.  The problem is that many times a student will ask me what their grade is “today.”  To give an accurate grade, I would often have to go back and delete points for things not yet due or completed, show them their grade, then go back and restore my deleted information.  This is tedious, at best, and quite frustrating for both student and teacher most of the time.

Rather than entering all of the possible points for all assignments at the beginning, I have gotten into the habit of only entering assignments and possible points when they actually count.  For instance, I will enter tests and points only after I grade that particular test.  I enter the homework and labs when I assign them, and enter the points on the due date.  That way, when a student wants to know their grade, I can easily look up their score (based on 100% of the work completed to date), and they can easily see how well they have done in each category.   

Lesson Planner & Assignments Journal:

As mentioned before, these two pages can be extremely helpful for use in recording a variety of notes and comments, in addition to providing space for lesson and assignments planning.  You are not limited to the number of rows I have created.  This was only a starting point when I designed the spreadsheet.  You can add rows at any time by simply selecting “Insert” on the tool bar, and then selecting “Rows.”  A new row will appear at the point above where your cursor is currently located.

One method that I have found helpful is to actually break down the “Assignments” page into sections for recording groups of like assignments.  For instance, I might make entries such as this:




Homework Assignments Due:


9/1/01

H1: Chapter One Homework Assignment Due


9/3/01

H2: Chapter Two Homework Assignment Due


9/12/01
H3:  Chapter Three Homework Assignment Due




Tests and Quizzes: 


9/5/01

T1:  Test, Chapter One


9/8/01

Q1:  Quiz on computer motherboards


9/10/01
T2: Test, Chapter Two


9/15/01
T3: Test, Chapter Three




Research Project:


10/1/01
RP1: First Rough Draft of Research Project due.


11/1/01
RP2: Second Rough Draft of Research Project due.


12/21/01
RP3: Final Version of Research Project due.


12/22/01
RP4: Research Project Oral Report due.

When you introduce the student version of the grade book to your class, encouraging them to use this method also will help them (and you) to stay more organized and aware of when things are due.  This is a very nice trait to be able to transfer to the work place!

Inserting Comments:
One of the really neat features of Excel is the ability to insert comments into cells.  The comment will appear as a red triangle in the upper right corner of the cell.  Then, when you mouse over the cell, the comment can be read in its entirety.  I have found this to be a real time saver when students ask about a particular test or assignment.  I insert the date given, date due, and maybe a short description about the item.  Then when students ask about it, I can see very quickly when I gave the test or assignment, and tell them when it was due.  

I also use this feature to insert comments in the attitude and participation sheet when I deduct points from a student, as a memory aid for later when the particular incident is questioned by the student.

To insert comments into a cell, simply select the cell, and right click on it.  Select “Insert comment” from the drop-down menu, and enter your comments into the text box that appears.  Click anywhere outside the comment text box to close.  A red triangle will appear in the upper right corner of the cell.  To view the comment, mouse over the cell with the red triangle, and the full text of the comment will appear.  This feature can be used in combination with, or instead of, the “Assignments” worksheet to keep track of assignments, test dates, and any other information you wish to be able to see at a glance. 

Maintaining Individual Student Records (Tabs 1-25/32):

This feature is available beginning with version 2002x only.  There is virtually no maintenance to be performed on these pages.  In fact, I must caution you that doing ANY manual entry on these pages will delete the links that were created for automatically updating all of the information contained on those pages.  The exceptions to this will be the headers and footers, and updating the VLOOKUP table for calculating the letter grade that appears at the bottom.  To ensure that your VLOOKUP table is correct, be sure to double-check your grading scale entries that you made on the “Class Roster” page.

Student Counseling and Report Comments

Each of the individual student pages contains blocks for entering counseling notes and journal entries for discussions and other important notes that apply to the individual student.  This section is very handy for recording information that will help you to keep your students informed, or to simply help you remember information about the grades you give to a student.

There are actually a couple of ways you can use this feature.  One way is to record notes that you would like the student to see when you give them their periodic grade report.  Sometimes a note of praise for a job well done, or a gentle reminder of overdue assignments will help your students stay focused, and help them to take a more active interest in their education.  If you use this feature as a way to give your students a copy of the comments you are writing, you will have to be sure to set the print area to include both the grade section and the comment section, and set the page breaks so that each is on a separate page.  Then you can attach the comments sheet to the grade report.

Another method for using this section is to use this as a section that is used exclusively by the Instructor for record keeping purposes.  Simply enter your comments as needed, but do not print out.  Again, be sure to set the print area so that only the grade sheet portion prints out.  Using the comments section of the individual student grade report in this way will allow you to do record keeping that is useful to you, and you can then simply discus other matters when you meet with your students.  I put this feature into the template because let’s face it:  teaching is a profession that unfortunately can lead to instances where you have to turn your grade book into a legally defensible document.  I wanted to have a way to provide information to justify a grade that I give to the students who will eventually put me in a position to have to provide proof for enforcing my policies and classroom procedures.

Headers and Footers

This procedure was mentioned previously, but is worth repeating here:  One part of these tabs that you might want to change is the header and footer of the report you give to each student.  I use the header to include my name, contact information, and date the report was generated.  This can be made uniform for all pages by clicking on tab “1” at the bottom, holding down the SHIFT key and them clicking on tab “25” or “32” depending on which grade book you are using.  At that point, all of the numbered tabs will turn white, which means that any editing you do to one of the tabs will be effective for all of the numbered tabs.  To give them all the same header information, click on “View” in the menu bar, select “Header and Footer” from the drop down menu, then select the “Custom Header” button.  In the left, middle, and right sections, add the information you want to appear.  I have included the information I use in the headers and footers of these sheets so that you can see the example.

The headers for each grade report might be the same, but you may want to insert a unique comment for each student.  You can either put a standard footer on every page using the same procedures above, except that you would select the “Custom Footer” button.  You can deselect all of the numbered tabs, select each one individually, and insert the custom footer on each page.  You can also write a personal message in the white space on the report.  I never use red ink, I always use green ink, and have found that writing notes to my students, even if it is to tell them about a deficiency, is a very effective way to help keep a more personal relationship with them.

Letter Grades and VLOOKUP Values

The very last section of the individual student grade reports has an item labeled “Letter Grade.”  This letter grade is automatically generated using a function called VLOOKUP (see your Excel User’s Manual for more information).  The information for this VLOOKUP function comes from numbers in cells A40 through A44 that are matched to letters in cells B40 through B44.   Because of the way VLOOKUP functions, the numbers have to be in contiguous cells in the same column, and appear in order from lowest to highest (ascending order) from top to bottom.  Likewise is the case with the letter grades.  This looks pretty confusing to the students, so I made the VLOOKUP function from entries in the “Class Roster” page that link to “hidden” information on the student grade report.  

If you use a different scale, you will have to be sure to change the numbers in your grading scale on the roster page. 

Using the Graphical (Chart) Data:

The data for all of the graphs included with this package are automatically populated whn the data from other pages is entered.  It is important to note that manual entries should not be made on any of these work sheets, as this will cause the data in the graphs to be inaccurate.  These graphs are appropriate for posting in your classroom, as many of the goals that students can set for themselves will be directly related to the absence, test average, and final grade distribution data that you accumulate throughout the semester.

Using the Absence Graph:

The data for this graph comes from the “Absences” tab, weekly absences table.  This graph can be posted in the classroom to show students the correlation between absences and average test scores (see the screen shot below).   In 100% of the instances I have seen so far, a high absence rate directly affects the test scores.  When students can see this data in writing, they make a more conscious effort to try to improve this statistic, especially when they know that the class average test scores are part of the goal setting that they did for the semester.

Using the Test Average Graph:

The data for this graph comes from the “Class Test Averages” table in the “Main Page” tab. You may find it helpful to use test averages as a way to motivate students and set goals.  Usually, some incentive can be devised for rewarding the class for achieving a certain test average, showing test average improvement, or some other factor related to test averages.  This chart can be posted in the classroom to show test averages, and help the students to visualize their goals.  This puts their achievement in a visible, tangible medium, and helps the students to make a conscious effort to improve.  When class test averages are used as a way to reach a goal or reward, individual students tend to NOT want to be the one that brought the class average down, and will thus strive to do their best.

Using the Final Grade Distribution Graph:

This graph is helpful at the end of the semester (or course) to visualize the distributions of the final grades.  For teachers who want to compare their class outcomes to the traditional “bell curve.” This graph will help to show you how your students compare from class to class.  I like to look at this information to see overall improvements made in understanding of the material from class to class.

Using The Sample Grade Book:
I have included a “sample grade book” for you to play with and use to get to know the template a little better.  This sample has three students entered, along with varying ranges of grades, assignments, comments, and other examples of how you might use this template.

Be sure to experiment and have fun.  The sample will allow you to make changes, enter “what if” types of things, and see what happens when you make a particular entry a certain way.   I have tried to include example of all of the things that you can do with this template, but it wasn’t possible to think of every situation that might arise.

If at some point during your semester you are wondering if a particular thing can be done in the grade book, but aren’t quite sure, you can go to the sample file, experiment, and even think of ways to add new features before you commit them to your actual class grade book.  This is by far the safest way to let your creative thoughts fly, without worrying about causing problems to an actual class that you are trying to maintain.  Have fun with it, and experiment!  The best way to learn this package is to dive in and play with it.

Wrapping It All Up

A Final Word:

Whatever you do, just be sure to keep your process of entering and tracking your student’s grades more simple and manageable.  Hopefully, this spreadsheet will provide you with a means to track your student’s progress, and spend more time teaching (instead of doing grade entry in a paper book).  Show this tool to your students, and show them that they can become involved in their own progress.  The more you get them involved, and the more you show them about how they are evaluated, the more interested they may become.  I have found that my own students actually used the student version of the grade book template for my class, then came back and asked me to help them set up files for their other classes as well.

If you find that there is a better way to enter the formulas, or a more friendly method for entering data, please let me know.  I am always open to suggestions.  It is my goal to make tools that are actually useful to my fellow teachers, so any ideas you have would be greatly appreciated.  Please enjoy using the template and the other tools in this package, and don’t forget who your customers are!

“If You Can Read This, Thank a Teacher!”
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Quick Start Guide

1.
If possible, ensure that video resolution is set to 800 x 600 as follows:


a.
Right click anywhere on desktop


b.
Select “Properties.”


c.
Select the “Settings” Tab

d. Move the “Screen Area” sliding bar to 800 x 600

2.
If using another resolution:

a. Open the grade book.

b. Select “View” from the menu bar.

c. Select “Zoom” from the dropdown menu box.

d. Set the zoom until the screen contents are acceptable.

3.
Copy the original template file to a unique name for each class as follows:


a.
Open the original grade book template file.


b.
Click “File” in the menu bar.


c.
Select “Save As.”

d.
Save the file to a directory named for the semester, and name the file unique to the class being taught, such as “CIS-271-1.xls.”


Warning:  Failure to do this step will result in overwriting the original template, and may make it unusable for other new classes.

4.
Create Multiple Grade Books for a Semester:


a.
Make directory (folder) for the semester.


b.
Copy the original grade book template to that directory.


c.
Enter all date information into the file you just copied.

d.
Perform a “Save as” to create the number of different grade books you need for all of your classes for the semester.

e.
Use the steps below to enter class names and numbers, student names and ID’s from your class lists, and other information unique to each individual class.

5.
Enter Class Information on Class Roster Page:


a.
Name of Class



Example:  “Intro to Networking”


b.
Class Number



Example:  “CIS-171-3


c.
Dates or Semester


Example:  “Fall 2001”


d.
Credits




Number of course credits earned

e. Student information

f. Class locations and times

g. Grading Scale



(Links to other pages)

6.
Enter Assessment Category Labels on Main Page (Tests, Labs, Homework)


a.
Accept Default Labels

OR

b.
Customize section labels to reflect your individual assessment categories:



Examples:




“Tests and Exams”




“Psychology Field Report”




“Lab Journal”

7.
Assign Grading Weights to Assessment Categories:

a.
Enter decimal value (20% = .2) under “Wght” on top row of each section on main page.


Note:  If you are not using all of the sections on the main page for assessments, simply enter “0” under “Wght” for the section(s) not used.

8.
Attendance Work Sheet:


a.
Fill in calendar dates on top row, under appropriate day labels.


Note:  The default values to enter when taking attendance is “1” for an absence, “0” for presence.  This will properly update other tables to help show statistics on student absences.

9.
Daily Grades Work Sheet:


a.
Fill in calendar dates on top row, under appropriate day labels.

b.
Decide on Daily Points to be awarded for each class session, and put that value in the row labeled “Possible Participation & Daily Grade Points” as each class meeting is held.


Note:  Some teachers prefer to update this assessment category daily.  Some prefer to use a rubric or scoring work sheet to assign these points periodically throughout the semester.


If you prefer to give a periodic participation grade, rather than a daily score, leave this work sheet blank, and enter periodic values on the Main Page Tab, under “Participation and Daily Grades,” as “Other Assigned Daily Points.”
10.
Absences Work Sheet:

a.
Decide whether or not you will be deducting points from the final grade for excessive absences.


b.
Fill in “Absences Allowed (Without Penalty).”

c.
Fill in “Deduction Points/Excessive Absence.”  If you will not be deducting points from the final grade for excessive absences, enter “0” in this block.


Note:  This page is for statistical data gathering only.  All values will be filled in from data entered in on other sheets.  If you make changes to this page manually, the formulas will be overwritten, and will cause difficulty if you decide to use this data later.

11.
Extra Credit Work Sheet:

a.
There is nothing to be filled in during initial class setup.  Fill in the appropriate data as needed as the semester progresses.

12.
Seating Chart Work Sheet:


a.
Fill in this chart with student names when class begins.

b.
Optionally, use this section to record student lab station or other information about student seating assignments.

13.
Lesson Planner Work Sheet:

a.
Fill in day to day lesson plan for lecture sessions in the spaces provided in the left column.

b.
Fill in day to day lesson plans for lab sessions in the spaces provided in the right column.


Helpful Hint:  Many classes do not meet on every single day of the week.  There are events such as Student Organization Meetings or Student Advising Days that may not necessarily have an effect this particular class. However, I have found it useful to enter these events in the Lesson Planner work sheet anyway, as it helps when you want to announce these events to the class, and to help you remember how they may effect your other classes.

14.
Assignments Work Sheet:


a.
Fill in assignment due dates and other notes as the semester progresses.


Helpful Hint:  You may find it helpful to print this page out periodically, and post it in the front of the class, or use it as a student handout.

15.
Student Grade Book Template (Optional):


a.
Give the students a copy of the student version of the grade book template.

b.
Explain the points and weights that are given to each assessment category, and help them update their version to reflect these values.


c.
Demonstrate the proper use of the template, and emphasize the following:



(1)
Entering test scores as they are received



(2)
Entering homework scores as they are received

(3)
Keeping track of their own absences, and entering them as they occur.



(4)
The ability to do “What-If” calculations with their grade book.



(5)
Using the “Assignments” tab to keep track of due dates.

16.
Creating Printed Reports:


a.
Highlight all cells that you wish to print.


b.
In the “File” menu, click “Print Area” - “Set Print Area.”

c.
Click “Print Preview” to verify that page settings and margins are set correctly.

d.
Adjust page breaks as needed to ensure that pages print out the way you want them:



(1)
Click “Print Preview”



(2)
Click “Page Break Preview”



(3)
Drag page break lines to the location that you desire them to be in.


e.
Perform the same procedures for each tab that you want to print.

To Create Confidential (No Name) Grade Reports for Posting in the Classroom:


f.
Save the grade book before proceeding with these steps!

g.
Go to the “Main Page,” first section from the top (This is the Tests, Exams, Quizzes section in the original template file).

h.
Highlight and delete all of the student names, leave the student ID numbers.


Warning:  Highlight and delete names from the first section on the Main Page ONLY!  If you delete names from any other section, you will overwrite the automatic update feature in these fields.

i.
Perform steps “a” through “d” above to print out the grade reports.

j.
After report has printed, press CTRL-Z to restore student names to grade book.

17.
To Print Individual Grade Reports:

a. Click on the first numbered tab that you wish to print.

b. Hold down the SHIFT key, and click on the last numbered tab that you wish to print.

c. Set up the print area and page breaks as mentioned above.

d. Click on “Print” to print out a complete set of grade sheets for your class.

Note:  Some printers have difficulties printing large numbers of these reports all at once.  To solve this, only select five pages at a time when printing them out.

Student Information Sheet

Course#: ___________
Semester:
____________________


Name:
____________________________________

Student ID#:
______________________________

Home Phone: ______________________________

Work Phone: ______________________________

Email Address:
______________________________________

Academic Program:
__________________________________________
Academic Advisor:
__________________________________________
Special Needs or Other Comments:


This information will be collected for Instructor use only.

This data will not be released without

Student authorization.

Sample Screen Shots

Class Roster:

[image: image23.wmf]
Use this page to enter student information.  When you enter the student’s name and ID number, that data will automatically populate all other areas of the spreadsheet that have spaces for that data.

The email address will automatically turn into a hyperlink, and you can use that to send an email to the student.  When you click on the link, your default email client will start.

Class Roster with Class Schedule and Grading Scale:
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Be sure to enter the grading scale that you plan to use for your class.  This data is transferred to the numbered tab pages (for student reports) and is used for the VLOOKUP values to calculate the student’s letter grade.

Main Page:
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This page contains all of the grading categories.  You will have to decide how much weight each assignment will carry, and then be sure to enter that number in the “Wght” cell at the top.  In the example above, “Tests, Exams, Quizzes” carry a weight of 30% of the final grade.  Thus, “0.3” is entered in that column.

When you enter the weight for a category, only enter that number in the top cell, directly underneath “Wght.”.  All of the other cells in that column will automatically populate, and help calculate the grade for that category, as well as the final grade.

Test Average Calculations:
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Many teachers like to help their classes set goals for themselves.  Notice that the “Class Test Average” table will calculate the total test scores, and average that score over the number of test takers that you enter in the “Number of Students” row of the table.  As the number of students in your class changes, due to drops, etc., the number of test takers will also change.

Main Page – Final Grade Calculations:
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This page will calculate all of the combined scores from each of the categories that you entered in the tables above.  To help eliminate confusion, be sure to make the labels match the categories that you are using.  For instance, the Labels “TEST, H/W, LABS, DAILY” match the samples given in this grade book.  You may decide to use different categories.

“Extra Credit” and “Attendance” will also affect the final grade.  Be sure to enter the correct values for attendance deductions on the “Absences” page.  This function will only apply towards the final grade if you use the “Attendance” sheet.  If you don’t wish to use those functions, then this column will have a zero value, and will not change the final grade.

Attendance Screen:
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I like to use this sheet to keep track of student attendance for academic and financial aid purposes.  Many times, when financial aid is in question, we have to produce accurate documentation about when a student’s last day of attendance was, if we have dropped a student, or if the student has dropped the class on his or her own.

Keep it simple --  use a “0” (or no entry at all) to indicate that the student was present, and use a “1” to indicate an absence.  A decimal number such as “0.2,” or  “0.3,” can be used to indicate tardiness.  I use this to help calculate how much time the students missed from a class.  This helps so that they can see (quantified) just how much time they are missing from a class.

Daily Grade Record:
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There is a lot of flexibility built into this page.  You can either give them points up front, and deduct as the semester goes along, or you can give them points as you go along in the semester.  I give my students 100 points up front, and tell them that those are their points to keep.  They usually try pretty hard to keep their points, and I have to do a lot less entry than if I were to sit down at the end of each class and figure out how many points to give to whom.

Another method is to use the “Attitude and Participation” rubric included in this package.  Fill out the score sheets two or three times a semester, and give the rubric to your students.  This shows them how they are being evaluated.  You may want to relate this to real-life performance evaluations that they will receive on the job.

Absences Report:
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The amount that this feature will affect the final grade will depend on the numbers you enter in the “Absences Allowed” and “Deduction Points/Excessive Absence” cells.  You can use this function to affect the final grade, or strictly for statistical analysis.  If you do not want absences to have an affect on the final grade, simply enter a “0” in the “Deduction Points/Excessive Absence” cell.  This is a neat way to show a student with an attendance problem “what-if” attendance did or did not affect their final grade.  When they get into real life, the final grade may or may not be termination for excessive absence!

Absence Per Week Analysis:
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This function is almost strictly for statistical analysis.  I use it to help analyze times of the year when students are most absent.  This helps when discussing school calendar or when figuring out your lesson planning for a particular class in a particular semester.  If I know that an event is upcoming that is most surely going to result in a lot of people being absent, I may tailor my lessons so that the topics that require the most attention are taught when they will all be there.

This also helps identify patterns of absence.  Students with a high degree of attendance problems need to be identified as to their pattern of absence.  That way, you can properly advise and help them to solve their issues.

Extra Credit Record:
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Extra credit is something that you may or may not wish to use in your grading.  If you don’t then simply don’t enter anything on this page.  The functionality is there, however, for those that like to use extra credit as a way to help students bring up their grade, using a type of project that they are more likely to grasp, or fits their learning style.

I personally like using extra credit because I have run across those students who just don’t grasp the material in the normal way, or have special needs and issues.  I can usually come up with something to help them get the work done, but is a little different than what the other students are working on.  Most of the really sincere students really appreciate this, and I have noticed a much higher willingness to try harder if they can try something that is easy for them to enjoy success in doing.

Seating Chart:
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This seating chart was built using the classroom layout that is common at my school.  Yours may differ, however, and you may have to do a bit of modification to make it work for you.

I use this section to enter student names, but also information about things such as lab computer assignments, identifying remarks to help me keep track of equipment usage, or other useful information about the student. (I have a hard time remembering names, so I may write down what kind of hat they usually wear, for instance).

Lesson Planner:
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Keeping a day-to-day log of classes taught is helpful, especially if you are teaching a class for the second or third time, and you are using the same book and materials.  You can cut down your prep time by having a well-outlined plan of what is being taught and when.

This page is especially helpful if you are developing a new class!  It helps you outline the course and see how much time you will spend on a particular topic, and how much time you will use in a semester on a particular set of objectives.  This helps when trying to figure out what can be taught in a semester.

I also use this to help me plan for substitutes as well.  I simply give them a printout of this page, and they know what subject matter they will be teaching, as well as what topics have already been covered.

Assignments Page:
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This page can be used instead of, or in conjunction with, inserting comments into the assignment cells (covered in a later screen-shot). Helping to remember when assignments are due and the codes assigned to them will help you save a lot of time when a student needs to know when a particular assignment was given and when it was due.

Individual Student Grade Report:

(Tabs 1 – 25/32)
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Print these pages periodically to give to your students like mini report cards!  Keep them informed, and they will most likely take more of a stake in their education and learning.

Don’t edit the individual pages (except for the counseling/advising comments on the next screenshot)!  The data for the cells comes from elsewhere in the grade book.  Writing over these cells will destroy the links.  If you should change that grade on the “Mai n Page” later on, the data will not properly populate the cell if any changes are made to this sheet.

Student Counseling Report:

(Tabs 1 – 25/32)
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Two things that this section will help you achieve:  1) Communicating with your students, and 2) Helping you keep a legal record of discussions about academic performance.  I have found it helpful on numerous occasions to be able to recall what was discussed, and to help a student remember what goals we set during a previous counseling/advising session.

Inserting a Comment into a Cell (Test Annotation):
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To insert a comment into a cell:  Click on the cell to select it.  Right click and select “Insert Comment” from the drop down menu.  A box will appear; simply enter the text.  To edit a comment use the same procedure, except select “Edit Comment” from the menu.  To see a comment that was already placed in a cell, just mouse over the cell, and the comment will appear.

I like to place comments in the assignment headings in each section to help me remember that T1, for example, covered a certain number of chapters, and was given on a certain date.

Inserting a Comment into a Cell (Student Comment):
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The procedure for inserting a cell is the same as described on the previous page.  I like to insert comments in the attendance and daily grade pages to help me to remember the particular circumstances surrounding point deductions or other events that may be needed to explain further at some later date. 

Viewing and Using the Absence Graph:
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The data for this graph comes from the “Absences” tab, weekly absences table.  This graph can be posted in the classroom to show students the correlation between absences and average test scores (see the screen shot below).   In 100% of the instances I have seen so far, a high absence rate directly affects the test scores.  When students can see this data in writing, they make a more conscious effort to try to improve this statistic, especially when they know that the class average test scores are part of the goal setting that they did for the semester.

Viewing and Using the Test Average Graph:
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The data for this graph comes from the “Class Test Averages” table in the “Main Page” tab. You may find it helpful to use test averages as a way to motivate students and set goals.  Usually, some incentive can be devised for rewarding the class for achieving a certain test average, showing test average improvement, or some other factor related to test averages.  This chart can be posted in the classroom to show test averages, and help the students to visualize their goals.  This puts their achievement in a visible, tangible medium, and helps the students to make a conscious effort to improve.  When class test averages are used as a way to reach a goal or reward, individual students tend to NOT want to be the one that brought the class average down, and will thus strive to do their best.

Viewing and Using the Final Grade Distribution Graph:
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This graph is helpful at the end of the semester (or course) to visualize the distributions of the final grades.  For teachers who want to compare their class outcomes to the traditional “bell curve.” This graph will help to show you how your students compare from class to class.  I like to look at this information to see overall improvements made in understanding of the material from class to class.  

Tip:  Use “1” or “0” as appropriate for the absent or present student, but feel free to choose any decimal value you wish for tardiness.





Some instructors prefer to assign a full absence for a tardy student, while others wish only to deduct partial points for tardiness.





Note:  Manually changing student name and ID information in any page other than the Class Roster will cause that page to lose its cell linking information!








Helpful Hint:  I usually lump all of my tests and quizzes into a single points category, putting them all into one area when I designed the template.  If you want tests and quizzes to have different weights, you may have to create new sections.  I also use the “Lab Projects” category to record labs, if it is a lab class, and written research or other projects if I am teaching a pure lecture class.











Helpful Hint:  Some teachers prefer to update this assessment category daily.  Some prefer to use a rubric or scoring work sheet to assign these points periodically throughout the semester.








Note:  If you do not wish to penalize students for excessive absences, simply enter “0” into the field titled “Deduction Points/Excessive Absence” at the top of the “Absences” tab.





Tip:  Enter a code such as “NR” for an assignment that is not received.  This is a positive indication of a missing assignment





“Throw away that old paper grade book and that bulky lesson planner.  Ditch the calculator!  Spend less time calculating student grades, and more time teaching your students!”
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