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4 Introduction: A

These notes provide details of using Microsoft Excel as an electronic markbook. As a
teacher it will be essential that you keep accurate and up-to-date records of your students
marks. I have produced these notes to assist you in using Microsoft Excel as a markbook.

Microsoft Excel is perhaps the worlds best known spreadsheet. The first electronic
spreadsheet was a program called VisiCalc developed in 1978. Since the 19805 the
business community has made extensive use of electronic spreadsheets.
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Caution:

Using Excel or any other form of electronic MarkBook has many advantages over paper
based methods, including accuracy of calculations, the ability to search and sort records and
the ease of duplication and distribution via e-mail to colleagues. There is however one major
disadvantage of using an electronic Mark Book and that is the possibility of losing or
corrupting data.

The most reliable way to reduce the risk of losing important computer files is to make
backup copies. The method I use and recommend for this is to create Incremental File
Names see page 107. A set of backup copies should also be held off-site, eg. keep a copy of
the data at home as well as at school.

Do not rely on a single copy or a single location for important data. Computers and
especially Notebook computers can be stolen or damaged. The most secure method of
keeping a backup copy is to burn a copy on a CD-ROM and keep it away from the
computer on which it was created. Another method is to keep a copy on a networked drive.
Above all else do not rely on floppy disks as they often fail. If you must use a floppy disk to

store important files make at least 2 copies.
- J
Auto Fill
Auto fill automatically ﬁ}ls a FA Microsoft Excel - Book? EA Microsoft Excel - Book2
range of cells by continuing File Edit Wew Inse File Edit View Inse
a sequence. s - R _
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1 Establish a sequence. For this AEA | 1 MA ( 2
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by 1. Cell A1 contains 1 and A2, 2. 5 =1 5 5
3 I 3 1
2 . 4 4
Select both cells in the sequence. 5 =
Click on the top cell and shift click B E
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o g
9 g
10 10
11 11
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Auto fill continued...
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Ed Microsoft Excel - Book2

3 Drag the square handle
at the lower right

File Edit Yiew Inse

'] i = Ch aH
L= ﬁ Ed Microsoft Excel - Book2

corner of the selection Arial File Edit Wiew Inse
downwards. A1 = e — -
ry 0= H =] Ed Microsoft Excel - Book2
4 i 3 frial Fle Edit WYew Inss
Continue to drag the 2 2l NA = . DEEdeg &M
handle downward 3 =5 I 1 il E3 Microsoft Excel - Book1
g Q 2 2 A = File Edit  Wiew Inse
3 s 4
5 Click once to deselect = 4 ] A 1 b= ¥ el
the cells. g ( 3 5 5 Arial - 10
5 7 3 3 A1 -
g 5 5 1 1
11 ]
T 10 = : 7 7
Note: e g g 3 3 5
12 4 4
1] [y 3
13 5 5
Auto fill can be used to create a 14 10 10 - 5
. 11 11
range of sequences eg, : ( 4 N\ = g g
Monday, Tuesday... 13 g g
January, February... e | 1] 10
8:30, 9:00, 9:30... 1 1
Ist period, 2nd period, 3rd period... 2

P1, P2, P3...

Auto fill can be used to fill both Horizontal Vertical and sequences..

You can even create your own fill sequences See Create a custom fill series in Excel help.

Ed Microsoft Excel - Book1
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4
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5]
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-

Theory:

\

Autofilters allow you to display a subset of cells in a column. This is useful if you want to
view only students from one tutorial or home group etc.

It is also possible to display a range of values less or greater than a particular value.

If the column contains names then it is possible to filter all names beginning with a
particular letter or letters. eg. “A”, “Mc” “Mac”.

~

/

1 To turn on auto filters select
Data | Filter | AutoFilter

2 When auto filters are turned on
a series of autofilter arrows appear

at the top of each column.

Clicking on an autofilter

arrow displays a list of
each item in the column.

Select an item from the

autofilter list to view

all items that match the
value selected. 7o display
all students with a grade of
HD select HD from the
autofilter list in the grade
column.

When an autofilter is being

used the autofilter arrow

turns from black to blue.
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ki 2420
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AutoFilters continued...

4 )

Theory:

Custom filters allow filtering for ranges of values, as well as using wildcards to match one
or more unknown characters.

Custom filters include the following options:

equals

does not equal

is greater than

is greater than or equal to
is less than

is less than or equal to
begins with

does not begin with
ends with

does not end with
contains

does not contain

Custom filters may be combined using And or Or

hle Markbook3.xls

1 Turn on autofilters select
Data | Filter | AutoFilter

sert Format  Tools  Data  Window  He
T4 BB S0 o]
| oo = E B

A
2 Select (Custom...) from the autofilter list D E

‘l'l
Ly
aE

First Marme
Student Mumber
F30 Task 1
Grade
Task 2

Danielle
hharni 24643
Paul 24678
Donna  |24645]H0
Melissa  |2461 1y
Claire 245781P
Rebecca |240391%N

Lauren 2412345 19|C
ikki 2420736 20|
Erin 24227 5

Copyright © 2004 Rupert Russell. r.russell@ballarat.edu.au Permission
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AutoFilters continued...

To view all students who have failed an assignment:

Custom AutoFilter ilil
1 Select Shiow rows where:
ends with Grade 1 )
Ienl:ls with b j [ra I
2 Enter N for " and " or

the value I j I ll

nle Markbook3.xls

Use ¥ to represent any single characker etk Farmat  Tools  Data  Window
Use * to represent any series of characters 3
: B | Y Ba @ -<T| v - oo
e = = T

e s e e

O = F =
E
£ | E =
T | = g g
= |2 -|
o 5 = (]
Tl =
£
Danielle O XH
bharni 2454354 1|HH
Faul 4R850 14
Georgie [2437518 =
Danielle  |Z2251524
B
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Conditional Formatting

-

Theory:

applied to any cell or group of cells.

of values.

\

Conditional formatting applies a format, such as cell shading or font colour, automatically
to cells if a specified condition is true. Up to three conditional formatting rules can be

Conditional formats are useful if you want to highlight cells with a particular value or range

~

/

sert  Format  Tools  Data

RE b
1 To use conditional formatting select a cell or group v & B- | 0-o-

of cells. To select a entire column click on 1 - B OF T =
the letter of the corresponding column. 7o select 1 =
a row click on the number of the column. fx Grade
D E F
2 Select Format | Conditional Formatting... E hs
= | E
HE AR
2 |= gl B
[} Blutl = |:_r:|
™
Data ‘wWindow H
Chrl+1 - -
k
il W
3 Column 3 1IHH
Sheet 3 14| MH
P
AukaF Baas (
AukoFarma 2 e
Conditional Formatking. .. :ﬁj ]
Style... G
Hl
&
B
i 9|(HH
445509 23D
2454300 24

Danielle

Wit

Laura

2452051

|Claire
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Conditional Formatting continued...

3 Select the desired condition. In this example we are selecting Cell Value Is | equal to

Conditional Formatting

andition 1

Zell value Is j

Prewiew af Farmat
when condition is kr

equal ko

& |

between
niok bebwesn

2)

4 Enter XN

5 Select Format...
6 Select Bold
7 Select Color:

8 Select Red

Page 8 of 15

not equal ko
greater than
le=s than

greater than or equal k
less than or equal to

Conditional Formatting

lo Format Set

Format. .. |

u}

Zancel

ondition 1

ICEII Walue Is j quual ko

Presiew of format ko use
when condition is krue;

/

jﬁhﬁ

Mo Format Set

Fank | Border I F'atternsl

Fonk:

Fant

Format Cells

sbyle:

|l

T Adolescence

Hp Agency FE

B, albertus Extra Bold
B albertus Mediurm

nderline:
fFects
[ Strikethrough

r Superscripk
[T sSubscript

For Conditional Formatking wou can
Undetling, Color, and Strikethroug

LI

(258
OO0 00OENE

N

Autamatic
EEEEEEN
EEEEEREEER

EEEEN

EENENEO

DDDDDmﬂl
BECOCNENRC
EODEEEE|
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Conditional Formatting continued...

Font I Border | F‘atternsl

Fant: Fant skyle: Sizes
9 Ciick ok | ~ |Bold - | ~
B adolescence a Reqular a a -
T foency FE Italic a0

Bl albertus Extra Bold
B, albertus Medium | leolditaic <) |11 =]

Undetline: Color:
| =] [— |
fFects review
[¥ strikethrough
I superscript AaBhCcYyZz
I subscript
For Conditional Formatting vwou can sek Fonk Skyle,
Undetling, Colar, and Strikethrough, Clear |

Zancel

10 Click Add>> to 21 x|

add a 2nd Dnditil:ll'l l

conditional format mﬁj qu”al to | = EY

for the value NN. Prewview of Format bo use AaBbCoYv7z S
when condition is krue: ¥ F |

@l w add == - Delete. .. | (w4 I Zancel |

11 sctet equatto 21

—Condition 1
ICEII Yalue Is j quual ko j IXN
1 2 Enter NN .
Preview of Farmat ko use AaBhCoYviz
when condition is krue: ¥

L

1 —Condition 2
3 Click Format... ICEII Yalue Is j quual ko

Preview of format to use AaBhCcYviz
when condition is krue: ¥

/ \
1 4 Click Add>> to @l wﬂdd i % Celete. .. | (8]4

add a 3"
conditional format
for the value MN.
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Customising toolbars

-

Theory:
The default toolbars see: figure I in Excel do not display many useful functions.

Customising the toolbar allows you to add functions that rotate text and allow for easy
resizing of column width. See figure 2.

o

E3 Microsoft Excel - Book3

File Edit  “iew Insert  Formak  Tools  Data Window  Help
DEEHY ERY $BER- -0 @& =-2 % 0@ -0,
firial 10 - B I USEEE S %, BN EE DA
Al - fre
A | B | ¢ | b | E | F | 6 [ H [ 1+ [ J |
el

Figure 1: Default toolbars

Ed Microsoft Excel - Book3

File Edit Wiew Insert Faormat Tools Data  Window  Help

D" &y & - <o @ = 8] E | [ 100

Aricl -0 - B IU=SE==8 %%, == -5 A
Al - %

1
| 2 |
3

Figure 2: Customised toolbars

Format | Tools: ] Daka
3;’

&b
i Error Checking...
B 7 s@ rror Checking 0

Speech »
c 7

Window  Help

lling. .. F7

1 To customise the toolbars select

Tools | Customize...
Share Waorkbook, ..

Track Changes 3

Add-1ne. ..

AukoZaorreck Opkions, ..,

| Customize. .. -& |

]

Opkions, ..
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Customising toolbars continued...

Customize

2 Select the Commands tab

¥ Faormatting

[l—

3 Select Format from the 2/

list of Categories: Toohars  Commands | options |

To add a command to a koolbar: seleck a cakeqory and drag the
4 Scroll down the list of command out of this dialog box ko a toolbar.
. Cakeqories: Caomrmands;
Commands: until you —
F
find the command Edit E Merge Across
Rotate Text Up Yiew B Wertical Text
Insert
[ r—— (8 RomteTecp g
. Tools w e |
5 Click and drag the Data Frotate Text Down
command to the required E:'Qﬂ'i:'n'“; and Help 3 A
toolbar. AukoShapes w7

Selecked command:

Descripkion | Modify Selection =

Window  Help
o o~ W E - 2] L [ - 2]
L LT
= B %, WS EE -0 4 - Ny %,
.
el Customize el -
| <
Toolbars — Commands | pkions I 4
{
To add a cormmand o a toolbar: select a category and drag the 2
cormand out af this dialog box o a koolbar, '.'
_aktegaries: Comrmands: '..'
Eﬁ A1 | & “ertical Text ':' ﬂ
i -
View ||#E Rotate Text Up W.
Insert - g 5
| DT
Toals — | s e
Data w4 Angle Clocke
YWindow and Help -
@l Close

Copyright © 2004 Rupert Russell. r.russell@ballarat.edu.au Permission
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The VLOOKUP function

Theory:
VLOOKUP is short for "Vertical lookup”

The VLOOKUP function is used to convert a numerical grade value to a text string.
In this example we are using University of Ballarat grades, eg:

Mark Grade
0 XN
1-39 NN
40-49 MN
50-59 P
60-69 C
70-79 D
80-100 HD

VLOOKUP uses a 2 column table. It looks up the value or range of values in the first
column and replaces the contents of the cell with the corresponding value in the second
column.

- /

1 For this example we will open a new worksheet File | New... or use CTRL + N

2 Create a lookup table with the

following values: Format  Tools Data  window  Help
Mark Grade

0 XN

1 NN

40 MN

50 P

60 C

70 D

80 HD

Place the table at the top of the
E & F columns ie from E1to F8:

Copyright © 2004 Rupert Russell. r.russell@ballarat.edu.au Permission
is granted to copy, distribute and/or modify this document under the
Page 12 of 15 terms of the GNU Free Documentation License, Version 1.2
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VLOOKUP Function continued...

3 Create a list of names and grades to E Microsoft Excel - example.xls

apply the lookup table to eg: File Edit Mew Insert Format  Tools

Last First Mark D IEF; ﬂ % El. n\e}; .}E E

Belford Ronald 0

Blow Jo 1 Arial =10 - B F 0
Bradman Don 39
Crowe Russel 40 H.8 - £
Cuthbert Betty 49 A B C
Evans Dave 50
Everage Edna 59 v ‘E
Garrett Peter 60 1 E =
Johnson Brian 69
Lawson Henry 70 2 |Belford Fonald
Nurk Fred 79 3 Blow Jo
Patterson Les 80 4 | Bradman Don
Wright Simon 100 5 Crowe Russel
b |Cuthbert  Betty
Ed Microsoft Excel - example.xls 7 |Bvans Diave
File Edit “iew Insert  Format 5 Everage Edna

NEEHy SRY | 3 BE

Arial -0 - B J U E=E=EH % %
02 - fe =WLOOKUPICZ SERL:FFEE 2, TRUE)
A, B C O

4 Enter the following formula in cell D2: =VLOOKUP(C2,$E$2:$F$8,2, TRUE)

Copyright © 2004 Rupert Russell. r.russell@ballarat.edu.au Permission
is granted to copy, distribute and/or modify this document under the

terms of the GNU Free Documentation License, Version 1.2 Page 13 of 15
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VLOOKUP Function continued...

Theory:
The VLOOKUP function has the following syntax:

VLOOKUP(lookup value,table array,col index num,range lookup)

In this example we are using the following =VLOOKUP(C2,$E$2:$F$8,2, TRUE)

lookup value is C2, this means that the mark in cell C2 will be used as the lookup
value and the appropriate grade will be returned from the table.

table_array is E2:F8, this is the location of the lookup table. Note the $ signs lock
the position of the lookup table when using autofill to copy the VLOOKUP function
in step 6.

col_index_num is 2, this means the second column in the lookup table array is
the value to returned.

range_lookup is TRUE this means match a range of values eg marks between 50 and
59 will return a grade of P.

- /

Fd Microsoft Excel - example.xls

File Edt View Insert Formak Tools Data  Window H
5 Use autofill to copy the VLOOKU bedn &RV & <t
each cell in column D. Arial -0 - B I UEESE

e =VLOOKUP(CZ $EFZ:§

Ed Microsoft Excel - example.xls

File Edit Wiew Insert Format  Tools  Daka  Window  Helf

DzxEy SLYV $sBR-C

6 Click on cell D2

7 Drag the autofill handle to cell Arial -0 - BT U EEE B
D14 02 - A =VILOOKUP(CZ $EF2§FE 2 TRUE
A B | ¢ B E[F]
- - . T x =
8 z 5 2 8 B
1 - o = o E O
| 2 |Belfard Fonald ] B 0 XN
3 [Blow Jo 1 "1 NN
| 4 |Bradman  Dan 34 W0 MN
| 5 |Crowe Russel 40 TP
| B |Cuthhert  Betty 19 B0 C
| 7 |Evans Dave 50 woD
| B |Everage  Edna 59 80  HD
| 9 |Garrett Peter B0 .
|10 |Johnson  Brian i) .
11 [Lawson Henry 7 .
12 [Murk Fred 79 :
| 13 |Patterson Les &0 .
| 14 [\Wright Sinon 100 s
15 | ’
~
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VLOOKUP Function continued...

8 Click once on a blank cell to remove the

selection. You should see grade values Ed Microsoft Excel - example.xls
for each student in the list. File Edit Wiew [Insert Format  Tools Data  window  He

DEeEdy LY sB2R-T

Fd Microsoft Excel - example.xls

@ File Edit Yew Insert Format Tools Data  window  Help

F

DEE8 SRY | $BR-T - o g P

Aria -0 - B 7T UISE=E=8 8 5

E15 - fa XN

A | B | ¢ | D [EJ[F] NN

- 5 = 2 = 3 .

B o 5 5 § B P

- [ = b = W C

Belford Ronald 0N 0 XN D

Blow Ja 1 MM 1 NN HD
Bradman  Daon 39 MM 40 MN
Crivwe Ruszel A0 MM 80 P
Cuthbert  Betty 49 b B0 C
Evans Dave a0 P 0D
Everage Edna 29 P g0  HD

Garrett Peter B0 C

Johnson Brian B9
Lawsan Henry 00
Murk Fred 90
Patterson  Les a0 HD
Wright Siman 100 HD

Y Y Y Y
i o o o o o
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