Instructions K — 12 Report Cards

Step 1: Login to Main BCeSIS Page.

& Training Database Student Information System

Barbara Jayne
F 10 ¢ 2500555-5175 |01-MOv-1990

Fulton, Tommi

hain Menu
Admit Student
Change Student
WWithdraw Student
Cross Enrollment
Transfar

Walk-In Timetakle Simulation

Glueries

User Profile
User Subscriptions

W Lock Schoal
Set Display Preferences

ranscript

Incidents

Timetable
Hotedncident

Alt Address
Contacts
Courses

Diploma

Transcript

Timetahle
Motedncident
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Step 3: Go to “#15 — Exports” then “BC General Data Extract”

& Independent Schools District A Student Information System

Le Helf

5 Be 1701 - Repont

HE BC 1701 Extract

- BC Achievernent Batch Extract
4 BC AutoDial Valet Extract

LE B Baragar Extract

= BC Integrade Extract
3 BC TRAX Extract
L= Create Label Records Export

Step 4: Check the “Include Column Headings”, select the “Course Marks” and “Student
Demographics” extracts, and set the directory to save the extracts to and the prefix you
desire.

& Independent Schools District A Student Information System

it Eield ck Help

Independent Schoals District A - Alta Lake -

u
m

I e e D R ormation:

Standardized Tests Course Marks
=1
Student Course History Student Demographics

Student Course Selections

Student Daily Ahsences (Date Range Required
nt P (

Student Programs
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Step 5: Click “Start Extract” and wait for it to complete.

& Independent Schools District A Student Information System

1 Edit Field Lock Help Window

eral Data ct

Independent Schoaols District A - Alta Lake -

<
n
17_MOY_2008)

[ o o [ I [ T T

Standardized Tests Course Marks

Student Course History Student Demographics
Student Course Selections

Student Daily Absences (Date Range Required) -
Student Period A ate Range Reqg uir'ed]
Student Programs

@] i

Step 6: Go to “My Computer” on your desktop and find the files that you just saved.
== ACERDATA (D:)

Create Label Records Export ]

File Edit View Favarites Tools Help

@Back - tJ l} ‘l_'::JSEard"l lf:_“ Folders v

. MName -
File and Folder Tasks = untiﬁed
@msm’?l.dll
E

l;j Make & new folder

@ Publish thiz folder to the
Wieb

id Share this folder
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Step 7: Now Right click with your mouse on the first file and go to “Open With” then “MS
Excel”. Please note that if MS Excel is not an option in the list then you will have to open
Excel and then open the file.
= ACER (C:)

File Edit View Favorites Tools Help

@Back il > | I? /._\' Search ||_' Folders -

Address |h¢r c:

A Name ~ Size | Type
System Tasks A =] wps 1KE DAT File
.@ e e Enber s o [ I%ﬂ setup 1KB TextDocument
this drive £] RHDSetup 1KB TextDocument
4 Add or remove = POV iss 1KB ISSFile
; programs @ W = 1KB TextDocument
‘,J Search for files ar |f=_j 17_NOv_2008 | Open 1KB TextDocument
folders @ rod Print 1KB RND File
Dwmnpows | Edit File Folder
I ||'_j Virtual Machineg; ] _Acr eDt—clSecurit\t Management » = _ File Folder
(D valueadd W Notepad
mj) Rename this file "-_355"5"11:0 = Scan with ZonsAlarm At & Firefox
r-& Mo this fils :g ;upport . i Add to Quidedaunch Area .
e : _)Program Files | I Bl
D l_op'-.r ﬂ1|s.ﬁle S386 Send To r ﬂ WordPad
(%) E‘T:Il:s'-l this file to the | [ Elements Cut | Choose Program...
@ st T o
iy Print this file . | Create Shortout ;
| D) docs File Folder
¢ Delete this file ()0l EEIEE File Folder
IC5)BOOK | TR File Falder
2= A ) acer Properties File Folder

Step 8: Highlight the first column in excel by clicking on the “A”.
E3 Microsoft Excel 17_NOV_2008__COURSE_MAREK_INFO

E |E_:| Eile Edit View Insert Format Tools Data Window Help

HRN=N" RENI= NN - =N N - A NN -1 - mA

IR W Wt I I T BT W | 2 Uy f)-d | ¢ Reply with Changes... End Review... !
& District Mumber School Mumber, School Mame_ Master Timetable
Code, Reporting Date, Mark,Final Mark,Report Cycle Description
pfiber. School Mumber.School Mame. Master Timetable ID. Teacher ID. Teacher I
2 1200 59669 Archbishop Carney Secondary. 1833640.140040."Sample, Teacher”, 12345,
3 1200 439669 Archbishop Carney Secondary. 1833640, 140040."Sample, Teacher”, 12345,
4 |200.43966F9 Archbishop Carmey Secondary,1833640,140040."Sample, Teacher”. 12345,
5 |200.43966K9 Archbishop Carney Secondary.1833640.140040."Sample. Teacher” 12345,
6 |200. 439669 Archbishop Carney Secondary,1833640.140040."Sample, Teacher” 12345,
7 200 439669 Archbishop Carney Secondary,1833640,140040,"Sample, Teacher”, 12345,
8 200439669 Archbishop Carney Secondary,1833640,140040,"Sample, Teacher”, 12345,
9 |200.43966L9 Archbishop Carney Secondary,1833640.140040,"Sample. Teacher”, 12345,
10 2004396613 Archbishop Carney Secondary, 1833640140040 "Sample, Teacher” 12345,
11 200, 4396613 Archbishop Carney Secondary, 1833640140040 "Sample, Teacher” 12345,
12 120043966193 Archbishop Carney Secondary, 1833640140040, "Sample, Teacher” 12345,
13 |200.43966K9 Archbishop Carney Secondary,1833640.140040."Sample. Teacher”. 12345,
14 |200.43966K9 Archbishop Carney Secondary,1833640.140040."Sample. Teacher” 12345,
15
16
a7
18
19
20
21
22

200.43966R 59 Archbishop Carney Secondary.1833640,140040."Sample., Teacher”, 12345,
200439669 Archbishop Carney Secondary,1833640,140040,"Sample, Teacher”, 12345,
200.43966R9_ Archbishop Carney Secondary.15833640.140040."Sample. Teacher”, 12345,
200.43966R9 Archbishop Carney Secondary.1833640.140040."Sample. Teacher”, 12345,
200 439669 Archbishop Carney Secondary 1833640140040 ."Sample, Teacher”, 12345,
200 439669 Archbishop Carney Secondary. 1833640.140040."Sample, Teacher”, 12345,
200.43966R9_Archbishop Carney Secondary.1833640.140040."Sample. Teacher”,12345,
200.43966R9_Archbishop Carney Secondary.1833640.140040."Sample. Teacher”, 12345,

emlemlenlemiemidnlinlemlemlemlenlenlenlenlenlinlinlimlemlinlen
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Step 9: Go to “Data” then “Text to Columns”

Microsoft Excel - 17_NOV_7008 COURSE MARK INFO

Wi 43 100% v.ggim

etable ID. Teacher ID.Teach
iption, Study Habit. Commer
Eher Name Student Mumber

345 Student.Sample 12,12
Y345 Student Sample 12,12

Y345 Student.Sample 12,12

¥345 Student. Sample. 12,12
P345 Student. Sample 12 12
P345 Student, Sample, 12,12

P345 Student.Sample. 12,12
3456, Student, Sample, 12,12
2345, Student, Sample. 12,12
345 Student, Sample, 12,12
345 Student.Sample 12 12
¥345 Student Sample. 12,12

P345 Student, Sample, 12,12

El_] Ble Edit Miew [Insert Format Toaols | Dats | Window Help

P [ [ A 5 | e g A s
g ey s a) o s Eus |

Ad e & District Numher Fam...
B Code.Reporting Subtotals. ..

|1 |District Number,School Number School N Validaticn...

2 |200 4396689 Archbishop Camey Second :
| 3 |200 4396609 Archbishop Camey Second] | Table...
4 |200.43966K9 Archhishop Camey Second | Text to Columms, ..
5 |200.43966®9 Archhishop Camey Second CorisolateL
6 |200.4396609 Archbishop Camey Second B
| 7 |200,43966P9 Archbishop Camey Second Group and Outline
| 8 [200.4336683 Archbishop Camney Secondi (51 pivatTable and FivotChart Report...
| 9 |200.43966K9 Archbishop Carney Second

10 |200,4396689 Archbishop Camey Second{ | [PortExtemalDats
| 11 |200.4396689. Archbishop Carney Second List
| 12 |1200.43966¥9 Archbishop Camey Second WML
| 13 |200 4396609 Archbishop Camey Second -
| 14 |200,43966%9 Archhishop Camey Second Refresh Data
15 1200.43966R9 Archhishop Camey Secondary,1833640,140040 "Sample, Teacher”.12345 Student, Sample. 12,12

Step 10: Select “Delimited”, then click “Next”

+ District Number School Mumber, School Name.Master Timetable ID Teacher ID. Teacher Name Student Number. Student Legal Lz
Code Reporting Date Mark,Final Mark Report Cycle Description, Study Habit, Comments, Semester Average, School Final Exam
MNumber School Name Master Timetable 1D Teacher 1D, Teacher Mame Student Mumber, Student Legal Last Name, Student Leqgal F
p Camney Secondary,1833640,140040."Sample. Teacher", 12345 Student, Sample 12 12E YREL-12 12-NOV-08.80.. November Rep

p Camey Secondary, 1833640,140040

p Camey Secondary. 1833640, 140040 Convert Text to Columns Wizard - Step 1 of 3

p Camey Secondary, 1833640, 1400400 1.0 et Wizard has determined that your data is Fixed Width, P
p Carney Secondary,1833640.,1400400 1f this is correct, choose Next, or choose the data type that best describes your data. ep
p Camney Secondary.1833640,1400400 qiginal dats type ep
p Camney Secondary 1833640.1400400 ; that best describes your data: ep
p Camey Secondary 1833640,140040 jmi Characters such as commas or tabs separate each field. i
p Camney Secondary,1833640.140040 } - Fields are aligned in columns with spaces between each field, Ep!
p Camney Secondary,1833640,140040 epi
p Carney Secondary 1833640,140040 ep
p Carney Secondary,1833640.140040 Ep
p Camey Secondary. 1633640.140040 ) epi
Preview of selected data: ep
|1 histrict Number;School Number;School Name,Master Timetable ID,T| [|EP
|2 £00,4356625, Archbishop Carney Secondary,1833640,140040, "Sample, (= Ep
|3 F00,4396623, Archbishop Cerney Secondery, 1833640,140040, "Sample, e
|4 200, 439662%, Archbiahop Cerney Secondsry, 1833640,140040, "Sample, e
|5 00, 43596623, Archbishop Carney Secondsry,1833640,140040, "Sample, v lep:
< | > Ep

p Carney Secondary,1833640,140040)
p Camney Secondary.1833640,14004 0%

Cancel

ep
e
=]

[ next> ][ JEmsh |

p Carney Secondary. 1833640, 140040, "Sample Teacher”, 12345 Student, Sample 12 12E. YREL 12 12-NCOV-08, 80 November Repi
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Step 11: Now Select ‘Comma”, then click “Finish”

Format Tools Dsta  Window Help

W TREE . S A AR Ny AN SR N HER .
| By i) | ¥ Reply with Chanaes

District Mumber,School Number School Name Master Timetable ID.Teacher ID Teacher Name, Student Mumber, Student Legal Le
Code Reporting Date.Mark.Final Mark Report Cycle Description, Study Habit. Comments Semester Average, School Final Exam
dumber Schoaol Name Master Timetable ID Teacher ID. Teacher Name, Student Number. Student Legal Last Name. Student Legal F
' Carney Secondary.1833640,140040,"Sample, Teacher”, 12345 Student, Sample, 12 12E YREL-12.12-NOV-08.80. November Rep
1 Carney Secondary 1833640,140040 ahep
Carney Secondary. 1833640,140040 —ep

| B L .U

End Review,,

Convert Text to Columns Wizard - Step 2 of 3

' Camey Secondary, 1833640, 1400400 10 e fets you set the delimiters your data contains. You can see P
' Carney Secondary 1833640 1400408  how your textis affected in the preview below. e
' Carney Secondary 1833640140040 e
1 Carney Secondary,1833640.140040§  Delimiters ; s ]
: o Treat tive delimite
|Camey Secondary, 1833640 140040}  [1ab [ semicolo ) e Gassie dotas g e ep
' Carney Secondary,1833640,140040 a = v | e
5 Other: Textqualifier: | M|
Camey Secondary. 1833640 14004] 1= LlQmher L s epi
Carney Secondary.1833640,140040 Ep
' Camey Secondary, 1833640, 1400408 pats greview e
' Carney Secondary 1833640140040 e
' Camey Secondary 1833640140040 e
'CEI'I"IE,‘Y SECUﬂdEFy_1__S_3_354U,140040 Pistrict Number School Number [School Neme Mester A e
Camney Secondary, 1833640140040} koo h3ssszs Rrehbishop Carney Secondary [L33zedal = [BP
1 Carney Secondary,1833640,140040§ oo FEET T BErchbishop Cerney Secondsry [LE33640 ep
I CEI’I’]E‘Y SBCDHdEI’)«‘_183354U,140040 Eaa MIFEcZ Erchbishop Carney Seccndary [L833€40 epi
'CEI'I']BY SBCUHdEW.183364U,14UU4U 200 Ha386Z5 frchbishop Carney Secondery [LE33&40 v e
| Camey Secondary. 1833640 140040) € | > Bpi
 Carney Secondary. 1833640,140040

/ = ™
 Carney Secondary, 1833640, 140040 | cancel || <Back |[ mext{ |[ Emsh | Fp.
1 Camey Secondary,1833640,140040% ep

Carney Secondary, 1833640,140040."Sample, Teacher’, 12345 Student Sample 12.12E YREL-12 12-NOV-08.80. November Rep:

Step 12: Your rows should now be nicely split up into columns.

B3 Microsoft Excel - 17_NOV_2008_COURSE_MARK_INFO
@_] Fle Edit Miew Insert Format Tools Data Window Help

N HRESRIFE|$BBE S o8

= - AL 2]l 4 100% -@!_imial -0 - B i

H Tt o 2 I R | O [ A B 1| Yo Reply wit En:
J26 A & 12

A | B | ¢ [ b [ E [ F [ & [ w [ 1 T 939 70T Kk [ L [ M ]
| 1 |District Nu School Nu School Na Master Tin Teacher ID Teacher Mi Student Nu Student Le Student Le Grade Homeroorr Course Co Reporting |
| 2 | 200 4396629 Archbishop 1833640 140040 Sample. Ti 12345 Student  Sample 12/12E YREL-12 | 12-Nov-08
| 3| 200 4396629 Archbishop 1833640 140040 Sample, Ti 12345 Student  Sample 12/12E YREL-12 | 12-Nov-08
| 4 | 200 4396629 Archbishop 1833640 140040 Sample, Ti 12345 Student  Sample 12/12E YREL-12 | 12-Nov-08
| & | 200 4396629 Archbishop 1833640 140040 Sample, Ti 12345 Student  Sample 1212E YREL-12 | 12-Nov-08
| 6 | 200 4396629 Archbishop 1833640 140040 Sample, Ti 12345 Student  Sample 12/12E YREL-12 | 12-Nov-08
| 7 | 200 4396629 Archbishop 1833640 140040 Sample, Ti 12345 Student  Sample 12/12E YREL-12 | 12-Nov-08
| 8 | 200 4396629 Archbishop 1833640 140040 Sample, Ti 12345 Student  Sample 12/12E YREL-12 | 12-Nov-08
1 9 | 200 4396629 Archbishop 1833640 140040 Sample, Ti 12345 Student  Sample 12/12E YREL-12 | 12-Nov-08
| 10| 200 4396629 Archbishop 1833640 140040 Sample, Ti 12345 Student  Sample 1212E YREL-12 | 12-Nov-08
11 200 4396629 Archbishop 1833640 140040 Sample, Ti 12345 Student  Sample 12/12E YREL-12 | 12-Nov-08
112 | 200 4396629 Archbishop 1833640 140040 Sample, Ti 12345 Student  Sample 12/12E YREL-12 | 12-Nov-08
1 13| 200 4396629 Archbishop 1833640 140040 Sample, Ti 12345 Student  Sample 12/12E YREL-12 | 12-Nov-08
| 14 | 200 4396629 Archbishop 1833640 140040 Sample, Ti 12345 Student  Sample 12/12E YREL-12 | 12-Nov-08
| 15 | 200 4396629 Archbishop 1833640 140040 Sample, Ti 12345 Student  Sample 1212E YREL-12 | 12-Nov-08
| 16 | 200 4396629 Archbishop 1833640 140040 Sample, Ti 12345 Student  Sample 12/12E YREL-12 | 12-Nov-08
| 17 | 200 4396629 Archbishop 1833640 140040 Sample, Ti 12345 Student  Sample 1212E YREL-12 | 12-Nov-08
| 18 | 200 4396629 Archbishop 1833640 140040 Sample, Ti 12345 Student  Sample 12/12E YREL-12 | 12-Nov-08
1 2000 4396629 Archbishop 18336400 140040 Sample, Ti 12345/ Student | Sample 1212E YREL-12 | 12-Nov-08
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Step 13: Click “File”, then “Save As”, then give it a new filename, and make sure the type
is set to Microsoft Office Excel Workbook, then click “Save”.

| E | F | 6 | H | 1 [ KO | L | M | N | O
im Teacher D Teacher Ni Student Ny Student Le Student Le Grade Homeroor Course Co Reporting [ Mark Final [
L['] 14[’][]4 = e r———— — — —d-Ce—sas. = e e b e - <T-s =
TIRIINE| Save As S
o 14004

B tiiog Save in: |w ACER {C:) v @ @A Q@ X Ty EH o Tooks-

0 14004 e |2 Acer
0 14004 2 IC)BOOK

10| 14004 | MyRecent i[pel

10, 1400a] | P°U™E | Edocs

] 14004 = i'ijDtLll‘nEnts and Settings
0 14004 w (Edotmetfx

a0 14004 Desktop [S)Elements

H 14004 (1386

0 14004 | =) Program Files

0 14004 | [Dsppert

10| 14004 | My Dacuments | |3 sysinfo

10 14004 = valueadd

L0 14004 ‘P £ Virtual Machines
0 14004f | _rg (=2 wmoows

10 14004 | My Computer

:

0 14004 ; File na [17_NOV_7008_COLRSE_MARK_INFO_excel v S

10 14004) |y Network = MECID e N 2 T
H.]. 14004 Places Save 3 * | Microsoft Office Excel Workbook ~ ' Cancel ]
W 14004 rmsEmTTe, ] S —rE - - T | T2-TI07- 00 CJu

Step 14: Now repeat steps 7 through 13 for the other file you extracted from BCeSIS.

Step 15: Open the excel version of the Student Demographics file that you just saved.
(make sure the excel file with the course marks is also open).

Step 16: Click on “Sheet 2”

24
25
26
2T
28
29
30
3
32
33

M 4 v My Shed eet3 /
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Step 17: Click on “Data”, then “Import External Data” then “Import Data”

Microsoft Excel - Student Demographics

P9] B Edt Vew Insert Fomet Toos

Data | Window Help

Mew Database Query...

Edit Query

5 o 5 o= M _ 3
RN NEPE NEW] A <O e bl B i 4 1w00% - @! ; arial
R et 8 T ML M | TENTE N R %
Ad - A Ferm...
A B Subtotals. .. E | G | H |
1 Validation. ..
2
=S Table...
I Text to Columns...
% Consolidate, ..
T Group and Cutline »
% lig] PivotTable and PivotChart Report. .
W | Import External Data 3 || Import Data...
I =t » Mew Web Query...
| 12| XML
EE
| 14 |
| 15|
| 16|
| 17 |

e
(=]

Step 18: Then go and find the Course Mark excel file that you just saved earlier, and click

S e

uopenu
B e el e E | e w0 s D we L
Select Data Source @@
Lockini | <e ACERDATA (D) v @3 @ X i 5 Tools~
.“_ iﬁnndrew
@ C3)DanUsTA
MyRecent || Z)Downloads
DocUments || = 1o dians Jones Movie
= [Chlisa
H L:% Symfraser
Desktop MS0Cache
(CIPALL
&\ rﬂ 17_MNOV_2008_COURSE_MARK_INFO
__,.) 17_MOV_2008_STUD_DEMO
My Documents | [ESE R8Tk
l@ Student Demographics
[@] untitled
My Computer
1 File pame: W Mew Saurce. .. Cipen
My Network | | [ - ] =22
Flaces Files of type: | All Data Sources v
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Step_19: Click “OK”
WA R e S AN R .|é_z_-%_._3l|@ g 100% s Q_!;ma

S5 2 | 2 B i | ¥ Reply with Chagoes... End Reviews.,
=
ﬁ
B | c T = = 0 [ I I
Select Table X
Name Description  Modified Created Type
[=sheet 15 12:00:00 AM  12:00:00 AM  TABLE
[ Sheet2s 12:00:00 AM  12:00:00 AM  TABLE
[ Sheet3s 12:00:00 AM  12:00:00 AM  TABLE
< T /\ | 5|
b N\ it
[¥] First row of data contains column headers ( [ OK z] [ )Cancel ]
7

Step 20: Click “OK”

e [ N [ e [ e, - == B - |
B c | o] E | F | & | H | 1 [ J | K
Where do you want to put the data?
(%) Existing worksheet:
|=sas1
(") Mew worksheet
[i3] Create a PivotTable report. ..
Step 21: Return to “Sheet 1”
24
25
26
27
24
29
a0
31
32
33 q
M 4 »\p Sheetl  Sheet2 / Sheet3 /
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Step 22: Add three columns to the Student Demographics (sheet 1) file called Course
Count and Final Sum and Average. Please note the screenshots from this point onwards
are just samples due to privacy and may be missing other data you may have in the file.

E3 Microsoft Excel - Book1

iE] Ble Edit View Insert Format Toos Data  Window Help

NEEHRIGSRIVE SRR S8 o8] G @l
R Tt Wi 7 Mre B N S | 2] By (-1 ] ¥¥Reply with Changes... End Review... !

AT - A
~— A | B | ™S b0 | E | F | 6 | H |

Course Count  Final Sthudem Mumber Last Name First Name

— 11111 Smith Andrew
22222 Jones Susan
33333 Peters att
44444 Bergs Mary
55555 Does John

2le|=ole ][y~

= SAMPLE EXCEL STUDENT DEMOGRAPHICS FILE ***+*

-
-

a
a

Step 23: Click on the first square of the “Course Count” column and click on the
Function button.

E3 Microsoft Excel - Book1
] Fle Edit View Insert Format Tools

HRWET eV RV A AR R e AR

Data Window Help

@ = -] Kl GW 4P

o Pt Wt R W | | # # (-4 | ¥¥ Reply with Changes... End Review... !
o | 7]
A B iy D E F {
1 |[Course Count Finmgbe Student Mumber Last Name First Mame
2 ! 11111 Smith Andrew
3 22222 Jones Susan
4 33333 Peters Matt
5 44444 Bergs Mary
6 55555 Does John
7
8
g
10 | = SAMPLE EXCEL STUDEMNT DEMOGRAPHICS FILE =+
11
11/17/2008 Produced for BCeSIS iGroup by Vancouver Computer Consulting Inc. Page 10 of 19



Step 24: Find the COUNTIF function and click OK

| D | E | F | 6 [ H | | 4 | K [ 1
Student Mumber Last Name First Mame

11111 Smith Andrew

22222|Jones Susan

33333 Peters
44444 Bergs
EA555 Does

VOGRAPHICS FILE ™=

Insert Function

Search for a function:

Type a brief description of what you want to do and then Go
dick Go
Or select a category: | all w |
Select a function:
CORREL ey

Help on this function [ 0K ] D Cancel
Step 25: Click on the icon next to the Range Field
| E D E | F | G | H | I | J | K| L
Average  Student NMumber Last Name First Name
11111 Smith Andrew
22222 Jones Susan

33333 Peters
44444 Bergs
55555 Does

JENT DEMOGRAPHICS FILE *=***

11/17/2008

Function Arguments
COUNTIF
“ﬂﬂl_le|

Criteria |

Counts the number of cells within a range that meet the given condition.

Range iz the range of cells from which you want to count nonblank cells.

Formula result =

oK ] [ Cancel

Help on this function

Produced for BCeSIS iGroup by Vancouver Computer Consulting Inc.

Page 11 of 19



Step 26: Click on Sheet 2 then click on the column heading labeled “Student Number”.

E3 Microsoft Excel - Student Demographics

E] Fle Edt Vew [nsert Fomat Toos Data Window Hep

J_azl_ilq4\ A G THE T T I S N I A WL Y 3 [ o -lBd
M 4 | 4 By i | d Renly with Changes...._EndRevien...
T =COUNTIF{Sheet2!A:A)
S o Lt s S ot e L R
Student Last Name Student First Name
2] 11111}Smith | Andrew Secras
1 3| 111111 Smith | Andrew | &7
N 11111-Smnh | Andrew | 80
(51 11111 Smith Andrew | 58]
| 6 | 11111~Smlth | Andrew |89
| 7 | 11111'Smnh |Andrew | BT
| 8 | 11111'Smnh Andrew 76
19} _222__22'Jon es | Susan | 78|
104 22222} Jones | Susan | 58|
|11} 22222\ Jones |Susan | 78|
12 22222-J0nes | Susan | 80
|13} _33333i Peters | Matt | 98
| 14} 33333‘Peter5 Matt 98
| 15| 3_3333;Pet_er5 Matt | 78
16 33333} Peters Matt | BT
4T BITIMMhmsbmrm LR ce

Step 27: Press the ENTER key on the keyboard to return to something that looks like
below, then click on the icon next to the Criteria field.

dit View Insert Format Tools Data Window Help

il g| AUa@ e J o oo s sl i) @i [ B Lt
[l Ay [ L ey | 5 By 9 | ¥ Ry wiith Changes.., alqa_g-u-uew...!
- X —COUNTlF{SheealA )
A | B | C Function Arguments |‘§| L
it Number  Student Last Name Student First Name —
11111 Smith | Andrew COUNTIF
11111/Smith |Andrew Range |sheet21a:A
11111 Sm|th |Andrew cﬁteria|
11111_Sm_|th | Andrew
11111 Smith |Andrew
11111 Srnith Andrew Counts the number of cells within a range that meet the given condition,
11111 Smith Andrew
22222 Jones Susan
29927 |anes 'Susan Range is the range of cells from which you want to count nonblank cells.
'2‘2'22"2'J6ne'5 :sﬁs'an
22222 Jones |Susan T
33333 Peters | Matt
33_333_Peter5 | Matt Help on this function L oK ] [ Cancel ]
33333 Peters Matt | -
33333 Peters IMatt 67

Step 28: Make sure you are now back on Sheet 1 and select the first student number in
the list

EI& AR 0S8 bl Gl g —

|34 B | Y9 Replywith Changes... End Review... !

[ 8 T ¢c 3
1 |Course Count _ Final Sum Averag %
2 |2et2IAAD2) .
L
L8 . | Mat
L5 44444 Bergs Mary
L6 x| Hdes |John
| 7
| 8 |
| 10 |=*=* SAMPLE EXCEL STUDENT DEMOGRAPHICS FILE ==
B
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Step 29: Press the ENTER key on the keyboard to return to something that looks like
below, then click on OK.

ol Bl S B L] Sl S S

o LB 2z 1

5o | A "ij Q’u_'|| Y+ Reply: with Changes;... End Review

|
E =COUNTIF(Sheet2!A:A,D2)
B

al Sum Average

c | D | i Function Arguments
| Student Number Last Na
| 11111 Smith | COUNTIF
22222/ Jones Range |Shest2!A:A = #HUH
33333 Peters — =-
T Criteria | D3] 11111
55555 Does -7

L STUDENT DEMOGRAPHICS FILE =*** i R lE it

Counts the number of cells within & range that meet the given condition.

Criteria is the condition in the form of a number, expression, or text that defines

Step 30: Click on the first square of the “Final” column and click on the Function button.

E3 Microsoft Excel - Student Demographics

Formula result = 7
Help on this function [ Ok ] [) Cancel J
-
s -

i3] Ble Edit View Insert Format Tools Data  Window Help

WA VE S B 98 -] R 0% -

asan e

3 -Eij 1] | ¥ Reply with Changes... End Review... !

\

B2 -
A ?ns unv:ﬁoFl"|| | D | E F | G | H
1 |Course Count Final oumAverage | Student Mumber|Last Mame First Mame
2 7 1 11111 Smith Andrew
3 22222 Jones Susan
4 33333 Peters I att
] 44444 Bergs Mary
6 55555 Does John
7
3
9
10 |***** SAMPLE EXCEL STUDENT DEMOGRARPHICS FILE *****
44
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Step 31: Find the SUMIF function and click OK

AT SR AL R

pbbdblins o @i 4

B .

|65, 26 | 2 By 4 | ¥@ Reply,ith Chanaes.... End

e -
E | C | D | = Search for a function;
al Sum Average | Student Number Last Name Type a brief description of what you want to do and then Go
= 11111 Smith dick Go L& )
ZEZZZEJ_DU_ES Or select a category: | All W |
33333 Peters
44444 | B'ergs. Select a function:
55555 Does STDEVPA s
STEYX =
SUBSTITUTE
SUBTOTAL
S s I SUM ==
:L STUDENT DEMOGRAPHICS FILE *##**
SUMPRODUCT o]

SUMIF({range,criteria,sum_range)}
Adds the cells spedfied by a given condition or criteria.

l

Help on this function [ Ok J U Cancel
vl ¥

Step 32: Click on the icon next to the range field

ographics

rmat Tools Data Window Help

s o o o )8 > 2l

AN VY RS

|y 2l B | ¥ Reply with Changes,

Function Arguments

IMIF()
C | D | g sumMIF

&yerage  Student Number Last Na Rangel
11__‘]_‘_11_:Smith Cril:eﬁal
22222 Jones
33333 Peters sum_range
44444 Bergs =
55555 | I.:}.D.'?..S Adds the cells specified by a given condition or criteria.

ENT DEMOGRAPHICS FILE "=

Help on this function

Range is the range of cells you want evaluated.

Formula result =

ok | [ cancl

11/17/2008

Produced for BCeSIS iGroup by Vancouver Computer Consulting Inc.
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Step 33 Click on Sheet 2 then click on the column heading labeled “Student Number”.

EQ Jg_.y - Mﬂa‘tiﬂ: IR z-LLAU_g_gI

o -lBd
o7 ey T ] (9, %5 | 54 By i | Y9 Reply with Changes:.. EndRevisi,
'._ =COUNTIF{Sheet2!A:A)
S o Lt s S ot e L R
Student Last Name Student First Name

2] 11111}Smith | Andrew Secras
13} 111111 Smith | Andrew | &7
N 11111-Smnh | Andrew | 80
(51 11111 Smith Andrew | 58]

| 6 | 11111~Smlth | Andrew | 89

| 7 | 11111'Smnh |Andrew | BT

| 8 | 11111'Smnh Andrew 76
(91 22222} Jones ‘Susan -
104 22222} Jones | Susan | 58|
1y 22222\ Jones |Susan |78
12 22222-J0nes | Susan | 90/
|13} _33333i Peters | Matt | 98

| 14} 33333‘Peter5 Matt 98

| 15| 3_3333:'P;et_er5 Matt | 78
16 33333} Peters Matt | BT

4T BITIMMhmsbmrm LR ce

Step 34: Press the ENTER key on the keyboard to return to something that looks like
below, then click on the icon next to the Criteria field.

s

KN R AN R AP e B L uls
B i | ¢ Beply with.Changes. —

il T oo Function Arguments x|
IF(Sheet2!A:A) =

| C SUMIF
st Name Student First Name Rm:gelsheetzl.b.:.b.l

/Andrew Criteria|

| Andrew

Andrew =

/Andrew =

| Andrew Adds the cells specified by a given condition or criteria.

‘Andrew

Andrew

'Susan Range is the range of cells you want evaluated.

‘Susan

‘Susan

Susan Formula result =

Matt e

| Hibeh Help on this function ok Cancel

Matt L oo

|Matt L]

Matt 67|

Evyen I
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Step 35: Make sure you are now back on Sheet 1 and select the first student number in
the list

&.

AR MRV WE W= W e NI NI [N et e SO Y i I i e -lmLn
Lot g i W W [ ) [if-L] Y9 Reclywith Changes... End Reviel,.. !
COUNTIF +/|&| =COUNTIF{Sheet2!A:A,D2)
A ! | ¢ i Function Arguments
1 |Course Count _ Final Sum Averag
2 |zet2IAA D2)
3 LN 2220Anes Susan
L8 . | Mat
L5 44444 Bergs Mary
6 | 55555 Does John
| 7]
| 8 |
| 9 | | o |
| 10 |=*=* SAMPLE EXCEL STUDENT DEMOGRAPHICS FILE ==
"

Step 36: Press the ENTER key on the keyboard to return to something that looks like
below, then click on the icon next to the Sum_Range field.

findow Help

L
=
by
1=
"
il
il

[ T

:'_gy 2 El ill I lé|'.::_"_— v|®!§|_; v”._:
ly with Changes.
|

Function Arguments

] s T

imber Last N3 Range|5heet2!A:A
{1111}Smith Criteria[ o3

22222 Jones

33333 Peters Sum_range |

14444 Bergs

35555 Does Adds the cells specified by a given condition or criteria.

Criteria is the condition or criteria in the form of a number, expression, or text

'S FILE #**** that defines which cells will be added.
Farmula result = e
Help on this function L Ok J [ Cancel
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Step 37: Click on Sheet 2 then click on the column heading labeled “Mark”.

E Microsoft Excel - Student Demographics

N SR A RARALN RS TNV ) () . HE
Lo S B | v Reoly ith Chianges. .. End Reviey
=SUMIF{Sheet2!A:A,D2, Sheet2!D:D)

B | c E | F | 6 [ H | |
| 1 |Student Number | Student Last Name  Student First Name | | | | |
2] 11111 Smith | Andrew
531 11111 Smith |Andrew
| 4 | 11111 Smith \Andrew
| 5 | 11111 Smith
| 6| 11111 Smith
7| 11111 Smith ID:

8] 11111 Smith Andrew (LTS
(8] 22222 Jones Susan E 78:
10 22222 Jones Susan P98
44 A9 e = T 7ol

Step 38: Press the ENTER key on the keyboard to return to something that looks like

below, then click on OK.

L 2 | 2 B | X9 Replyith Changes . End Revien !
=SUMIF(Sheet2!A:A,D2, Sheet2!D:D) '

B | C | o[ E [ F | & | H |
| 1 |Student Number | Student Last Name  Student First Name Mark | | | ' |
2] 11111 Smith | Andraw .80
El 11111 Smith Andrew 87
| 4 | 11111 Smith \Andrew |90
5 11111 Smith
EZ0 11111 Smith Function Arguments
e
(=i T
(9] 22222 Jones Range Sheatdiih
k) 22222 Jones creena 2
EEl 22222 Junes Sum_range | Sheet2iD:D|
12
13| = 545
1_4 | Adds the cells speafied by a given condition or riteria.
[15] 33333 Paters
% - g?‘ggg EEE::E Sum_range are the actual cells to sum, If omitted, the cells in range are used.
E _jjj;’j?;fli’eters
| 18| 33333 | Peters. Formula result = 545
20 33333 Peters
E. i i Help on this function L OK J |) Cancel ]
2] S——
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Step 39: Click on the first square of the column labeled “Average”, and enter the
following: =B2/A2 in the function line (where A2 is the first square of the course count
column, and B2 is the first square of the final sum, basically the two values that we just
calculated). Then Press Enter on the keyboard. And the average for that student should

now display.

Microsoft Excel - Student Demographics

i3] e Edit View Insert Fomat Tools Dats  Window

a9 F

HIRW=2 = NV

dod ol <d | - 2| teply it Changes...,_End
SUMIF - x o € EIEIA2| )
A | BS~~—— D | E F | &6 |
1 [Course Count Flnal Sum Awverage  Student Mumber Last Mame First Mame
2 545:| B2/A2 | 11111 Smith :Andrew
3 22222 Jones |Susan
4 33333 Peters |Matt
5 44444 Bergs |Mary
b 55555 Does |John
T
a
9 = -
10 [=** SAMPLE EXCEL STUDENT DEMOGRAPHICS FILE ***=
11

Step 40: Highlight all three squares.

E3 Microsoft Fxcel -

Student Demographics
(] Ele Edit Toolz

FRRER" NERE= NEN A -SR-S A

View Insert Format Data ‘Window Help

4

& =

- 24 &4 | [0 45 1o

P g P ) @ A | #] i1 | ¥4 Reply with Changes... End Review... !
A2 - & =COUNTIF(Sheet2lA-A D2)
A | B | ¢© | D | E | F | @G
1 |Course Count Final Sum Awverage | Student Mumber Last Mame First Mame
2 7 545 ?T.BETM! 11111 Srnith Andrew
3 22222 Jones Susan
4 33333 Peters Matt
5 44444 Bergs Mary
b 55555 Does John
[
8
9
10 | === SAMPLE EXCEL STUDENT DEMOGRAPHICS FILE *****
11
11/17/2008 Produced for BCeSIS iGroup by Vancouver Computer Consulting Inc. Page 18 of 19



Step 41: Click and hold on the little square on the bottom right of the highlighted

squares, then drag down to cover all the squares below.

Microsoft Excel - Student Demographics

E_]_He Edit View
HRNEE" BN RN A N TR - R AN RS 1N A

Insert Format Tools Data  Window Help

ERe Tt ot I T R |

| | c‘ij (5] | V'# Reply with Changes... End Review... !

A2 - A =COUNTIF(Sheet2lA-A D2)
A | B | ¢ | D | E | F | ¢

1 |Course Count  Final Sum Average | Student Mumber Last Name First Mame
2 i b45 77 85714 11111 Smith Andrew
3 22222 Jones Susan
4 33333 Peters Matt
5 44444 Bergs Mary
) L6555 Does John
i
8
g
10 |=*** SAMPLE EXCEL STUDEMNT DEMOGRAPHICS FILE **+*
11

Step 42: You now have the averages for all your student!

Microsoft Excel - Student Demographics

@_] File Edit WView Insert Format Tools Data Window Help

PGS AV E# B -0 -5 E| Gl 45 100

ERe Wt o R T Y

. | W] f"j il | ¥+ Reply with Changes... End Review... !

111 - &
A | B | ¢ | D | E F | G
1 |Course Count  |Final Sum | Average | Student Mumnber Last Name First Mame
2 7 845 7785714 11111 Srith Andrew
3 4 344 86 22222 Jones Susan
4 g 666 83.25 33333 Peters MMatt
5 44444 Bergs Mary
] 55555 Does John
7
G
9
10 [ SAMPLE EXCEL STUDENT DEMOGRAFHICS FILE **=*
11
12
17
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