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Setup Tips 
• Customize Status Bar  - statistics on selected data 

 
 
 
 

• Name Box –matrix dimensions of selected data 
 
 
 
 

• Transposing Data 
 
 
 
 

• Copying & Ordering worksheets 



Freeze!  And hide! 
Freezing rows or 
columns is a handy 
way to focus in on 
one part of your 
data at a time 
without losing row 
or column names. 

You can also hide 
rows or columns 
(right click on the 
row or column). 



Counting How Many 
The COUNTA function tells you how 
many cells are NOT empty. 

NOTE: Once you write this formula 
once, you can fill it across the 
other columns by dragging from 
the lower right corner of the cell. 



Attendance & Participation 

COUNTIF function is used for counting cells 
within a specified range that meet a certain 
criterion, or condition. 
 

Conditional formatting is a feature 
that allows you to apply a format to 
a cell or a range of cells based on 
certain criteria. (Home tab) 
 



Linking Data Across Tabs 
Once you have created 
data in one tab, you 
can easily transfer that 
data to other tabs. 

In Excel you 
can also 
paste a link 
to data in 
another tab. 



Dropping Lowest Scores 

SMALL Function  - returns numeric 
values based on their position in a 
list ranked by value; retrieves "nth 
smallest" value 

Conditional formatting: 
 Bottom ranked values 



Determining Letter Grades  
and Final Exam Grades 

LookUp Function -  returns a value from a  
                     range or from an array 

Goal Seek - determines input value(s) needed to 
achieve a specific goal. (Data tab) 

Looks up 64.38 in column AF, matches the nearest 
smaller value (62.50) and returns the value from 
column AG that is in the same row (D). 



Highlighting Letter Grades 
You can also use conditional 
formatting to highlight 
different letter grades. 
 

NOTE: Ranking 
of rules may be 
important! 
 



Weighting Grades 

Conditional formatting : Icon Percentiles 

Scroll Bar-    Scrolls through 
a range of values when you 
click the scroll arrows or 
when you drag the scroll box; 
use for setting or adjusting a 
large range of values 
(Developer tab)  



Summarizing Data 
Descriptive Statistics (Data tab)  

Frequency Chart    



Creating 
Rubrics With 
Dropdown 

Menus 



Summing Points in Rubrics 



Protecting Sheets 
Click on the tab menu. Then, in the 

menu that 
pops up on 
the right: 
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