CREAT:

Challenging Regional Educators to Advance Technology in Education

(N

for Mississippl

Creating an Assessment Tool in Excel 2000/XP

This document shows users how to create an assessment tool for their classroom. This testing system is auto-
matically graded and scored, which aids the instructor in the testing process. In this tutorial, security measures
are built into the Excel workbook, which ensure testing integrity. This tutorial can be modified after learning the
appropriate steps to any mode of testing.

The First Steps

1.

Open Microsoft Excel to a blank workbook.

Save the workbook to with a filename that is appropriate
for your needs by clicking FILE >SAVE
located on the standard menu.

Ed Microsoft Excel - Chapter 1 Quiz.xls

File Edit Wiew Insert  Format  Tools

Label your worksheets in your workbook for organizational purposes.
Double-click Sheet 1 and name it Quiz. Press the ENTER key on
your keyboard to accept the changes.

Insert...

Delete
Rename

Mowve or Copy...

[NNRESL RN SNV ARy

Select All Sheets

)
{7}

Double-click Sheet 2 and name it Admin. You can name Sheet 1 and
Sheet 2 anything that you want for your purposes. Press the ENTER “
key on your keyboard to accept the changes.

Tab Color...

iy
D:l|"-l

G Wiew Code

v M Quiz £ Admin ) She

L =

Right-click Sheet 3 and click Delete. You should now have only two E _ )
sheets in your workbook. W4 v W[\ Quiz jAdmin |

Creating the Test

1. For this assessment, we will be creating a multiple-choice T | = | = | =
and true/false quiz. You can adapt this later for your .
. . ) 1 |Chapter 1 Quiz - January 10, 2002
purposes once you get the techniques down in the creation 5
process. Type Chapter 1 Quiz - (Today’s Date) in
CELLAI1 in Sheet 1.
A | B | ¢ | D
2. Type Name in CELLA3. Type Question in ; Chapter 1 Quiz - January 10, 2002
CELLAS. B
ame
4
3. Type Answers in CELL C5. Type 1 in CELLA7 5 |Question Angwer
and type 2 in CELL A8. Your worksheet should look b
like the image shown to the right. g ;
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5 |Question
B
7. Highlight CELLS A7 and A8 by clicking and holding the mouse button when 7 1
selecting this range of cells. g L2t
10
|7 ] 1
) . 8 2
8. Hover your mouse pomter over thg lov&./er right fill ER o White Crosshair
handle of the hightlighted range. This will change your 10
mouse pointer from a white crosshair to a
black crosshair. (% LCP 1
9. Left-click and hold when your pointer changes to a (.% LC D 2
black crosshair. ‘ - ;L
Black Crosshair - —
10
!
7 1
g8 2
9
. . . . 1 I:I
10. Drag your mouse pointer down until you get to CELL A16. This is called a 11
click and drag procedure. Remember this process since we will use itagainin | 12
this tutorial. 13
14
15
16
17 T
10
15 J
A | B | ¢ | D
| 1 |Chapter 1 Quiz - January 10, 2002
2
I Mame
| 4 |
| 5 | Cluestion Answer
% 7 11. You have now completed the basic setup of the quiz. The
ER 2 worksheet should look similar to the image shown
=N 3 to the left.
10 4
11 | 5
12| b
13 7
| 14 | g
15 9
1 10
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Creating the Answer Sheet
. . " " . J0 |
1. Click the Admin worksheet to start editing this worksheet in your 4 4 v N on Admin
Excel workbook. Ready E§
A | B | ¢
1
2 Anzswers | Correct
3 A,
g E 2. Type the information shown in the image on the right. These values
B A will be typed in CELL B2 through CELL B12 and CELL C2
7 B on the Admin worksheet.
i T
9 T
10 F
11 T
12 F
3. Type Test Score in CELL A16. The labeling on this worksheet is 15

done completely for the instructor.

Creating the Scoring System

16 [Test Score
17

Based on the answers provided on the Admin worksheet, we must assign a point value for correct answers for
this quiz. Again, this feature can be modified for each testing system. We must type a logic function in order to
implement the scoring system. The function used in this example is the IF function.

Creating an Assessment Tool in Excel 2000/XP

In CELL C3, type =IF(B3=Quiz!C7,10,0).

This can be done by a function wizard as well.

But, this method speeds up the process.

Press the ENTER key on the keyboard to
complete the function.

IF > X A& =IF(E3=00izICT 10,0)
A | 8 [ ¢ | b | E | F
Answers |_Correct

=IF{B3=0uizIC7 10,0
D [1Filogical_test, [value_if_true], [value_if_fals=Ty |
C
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D [1Filogical_test, [value_if_true], [value_if_fals=Ty |

C

IF ~ X o/ A =IF(B3=Quiz!C7,10,0)
3. So, what does that gibberish mean? Here is a 1 A | B | ¢ | D [ E [ F
breakdown of the IF function that we created |2 Answers _Correct
in Excel speak. =N =IF(E3=QuizlC7,10,0)
4
| 5

=IF(LOGICALTEST, VALUE IF TRUE, VALUE IF FALSE)

The equal sign is needed to tell Excel that this is a function.

The Quiz!C7 refers to CELL C7 on the Quiz worksheet.

The B3 refers toCELL B3 on the Admin worksheet.(There is no Quiz! before B3.)
The value if true is set to 10.

The value if false is set to 0.

A | B [ ¢© |
1
Z Answers | Correct
Ex A i
3. Clickand Drag CELL C3 to CELL C12. This will copy the function |4 | o
that we just created into this range of cells. But, the cell references will % *;
change relative to each cell that is copied in this procedure. [ & | T
9 T
10 F
17| T
12| F
13 T
IF * X & =SUM{C3:C12)
A | B | ¢ | D
1
2 Answers | Correct
3 A, a
4 D a
] C a . .
B A 0 4. Now, we need to calculate the score for the quiz. For this
7 B i feature, we need to sum the values in CELLS C3 through
g $ g C12. To do this, type =SUM(C3:C12) in CELL C16. Press
10 F q the ENTER key on the keyboard to complete the operation.
11 T a
12 F a
13
14
15
16 [Test Score =SUM(C3:C12)
17
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Assigning a Letter Grade to the Quiz

1. To assign a letter grade to a quiz, type Grade in CELL 7
A18. In CELL C18, type the following IF function that 18 |Grade F
will do the logic for us. 19

=IF(C16>90," A" ,IF(C16>80, "B", IF(C16>70, "C", IF(C16>60,"D","F"))))

g - B =IF(C16=50 "A" IF(C16=80, "B", IF(C16=70, "C" IF(C16=60,"0" "F" 1))

2. Of course, this is an optional and more advanced step. But, it might be something that would be useful
for some instructors. The grade ranges can be changed by changing out the number values in this nested
IF function.

Adding the Security Component to the Quiz

Excel 2000 Instructions

s | &5 | c  EECEEE
[ & cu
% Ans;vers Copy
1. First, we need to hide the answers and scores in the Admin % g = i::: .
worksheet. Highlight COLUMNS A, B and C by clicking (and ? A "
holding) on the letters located at the top of each column.Once % I Delete
selected, right-click at the top of one of the highlighted columns and [} F J S et
. 11 T Format Cels...
click HIDE on the submenu. 5] F R
E ;ide
14 \—[V‘_
(15 | Unhide
[ 16 |Test Score 0 I
: b | E | F |
2. If done correctly, you should see column labels in the top left of i
your worksheet that are displayed exactly like the image shown 5
to the right. 3
|
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Next, click TOOLS > PROTECTION > PROTECT SHEET on the standard menu.

Ed Microsoft Excel - Book1

JE_'] Eile Edit Wiew Insert Format | Tools Data Window Help

8 %) i 00w - 1),

DEE SRY % B EY speling. F
Jﬁrial - 10 = | AutoCarrect...
L14 j Share Workbook. ..

A | B | Track Changes

IVEerEe YErkieels,, .

Protection

Online Collaboration Pk

Goal Seek, .,

[0 TS R N Y

Sronarin

Protect 'Workbook... g

Protect and Share Workbook, .

Keep all the checked options selected.
Type a PASSWORD into the password text field.

Click the OK button to continue.

Retype the PASSWORD into the password text
field in the CONFIRM PASSWORD window.

Click the OK button to continue.

C-R-E-A-T-E for Mississippi
Copyright ©2001. All rights reserved.

Protect Sheet

Protect wiorkshest for
V¥ Contents
¥ Chiects

V¥ Scenarios

Password {optional):
I ek ok o ko

(04 Canicel

Confirm Password

Reenter password to proceed.

I******|

Caution: If you lose or forget the password, it cannot be
recovered, It is advisable to keep a list of passwords
their corresponding workbook and sheet names in a
safe place. (Remember that passwords are

Ok :’:I Cancel
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9. Now, your Excel workbook is protected. At this point, the workbook can be used as a testing tool in
the classroom. The security cannot be broken. Therefore, the answers will not be seen by students
taking the assessment. With this being said, be sure to REMEMBER YOUR PASSWORD for the
workbook. If it is forgotten, you will not be able to use the workbook again.

10. To record the grades for the quiz after the assessment, the teacher will need to unprotect the sheet and
unhide the columns that did the scoring for the quiz. Click TOOLS > PROTECTION >
UNPROTECT SHEET on the standard menu to unlock the sheet.

Ed Microsoft Excel - Bookl

J[{] File Edit Yiew Insert Format| Tools Data Window Help

B 2 o7 Eeellig. = szl ‘ | 4B 100%
| brial ~|10 || | AuCorect. A =
L14 j Share \Workbook, .,
iy | B | Track Changes FE | F | = |

1 [VEerEE Winkbeels,,

2 Protection Unprotect Sheet...

3 Cnline Collaboration Pk Protect Workbook, .

i Protect and Share Workbook, ..
Goal Seek...

5 .
Scenarios. ..

11.  Typethe PASSWORD for this workbook into the password Unprotect Sheet EE3

text field in the UNPROTECT SHEET window.

Password! I******|

12. Click the OK button to continue. oK & I Cancel |

D1 - f .
| D F 13. Now, we need to unhide the columns. Select COLUMN D and

=1 P - e clicking an

: o the ROW NUMBERING COLUMN by clicking and
—— E . . . .
= P Eaf; dragging in aright to left fashion.
z Paste Special...

B . .
[z] Insert 14. Right-click at the top of one of the highlighted columns and
il S click UNHIDE on the submenu.
[10] .
[ 11 ] Ei' Format Cells...
] | Column Wickh... | 15. Congratulations! You can now view and record the grade for
[14] e N this student.
i Unhide
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Excel 2002(XP) Instructions

First, we need to hide the answers and scores in the Admin

worksheet. Highlight COLUMNS A, B and C by clicking (and

holding) on the letters located at the top of each column.Once
selected, right-click at the top of one of the highlighted columns and

click HIDE on the submenu.

If done correctly, you should see column labels in the top left of
your worksheet that are displayed exactly like the image shown
to the right.
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1 $ocut
2 Answers B=
_— E
s n By Copy
T 8] @ Paste
5 5 Paste Special...
B A
—? B Insert
g T Delete
i T Clear Contents
10 F
17 | T Format Cells...
12 F Coluran Width. ..
% Hide:
15 Unhide
| 16 |Test Score 0 I
b [ E | F |

P (L0 (| —

Next, click TOOLS > PROTECTION > PROTECT SHEET on the standard menu.

Ed Microsoft Excel - Chapter 1 Quiz.xls
File  Edit  Wiew Insert  Format | Tools | Data  ‘Window  Help
] A LI i o
DEHaR SR Y| &V . E S TR T B
i @ ?@ L @ 2 % Qﬁ \{é Error Checking...
5 b » : o
érid -0 - B 7| T wEE Q- DA E A
22 - . Share Workbook, ..
E | F Track Changes 3 | I | L | I |
1
2 -
3 Prokection 4 m@ Protect Sheet. ..
4 Online Collaboratian ¥ | pllow Users to Edit Ranges. .. 3
g aoal Seek. .. Eﬁ Prokect Workbook, .,
7 Scenarios, .. 'Efl Prokect and Share Woaorkbook. ..

Creating an Assessment Tool in Excel 2000/XP

C-R-E-A-T-E for Mississippi
Copyright ©2001. All rights reserved.

This document may be copied and distributed for nonprofit educational purposes only

Provided that credit is given to C-R-E-AT-E for Mississippi.

Revised 01-10-02
Page 8 of 11



Deselect the SELECT LOCKED CELLS AND SELECT
UNLOCKED CELLS in the menu options.

Type a PASSWORD into the password text field.

Click the OK button to continue.

.
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[+ Protect worksheet and contents of locked cells

Password ko unprotect sheet:

Allow all users of this worksheet bo:

Seleck locked cells
Select unlocked cells
[ Format cells
[~ Format columns
[ Format rows

[ Insert columns
[ Insert rows

[ Insert hvperlinks
[ Delete columns

[ Delete rows LI

[o]4 é I Cancel |

Confirm Password el

Reenter password ko proceed.

Retype the PASSWORD into the password text
field in the CONFIRM PASSWORD window.

Click the OK button to continue.

I******l

Caution: If vou lose or forget the password, it cannot be
recovered, It is advisable to keep a list of passwords and
their corresponding warkbook and sheet names in a safe
place. (Remember that passwords are case-sensitive, )

I Cancel

Now, your Excel workbook is protected. At this point, the workbook can be used as a testing tool in
the classroom. The security cannot be broken. Therefore, the answers will not be seen by students
taking the assessment. With this being said, be sure to REMEMBER YOUR PASSWORD for the
workbook. If it is forgotten, you will not be able to use the workbook again.
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10. To record the grades for the quiz after the assessment, the teacher will need to unprotect the sheet and
unhide the columns that did the scoring for the quiz. Click TOOLS > PROTECTION >
UNPROTECT SHEET on the standard menu to unlock the sheet.

Ed Microsoft Excel - Chapter 1 Quiz.xls

@ Ele Edit Yiew Insert Format | Tools | Data  Window  Help

DERa8 Ry &Y LEL il oo - 3)

LY kT ol A

Aril -0~ B 5 bz '.3 EE O-D-A - A

|22 - S Share Workboak, .,
| E | E | Track Changes 3 | | L | ¥ |

[ 1]
% Prakection 4 ||% |Unpratect Shest... I |
I Orline Collabor ation 3 @ o
% Goal Seek... T—I‘ﬁl Pratect Wwoaorkbook. ..
? Scenarios. .. 'Efl Protect and Share Workbook. ..

I1. Type the PASSWORD for this workbook into the password 21
text field in the UNPROTECT SHEET window. Password: I******

12. Click the OK button to continue. 0K Cancel |

L
7 % oo F| 13.  Now,we need to unhide the columns. Select
% Copy COLUMN D and the ROW NUMBERING
(4| |B paste COLUMN ( by clicking and dragging in a right to
=N e left direction.
DOW % Insert
Numbcrmﬁ% % il::ecmnts 14. Right-click at the top of one of the highlighted
Column % ——— columns and click UNHIDE on the submenu.

E Colurmn width, ..
% Hide 15. Congratulations! You can now view and record the
15| %&4 grade for this student.
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If you want to make your assessment more pleasing, you can format the test in whatever manner you
choose. In this example, the follwing was done:

1. Cells A1 through A5 were merged.

2. All of the labels were made bold.

3. Columns A and C were centered.

4. Cells B3 through D3 were given a bottom border and merged.
5. The range of cells A5 to C16 were given borders.

6. The range of cells A5 to C16 were given a gray fill color.

As you can see, this testing tool can be customized for the needs of the end user. Keep working on your
assessment tool and see what ways it can work for you.

A [ B | ¢ | D |

1 |Chapter 1 Quiz - January 10, 2007

2

i NHame

4

5 | Question Answer

B

7 1

a 2

g 3

10 4

11 5

12 b

13 ¥

14 1]

15 9

16 10

17F
Contact Information:
Voice: 662-325-5009 Web site: http:\\www.create4ms.org
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