Housekeeping Items—Do First 
· Log into the BC network.  Open Microsoft Explorer which will take you to the BC web page.  Select “Current Students/Faculty/Bennett Willis.  Then go to the lower right side of the page and click on the link to the “Current Version of the Gradebook.”  Select “Save” as the option and save the workbook to a folder on your “P” drive.  Then click the “Open” option.  There should be a button called “Options” above the sheet.  Click it and “Enable this content.”  This lets the macros work.  You need to be able to see the worksheet tabs at the bottom of the screen.  If you cannot see the sheet tabs at the bottom of the sheet (Roll, Sign in, Grades, etc.), you should double click on the title line of the sheet.  This is located just above the column headings (A, B, C, etc).  This should cause the tabs to appear.
· Click on the Marfa/Wink icon on the computer and log into Marfa or Wink.  Highlight “Rosters” and use the “return” key.  Respond with a “return” for the output device.  Respond with either an “S” and then the Reg# or the Reg# depending on what the computer asks for.  This should take you to one of your class rosters.  
Prepare the Class Roll
· Go to your class roster in Marfa/Wink.  Highlight all class members and include all header information for the class.  Right click and copy the material.
· Go to the Excel Grade Book.  You should be on a page with a number of colored boxes.  Click in the upper-left box (the one with text about making a roll sheet).  The material that you copied from Marfa/Wink should be placed in the “Roll” sheet of the workbook.  You should say “Yes” to replacing the content of the cells.  Answer how many days your class meets each week.  When the workbook stops in the cell for the first day your class meets, please type that day in the “8/31/2009” format.  You have now prepared the roll for your class and entered the student names into both the grade sheet and the sign in sheet.

· Go to the last sheet of the workbook (GoHereToDoThings).  You may print your class roll if you wish.  Select the appropriate number of days the class meets each week (from the lavender box in the second row) and click there.  One-day classes print on a single sheet and the two and three-day classes print on two sheets or on one sheet if printed “landscape” which is a choice.  If you want to set up another printing format in the usual way, you may do so—but this works really well.  The roll pages are set up to fit neatly on the paper if you use the lavender print boxes.

· You may save the workbook in the usual way or you may select the macro option (yellow box on the second row).  The macro option puts much of the specific information about the class into the name.  Each class will get a unique name if you select this option.  If you use this option, please click the “File/Save As” option in Excel and be sure that it has been saved where you want it.  [It will save in the folder you last saved an Excel file in.  This means that today it will save in the folder on the P drive you saved the file to at the start.]  If it is in the right file folder, “cancel” the “Save As” and move on.
· You do not have to use the macros for any of the actions that you may wish to take with the workbook.  You do not even have to populate the workbook with students from your class roster using the macros.  The workbook does quite well as a “manual” grade book and you can do any usual thing that you do in Excel.  Just paste the student names into the column B on the roll sheet.  The macros do help with formatting and setting up the roll and grades.  Once you have used them a couple of times, you will probably like them.
Set Up the Grade Book

· The grades sheet in the workbook has a number of options that are ready to be set up.  Any options that you do not use will be ignored so you should not have to worry about them.  If you have special calculations, you can do them in your usual way in this workbook—or ask for help after the workshop is done.  This workbook will deal with almost all the grading approaches that I was able to uncover while I was preparing it.
· If you use any number (up to 15 available routinely here) of “major” grades that are weighted (individually) then click the “SET UP MAJOR GRADES” box in the lower right of the third row of boxes.  You will see the headings from the grades page moved into an easy to edit arrangement.  You simply give each of the “MAJOR GRADES” an appropriate heading and the weight you wish for each to have in the final calculation.  The calculations are set up expecting the weights for “MAJOR GRADES” to add up to 100%.  [Be sure to move the headings back to the grade sheet cells when you have completed the editing (a red button at the top of the column does this automatically).  See the last step in this section.]
· If you want to average grades together and the average to become a “MAJOR GRADE” with a weight, you should replace the headings in one or more of the top four cells in this column with the appropriate heading and add the weight for the averaged group of grades.  You would then move over to that group and set up headings and maximum points.  That average automatically becomes a “MAJOR GRADE.”  Groups 1, 2, and 3 hold up to 15 grades each that will be added together and then divided by the total possible points to give an average.  Group 4 is set up in this same way but it has cells for 45 grades.  You can automatically drop grades from each group.  There is a macro button for that.  The drop code assumes that all grades in the group have 100 as the maximum value.  The maximum value for any grade in any group that you do not plan to drop grades from can be whatever you want it to be.  You can “undrop” grades if you don’t like the results.  You can also drop them one at a time until things “look right” if you wish.
· Once you have done this, you should click on one of the red boxes (at the top of one of the columns where you have been adding the headings).  That will cause the headings to be moved back to the correct place on the grade sheet along with the maximum points.  This completes the set up of the grade book.  You go to the Grades page to enter the grades as they come in.  Or print it, record grades and then enter them into the sheet later for calculation.
Special Things That Can Be Done
· Print a Sign in Sheet—just click the appropriate macro (top row).  Enter any heading you like when asked.
· Prepare a distribution list in Outlook for your class—read the instructions in the top row macro box and then click it.  Go to Outlook and prepare the list.  The second time you do it, it should take <30 seconds—the first will take longer.
· Pick out the grades of a student—go to the Statistics sheet.  For practice put the first letter of the last name of a student in the tan colored row, click another cell and then click the tan button to pull that student’s grades onto that page.  For fun, put “<d” in the tan row under name and see what happens.  Be sure you can see row 6.  Sometimes the cells get “rolled up.”
· Drop one or more low grades from any group—click the green macro box.

· REPOPULATE A SHEET WITH A NEW SECTION OR CLASS—set up and save the first one.  Copy the new class from Marfa/Wink and click the “Make a roll” macro box.  Make any changes in the schedule that are needed and save the workbook with a new name—or automatically save it with the macro as the new name should be unique.  Grades can be cleared with a macro.  Manually clear the old attendance information (highlight the cells and use the delete key) and you are done. 
