Instructions for EXCEL Assignment  2  (EA2)               Revised 2011-04-07
1. Copy the gradebook grid from my website into EXCEL on your computer.

2. Complete the AVERAGE for each set of grades 

3. Complete the SUBTOTAL POINTS for each student.

4. Calculate the LOWEST GRADE for each student.

5. Calculate the TOTAL POINTS by subtracting the LOWEST GRADE from their SUBTOTAL POINTS.

6. Add five more students  and enter random  grades for each of them. 

7. Format the ASSIGNMENT LABELS so that each assignment looks like GRADE 1.

8. Calculate the HIGHEST and LOWEST grade TOTAL and place them in the correct cells.

9. Insert a ROW between rows 1 and 2. Make it look like row 1 and enter YOUR NAME in this row.

10. SORT the names so they are alphabetical – making sure that the grades do not get mixed up.

11. Insert a COLUMN between Grades 3 and 4. Fill this column in color orange. Label it “Extra Credit” and give each student 75 points.
12. Insert a picture into any empty cell.

13. Notice that the grades for GRADE 3 are CENTERED. Do this for all of the grades.

14. Copy this spreadsheet and PASTE it into a WORD Document.

15. Save it and submit it. 

