Attendum 1

Creating and using a Summary Spreadsheet

*Setup

*Spreadsheet

*New

*Create a Numeric Spreadsheet

*Next

Type in a name (Summary Spreadsheet)

*Next

*Total Points      

*Create

*Close

Create a summary spreadsheet for each class.

At the end of every quarter you will want to copy your spreadsheet grade to the summary sheet

Open the class and spreadsheet you want to work on:  (summary spreadsheet)

Right click your mouse on the appropriate Quarter column

*Select task

*Select copy task

Select Class to copy from 

Select Spreadsheet to copy from (Endterm spreadsheet)

*Next

Select item to copy from (curr mark)

*Next           

IF ASKED  Select Percentage then next

*OK

Now we must edit the task copied, giving it a proper numeric value

*Tasks

*Edit tasks

Select task to fix

Fill in Task name (Quarter#)

Select the points tab

Fill in Out of Raw(100)

Fill in Scale Factor(1)

Click on Out of (Scaled)

*Close

Repeat this at the end of all quarters and your final exam

