A Short Guide to Setting Up DataNotGuessworkTM 

Files in Microsoft Excel

Step 1:  Open Excel

Open a new Excel workbook and save it with the name of the class or subject for which you are recording data.  

Step 2:  Name the Primary Worksheet

Name the first worksheet “Quiz Data.”

Step 3:  Set up the Data Worksheet

Set up a worksheet with student numbers down the first column and week numbers across the top row.  (Be sure to label the total number of weeks you plan to use.)

Step 4:  Enter the Data

Enter the data for the first (and any subsequent) quiz(zes) in the column(s).  If a student has no score, leave the cell blank.  Do not enter a zero unless the student’s score is a zero.

Step 5:  Calculate the Totals

Enter a formula [=sum(cell with first student score in first data column:cell with last student score in first data column)] below the first column and copy the formula across the row by selecting the cell containing the formula and dragging the bottom right handle across for all weeks.

Step 6:  Make the Class Run Chart

Select the first row of labels and the row of totals by holding down the Ctrl key and clicking in the left margin of the worksheet for each.  Click on the chart icon in the toolbar.  Choose line graph and follow the prompts for the options you want.  You will be prompted to “create the chart” in a worksheet.  Accept the prompt or name the worksheet “Class Run Chart.”

Step 7:  Make the Student Run Charts

Select the first row of labels and the row of scores for Student #1 by using the Ctrl key as described above.  Click on the chart icon in the toolbar.  Choose line graph and follow the prompts.  Save the graph to a worksheet called “Student#1RunChart.”  Repeat for each student, saving each graph to a new worksheet named by student number.

Step 8:  Add New Data Each Week

When you add new data, your graphs will automatically update.  You can change the color, font, font size, and many other aspects of your graphs.  You can copy the graphs and paste them into Word or other Microsoft files such as PowerPoint.


Remember to save your work frequently!





Excel cannot create the scatter diagram.
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