
Using the Student Attendance and Student Scores Forms 1

These forms are spreadsheets that do automatic calculations, reducing the work to keep records of the 
students.  The rectangular spaces for data are called 'cells'.  To enter data into a cell, or to change the 
data in a cell, click on the cell to select it, then type the new data.  The data may not change to its final 
format until you click on another cell.  If you make a mistake, type control-Z.  To learn more about using 
spreadsheets using the Excel program, see http://www.excel-easy.com/ .

      You need to enter data into the cells that are colored green to prepare a form for use.  For example:
Student Attendance Record:

• Change the name of the lesson series (John, Acts, etc.).
• Enter the name of the class location.
• Enter the date of the first class meeting (year, month, day).

(For the Attendance2 form, enter the dates of the first two meetings.)
• Enter the first student number (see the "Student Numbers" section below).
• Enter the student names (see the "Copying the Student Name list" section below).

Student Scores Record:
• Enter the name of the class location.
• Enter the first student number (see the "Student Numbers" section below).
• Enter the student names (see the "Copying the Student Name list" section below).

      The cells that are colored yellow automatically calculate data.  Do not change these cells.  For 
example:
Student Attendance Record:

• The dates of class times at one-week intervals are automatically calculated to label columns.
• Student numbers are automatically calculated (see the "Student Numbers" section below).
• When attendance data is entered, the total classes attended is automatically calculated for each 

student.
Student Scores Record:

• Student numbers are automatically calculated (see the "Student Numbers" section below).
• When scores are entered, the average score is automatically calculated for each student.
• To help the average score calculation, the number of questions is automatically counted.  (This is 

the number above the label "Score".)

      There is a different Student Scores Record (spreadsheet) for each  lesson.  These are similar; and 
the  cells that are colored orange are the ones that are changed for each lesson.  Do not enter data in 
orange cells that are empty. 

      The cells for entering data each week are colored blue.  Darker grid lines divide the rows and 
columns in groups of four to help your eyes to find the correct cell positions.  For example:
Student Attendance Record:

• Enter 0 for absent or 1 for present in each cell whose row position corresponds to a student and 
column position corresponds to a date.  

http://www.excel-easy.com/
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• Above each date there is a cell where you can enter which lesson was marked or taught on that 
date and what lesson was given out.  For example, "3/4" would mean that lesson 3 was taught 
and marked, and lesson 4 was given out.  Letters such as O,U could be used for lessons without a 
number such as [O]ne God and [U]nderstanding The Bible.  If a lesson is started on one date and 
finished on another date, it can be listed at both dates.

Student Scores Record:
• Enter the student's score for a question in each cell whose row position corresponds to the 

student and column position corresponds to the question.  A summary of the scoring guide is 
shown at the top of the form. 

Copying the Student Name list:
Once you have entered the student names into one of the forms, you can save a lot of work by copying 
the first student list into the other forms.  This is how you do this:

1. You need to open two form files at the same time: one file with the student list, and another file 
that needs a student list.  It's OK if they overlap on your screen, because if you click on part of 
one, it will show on top.

2. Select (click on) the file with the student list.
3. Click on the name of the first student, selecting the cell at the top of the list.
4. Holding down the shift key. press the down-arrow key as many times as needed to select the 

whole list (indicated by a change of color).  Use the up-arrow key if you go too far.  Then release 
the shift key.

5. Type control-C to get a copy of the student list.  (The copy is not visible.)
6. Select (click on) the file that needs a student list.
7. Select the cell where the first student name should be.
8. Type control-V to put the copy of the student list where it should be.
9. While the computer has the invisible copy of the student list (before you copy something else), 

you can repeat steps 6-8 to put the list into other form files.

Student Numbers
For each class (group of students doing a lesson series), you can assign a different set of student 
numbers by starting with 101 for one class, 201 for another class, etc.  Thus, the first digit of the lesson 
number will indicate the class, which makes it easier to be organized.  The next two digits identify the 
student, so this accomodates up to 99 students in each class.  If a student attending one class later attends 
another class, it is OK if the student's 2-digit ID changes.  The spreadsheet will automatically count to 
create a list of student numbers. 
The spreadsheet will also automatically generate a 'check' digit to be added to each student number, so 
that you can verify that a student number is correct.  If a student's name is spelled wrong or is hard to 
read, you will probably not mistake it for another student.  But what if one digit of a student number is 
hard to read, and/or is copied wrong?  Then you might mistake it for another student.  But with the 
check digit included, changing any one digit can never change one student number to another. 
For example, suppose you are reading the student number on a lesson, and you are not sure if the 
number is 2307 or 2367.  You can check by looking at a student list (the '2' will tell you which list) and 
you will find one but not the other.  But if you don't have the student list, you can check by adding the 
digits:

 2+3+0+7 = 12
 2+3+6+7 = 18
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The sum of the digits should always be 9, 18, or 27, so  2367 is the correct number. 
More about Student Numbers
Notice that 1+8=9 and 2+7=9.  You can add the digits of the result until you get one digit. 
You can also compute the check digit when needed.  Take, for example, student 36 of class 2 (number 
236).  Add the digits:

 2+3+6 = 11
To get the check digit, subtract the result (11) from the next larger multiple of 9 (9, 18, 27, etc.).  In this 
case, 18 is the next multiple larger that 11, so:

18-11 = 7
is the check digit, and the complete student number is 2367.  If the result were 18, the next larger 
multiple of 9 would be 27, and the check digit would be:

27-18 = 9
The check digit is always in the range 1 to 9, never zero.
Saving the Forms
When you first change a form document, you should save and rename the document, using File | Save 
As.. from the menu bar.  The new filename should have parts such as:

Attendance_place_year
or

Scores_lesson_place_year
where 'place' is the town where the class meets, 'year' is the year that the class started, and 'lesson' is 
something like "John12".
After you change the information in the renamed file, you should save it, using File | Save from the 
menu bar or (more quickly) control-S. 
Printing the Forms
The colors in the forms are helpful to know which cells can be changed when working at a computer 
screen.  But the colors can be a hindrance when printing, especially on a black-and-white printer.  So 
you should temporarily remove the colors before printing. 
First, you should save the form (type control-S).  Then select all of the cells by typing control-A.  Next, 
click on the fill color icon, which looks like  and select no fill or white.  Now you are ready to print 
the form.  For guidance on printing, see http://www.excel-easy.com/basics/print.html
After printing close the form, using File | Close from the menu bar or (more quickly) control-F4, or 
click the X in the top right corner of the window.  You will be asked "Do you want to save your 
changes?"  Click "Discard", because you don't want to save the file with no color.

http://www.excel-easy.com/basics/print.html

