A teacher uses Excel to calculate the marks of a group of students in an assessment. The assessment consists of 3 parts: Paper 1, Paper 2 and Homework. She stores the marks in the worksheet ‘Result’ and puts the grading system in the worksheet ‘Criteria’. Formulae are set up in these worksheets to find the total mark, grade and rank of each student.

Result
	
	A
	B
	C
	D
	E
	F
	G
	H
	I
	J

	1
	Class
	No
	Name
	Paper 1
	Paper 2
	HW
	Total
	Grade
	Rank
	Rank_1

	2
	3A
	1
	Chan
	16
	18
	10
	
	
	
	

	3
	3A
	2
	Chan
	18
	13
	10
	
	
	
	

	:
	
	
	
	
	
	
	
	
	
	

	191
	3F
	33
	Yeung
	26
	23
	10
	
	
	
	

	192
	3F
	34
	Yuen
	41
	33
	10
	
	
	
	


Criteria

	
	A
	B
	C
	D
	E
	F
	G
	H
	I
	J

	1
	Mark
	Grade
	
	
	
	
	
	
	
	

	2
	0
	F
	
	
	
	
	
	
	
	

	3
	50
	E
	
	
	
	
	
	
	
	

	4
	60
	D
	
	
	
	
	
	
	
	

	5
	70
	C
	
	
	
	
	
	
	
	

	6
	80
	B
	
	
	
	
	
	
	
	

	7
	90
	A
	
	
	
	
	
	
	
	


Total



=D2+E2+F2
Grade



=VLOOKUP(G2,Criteria!A$2:B$7,2,TRUE)
	
	G2




(

The cell you consider

Criteria!A$2:B$7

(

Lookup table (grading system)

2




(

Return the second column
TRUE



(

Not exact match


Rank



=RANK(G2,G$2:G$192,0)
	
	G2




(

The cell you consider

G$2:G$192


(

Cell range

0




(

Descending order


Rank_1



=IF(I2<=100,I2,"---")
	
	I2<=100



(

Condition


The teacher is going to use mail merge to generate the individual result slip for each student. It can be done by using the following procedure.
	1.
Select document type (( Mailings ( Start Mail Merge ( Step-by-Step Mail Merge Wizard ( Directory)

2.
Link Word file to Excel file (( Use the current document ( Use an existing list ( Select table)

3.
Insert Merge Field (( Insert Merge Field ( Finish and Merge ( Edit individual documents)
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	Class
	3A (1)
	Paper 1
	16

	Name
	Chan Hei Man Kristy
	Paper 2
	18

	Grade
	F
	Homework
	10

	Rank
	160
	Total
	44
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The teacher is going to generate the statistical report using pivot table. It can be done by using the following procedure.

(( Insert ( PivotTable ( Drag Class, Grade and Count of Grade to Column Labels, Row Labels and Values respectively)
Click (( Options ( Refresh) to refresh the report after you have changed the marks.
	
	A
	B
	C
	D
	E
	F
	G
	H

	1
	Count of Grade
	Class
	
	
	
	
	
	

	2
	Grade
	3A
	3B
	3C
	3D
	3E
	3F
	Grand Total

	3
	A
	0
	0
	4
	1
	3
	2
	10

	4
	B
	1
	2
	8
	7
	9
	9
	36

	5
	C
	1
	1
	8
	8
	9
	6
	33

	6
	D
	5
	1
	4
	5
	4
	6
	25

	7
	E
	14
	13
	5
	6
	8
	9
	55

	8
	F
	9
	13
	3
	5
	0
	2
	32

	9
	Grand Total
	30
	30
	32
	32
	33
	34
	191
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