Peer Evaluations Statistics and Grade Percentage Configuration
Instructions Form

1.0 Export Raw Data From Blackboard into a new .xIsx document (Excel Workbook)
Note: It automatically places your data in columns horizontally, sorted by the 1st student being
evaluated (which is generally the self-evaluation, then followed by peer-evaluations) continuing in the
following columns to the right through the remaining students being evaluated. Therefore, in order to
have the data be applied and function corrctly in the formatted table with built in formulas, you will
need to proceed as follows:
1.1 Export Raw Data From .xIsx document (Excel Workbook)
1.1.1  Select and highlight all data
1.1.1.1 Right Click on the upper most left box (the box with downward arrow in lower
right corner of it). Located in Header Row showing Column and Row Letters
and numbers; then Left Click on the same box

H ES=E=

FiwvwotTakble Takl=

=R a—

Shapeaes Srmarttasard

A= Etl._lr::ler A=t stuudaer st stuauder

1.1.2  Click on "Cut" in the Home tab under "clipboard section" or (rlght click & Cut)

1.2 Open the file named ' Peer Evals StatIStICS Template"
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1.3 Paste into the "Module._.Peer.Evals.Raw.Data" worksheet (Lower Tab 2)
Note: This is in order to always have original raw data information available and unmanipulated.

4.0 5tack Data Vertically in Rows
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elect destination and press ENTER or choose Paste
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1.3.1  Left Click in the upper most left cell (Row 1, Column A)
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1.3.2  Click on "Paste" in the Home tab under "clipboard section" or (right click & Paste, (the first
paste option in Microsoft 10 formats)
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Peer Evaluations Statistics and Grade Percentage Configuration
Instructions Form

2.0 Save Document with proper module name!
2.1 Left Click on the "File" tab (Upper Tab 1)
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2.2 Left Click on the "Save As" link (2nd link)- sub window will open
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2.2.1 Saveln
2.21.1 Drop Down Tab to location you want to save item to: (example: (C:) My

Documents)
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2.2.2  File Name
2.2.11 Type in a file name: (example: Module.6.Peer.Evals)
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2.2.2  File Type
2.2.11 Drop Down Tab to "Excel Workbook (*.xIsx) or to: Excel 97-2003 (*.xls) for

older programs
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Instructions Form

3.0 Copy original Raw Data to "Raw.Data.Stack_Sort" workscheet (Lower Tab 3)

Note: This is so you will be able to have a functioning worksheet to Cut & Sort the data into a format
that will work with your table which is formatted to measure and grade the data submitted. You will
need to proceed as follows:
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B 4.0 Stack Data Vertically in Rows
1 Calart and highli "
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3.1 Copy data from the "Module._.Peer.Evals.Raw.Data" worksheet (Lower Tab 2)
3.1.1 Select and highlight all data
3.1.11 Right Click on the upper most left box (the box with downward arrow in lower
3.1.1.2 Left Click on the upper most left box (box with downward arrow in lower right
corner of it). Located as Header Row showing Column and Row Letters and
numbers

3.1.2  Click on "Copy" in the Home tab under "clipboard section" or (right click & Copy)
3.2 Paste into the "Raw.Data.Stack.Sort" worksheet (Lower Tab 3)
3.2.1 Left Click in the upper most left cell (Row 1, Column A)
3.2.2  Click on "Paste" in the Home tab under "clipboard section" or (right click & Paste; it is the
first paste option in Microsoft 10 formats)

4.0 Stack Data Vertically in Rows
4.1 Select and highlight all cells from "Second Student being evaluated"” colums (Example: Colums H-
M, Rows 1-21)
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4.2 Click on "Cut" in the Home tab under "clipboard section" or (right click & Cut)
4.3 Select and highlight cell directly under the last students name from "First Student Being Evaluated"
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4.4 Click on "Paste" in the Home tab under "clipboard section" or (right click & Paste; it is the first
4.5 Repeat Steps 3.3.1 - 3.3.4 above for "Third Student Being evaluated" and so on
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5.0 Custom Sort & Filter Data that is now stacked vertically in rows
5.1 Select and highlight all data
5.2 Click "Sort & Filter" in "Home" Tab (Upper Tab 2) Editing Section on right
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5.3 Click "Custom Sort" drop down menue, third link down
Note: This will open a menu in a sub-window
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5.3.1 Leave the "My Data Has Headers" box unchecked (unless you create header row for raw

data)
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5.3.4  SortBy:
53.4.1 Drop Down Menu: Select "Column B-(First Name)"
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5.3.5 Click on "Ok"
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Peer Evaluations Statistics and Grade Percentage Configuration
Instructions Form
6.0 Copy Sorted Data to "Blank.Template" workscheet (Lower Tab 4)

Note: A table has been created for each student being evaluated. The table has been formatted with
formulas in specific cells to automatically measure and grade the data submitted. You will need to
proceed as follows:

6.1 Select and highlight all active cells from "Raw.Data.Stack_Sort" workscheet (Lower Tab 3)

6.2 Click on "Copy" in the Home tab under "clipboard section" or (right click & Copy)

6.3 Click on cell to the right of the first table in the "Blank.Template" worksheet (Lower Tab 4);

(Example: Column "N", Row "2")
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100.00%s

zo 100.00%

6.4 Click on "Paste" in the Home tab under "clipboard section" or (right click & Paste; it is the first paste
option in Microsoft 10 formats)
Note: This gives you better visualization of the data you are wanting to select and place in the
proper cells of the table.

7.0 Copy Sorted Raw Data into the table for each student

6.1 Select and highlight the answers provided for first student evaluation from the Raw Data

20 100.00% Bowen-Per Mirand 1_strongly 1.strongly 1.strongly 1.strongly 1.strongly agr,

20 100.00% Bowen-Pei Mirand 1.strongly 1.strongly 1.strongly 1.strongly 1.strongly agr e

20 100.00% Bowen-Pet Mirand 1.strongly 1.strongly 1.strongly 1.strongly 1.stroi =
—>

20 100.00% Bowen-Pei Mirand 1.strongly 1.strongly 1.strongly 1.strongly 1.strongly agr e

20 100.00% Bowen-Pet Mirand 1.strongly 1.strongly 1.strongly 1.strongly 1.strongly ag

o " #DIw/oL Breshears Jarrod 1l.strongly L.strongly 1.strongly l.strongly agree

o " sDivysot Breshears Jarrod 1.strongly L.strongly 2.agree  Ll.strongly agree

6.2 Click on "Cut" in the Home tab under "clipboard section" or (right click & Cut)
6.3 Click on first blank cell in that persons table (the cell after their name and under the questions 1-5
columns

self/Pear

feedback  follow up  posted respect tming Answered  Avall.
(

on posts post: material I

Self 20 = 20 :un.uq
Paar 20 20 100.00
Pear 20 20 100.00
Pear 20 20 100.00
Pear 20 20 100.00

o T monv s

© 0 b v v n

o T moiv

ToTALS 100 100 100.00

6.4 Click on "Paste" in the Home tab under "clipboard section" or (right click & Paste; it is the first paste
option in Microsoft 10 formats)
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8.0 Enter Points Earned
Note: You will need to figure & sub-total the "Points Earned" based on the answers:
Answer 1 =4 pts.; Answer 2 = 3 pts.; Answer 3 = 2 pts.; Answer 4 = 1 pt.

Bowen-Perkins, student student student student student Self/Peer Points #Q's Points %
Miranda feedback followup posted respect timing Earned Answered  Awvail.

on posts posts material Multiple Multiple
.strongly a 1.strongly a, 1.strongly a. 1.strongly a 1.strongly a Self 20 5 20 100.C

Answer:

Bowen-Perkins
a

Bowen-Perkins, 1l.strongly a 1.strongly a 1.strongly a_ 1.strongly a, 1.strongly a Peer 20 ) 20 100.C
Miranda
Bowen-Perkins, Ll.strongly a 1.strongly a 1.strongly a, 1.strongly a 1.strongly a.  Peer 20 5] 20 100.C
POIntS ent student student sSelf/Peer Points HOs Points o
ed respect timing Earned Ansvwered Aovrail.
Earned: erial (MMultiple (PMultiple
ongly a. l.strongly g 1 _<icoocl % 20 5 20 Lo
—
ongly a L.strongly a L.strongly a. Peear 20 =1 20 Lo
onole a 1 stronche a 1_stronole a Paar 20 = 20 oW

9.0 Enter Questions Answered for each Row

QueStIOnS ent student student selffPear Points HQ"s Points b=
red respect Ttiming Earned Answvwered Oowraill.
Answered- erial (Multiple (Multiple
ongly a L.strongly a L.strongly a; Self 20 ) 5 20 L.
ongly a L.strongly a 1.strongly a; FPear 20 5 20 o o N4
aonglhy a l.strongly a 1.strongly a. Pear 20 = 20 OO

9.1 Enter the total number of questions answered for each row in the cell under the column "Questions
Answered" (Example: There should be a "5" if they answered all questions)

9.0 Points Available
Note: DO NOT TYPE ANYTHING IN THIS FIELD. The "Points Available" column has already been
formatted with a formula to multiply "Number of Questions Answered by 4 points Available for each

question.
tudent student SelffPeer Points H s Points 2%
aspect timing Earned Ansvwered Bovrail.
Mleal i Pwlwaliti ) I
strongly a L.strongly a. Self 20 L0 OGS
strongly a L.strongly a. Peaer 20 5 20 e e el
_strongly a 1. strongly a, Peer 20 s 20 1000026

10.0 Grade Percentage (%)
Note: DO NOT TYPE ANYTHING IN THIS FIELD. The "Percentage" column has already been formatted
with a formula to SUM "Points Earned" divided by "Points Available and Log as a Percentage (%)

tudent student self/fPecr Points HO"s Points o5

== A Earned Answvwered  Soail. I

WMiualtiple (MMultiple

strongly a Ll.strongly a Self —— 20 10000
MRELAL L M

_strongly a l.strongly a Pear 20 = 20 100 0o

_strongly a, 1.strongly a) Paar 20 s 20 LOO OO

11.0 Bottom Row - Grand Totals
Note: DO NOT TYPE ANYTHING IN THESE FIELDS. The cells have already been formatted with a formula
to SUM "Points Earned", "Points Available" and "Total Percentage (%)" for each student.

arkins, Peer 20 5 20 100.00
r

arkins, o 0 H#DIV
-

arkins, 4] o #DIV

100 ; 100.00

Bowen-Perkins, Miranda GRAND TOTALS ‘9100
— Z
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