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ExpressLane Faculty Module and Class Lists

Presenter:

Michael Levick

Information Technology Training Coordinator

463-4439, levickm@lanecc.edu
Workshop Description:

After briefly reviewing features and functions of the Faculty Module, we will learn and practice how to download class lists from ExpressLane and create rosters, attendance sheets, or grade logs using Excel templates provided in the lab.

	Step
	Instructions

	Find Attendance or Grade worksheet to be copied
	The workbook contains a variety of class lists, grade logs, and attendance logs for you to use.  New versions will be added as they are collected.  Click on the tabs at the bottom of the workbook to review the available templates.  When you find one you want to use, go to step 2.
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	Make a copy of the desired worksheet
	Right click on the tab of the worksheet you want to use and select "Move or Copy".  Leave the To Book field as is.  Under Before Sheet, select Move to End.  Check the box next to Create a Copy.  Click on OK. [image: image2.png]Mave selected sheets
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	Note automated areas of sheet to avoid
	All the white cells of the sheet are for you to enter information in.  All the yellow areas contain formulas and functions that will calculate values based on the data entered in the white cells.

	Rename the new worksheet
	Double click on the tab for the new sheet and enter a new name that identifies the class and sheet type; for example: [20079 Fall04 Grades].
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	Log onto ExpressLane
	Follow directions at: http://expresslane.lanecc.edu/ 

	Open the class list
	Under Faculty & Advisor Services, select Class List.  Select Term and click on Submit.  Select the desired class from the drop-down list and click on Submit. [image: image5.png]& Faculty & Advisor S
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	Go to the class phone/email list 
	At the bottom of the class list, click on View Class Phone/Email List.  Use this list for copying instead of the Class List, so that you will not have to deal with the links to Student Information. [image: image6.png]12 Wieaver, Randal J. LD0332184  **Weh Registered™  Credit 4000
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	Make sure target worksheet has enough rows for students.
	These sheets have rows for 33 students.  If the class has more than 33 students, insert rows as needed:  Place your cursor on the 11 at the left of row 11 of the worksheet.  Hold down your mouse button and drag the cursor down to highlight the number of rows you want to ad to the sheet. Release the mouse button.  Select Edit>Copy and then select Insert> Copied Cells.  (This is important in order to include the format and formulas in the inserted rows.)
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	Select phone list for copying
	Click to the left of the 1 before the first student's name and hold the mouse button down while you drag the cursor down and to the right until you have highlighted everything down to the last student's email address field; then release your mouse button.[image: image8.png]Class Roster Phone/Email List Fall 2004 CRN 20079
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	Copy phone list
	Select Edit > Copy, or press Ctrl+C

	Paste phone list into Attendance &/or Grades worksheet
	Open the desired worksheet and click into the first empty white cell under the # column.  Select Edit > Paste, or press Ctrl+V
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	Restore grid lines in pasted cells
	Select Format > Cells > Borders and click on Outside and Inside to turn on all grid lines; then select OK.  (Office XP users can also do this by clicking on the Paste Options icon and selecting "Match Destination Formatting".)

	Select unwanted data to delete
	Click in the L number field to the right of the first student's name and hold the mouse button down while you drag the cursor down and to the right until you have highlighted everything down to the last student's email address field; then release your mouse button.
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	Delete unwanted data from class list
	Select Edit > Clear > Contents, or just press the Delete key

	Enter class information
	Fill out the Class Name, Instructor, and Term at the top of the sheet

	Fill out Class Date and Possible Points
	At the top of the Attendance sheet enter the Class Date and Possible Points for each class or activity that you want to log attendance or participation points for.

	Fill out Graded Activity and Possible Points
	At the top of the Grades sheet, modify or replace the Graded Activity labels with your own labels to identify Assignments, Quizzes, Tests, and Participation scores.  Next, enter the point value of each activity.

	Set Print Area 
	Click in row 1 at the very top of the worksheet and hold the mouse button down while you drag the cursor down until the last student in the list is highlighted; then release the mouse button.  Select File > Print Area > Set Print Area.

	Print the Attendance sheet
	Select File > Print, or File > Print Preview > Print


More Information:
http://expresslane.lanecc.edu/
http://www.lanecc.edu/it/training
http://www.lanecc.edu/it/training/catalog.html#expl
levickm
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