Sorting Entries in a Participant List

1. Open TurningPoint

2. Edit the Participant List

Response Devices | [Participants = | BIO 266 Human 4n ~ | (g
Sz

Display Participant Monitor

Participant List Wizard I
@ Irmport a Participant Lisk
EN
fa] Delete & Participant List

F] w o

Edit a Participant List |

fx+y=

Select the participant list file.

Lok jr: | |3 Participants v|

Y BID 266 Hurnan Anatormy Sect 1 - Fall 2007 9.4, 2007
\_—-‘ﬁ New Lisk 9.21.2007 9,55 AM.tpp
My Recent Rz Test Course Seckion 01 7,19,2007 1,28 PM.Lpp
Documents RDig Test Course Seckion 01 8.24,2007 8,25 AM.tpp
= RDG Test Course Section 01 4.24,2007 5.40 AM.tpp
|_ Biology 101 Section 02 Fall 2007 TPP
ROz Tesk Course Seckion 01 6.27.2007 8.35 AM.tpp
ROva Tesk Course Seckion 01 6.26.2007 9,28 AM.tpp
ROu3 Tesk Course Seckion 01 6.4,2007 3.27 PM.tpp
BIOZ.tpp
BIO.tpp
RDia Test Course Seckion 01 5,20,2007 10,35 AM.Epp
RDia Test Course Seckion 01 §,16,2007 9,43 AM.tpp
RDia Test Course Seckion 01 4.24,2007 9.01 AM.tpp
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RDG Test Course
RDG Test Course
RDG Test Course
RDG Test Course
RDG Test Caurse
RDG Test Caurse
ROz Test Course
ROz Test Course
ROz Test Course
RDG Test Course
ROz Test Course
ROz Test Course
Mew List 6,11,200
HSC 476-577 - 5p

Biologyw101.kpp Export From wieb
ky Computer
< | >
File name: (BID 266 Human Anatomy Sect 1-Fall 200794~ [ Open |
by Metwork, | Files of type: | 2006 Participant List [*.tpp] [ Cancel ]

The participant list window will be displayed
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Highlight all columns except for the first two columns (Location, Device #)

= Participant Information - BIO 266 Human Anatomy Sect 1 - Fall 2007 9.4.2007... [= |[B][X]

! File Edit  Import

Location | Device # | Lask Mame | Firsk Mame | Device ID I WebCT ID | WCF p
[ Auko Auko Abouhaidar Chadi 14fec? 2425357 176
2 Auto Auko Abuasi Shatha OE00AE 2451132 30 | i
3 Auto Auko Abubamda Musaima 14FEDA 2445664 01 Paste
4 Auto Auka Adams Jerry 2441185 175 Clear
5 Auto |Auto Amaritei Beatrice | 14FEDE | 2444246 176 Add Field/Group b
3 Auko Auko Anderson Christina 2473294 175!
7 Auto [Auto Armbrecht Joshua 2463367 176 Remove Field/Group
& |Auo | Auo funad Omar 2454995 S61 Freeze Columnis)
a Auto Auko Baranowskava | Irina 155F67 2440608 EE1
10 Auto Auko Barr Tiffany 14ffds 2432925 17518593 3
< | 3
’ Cancel ] ’ Done ]

Press the Right click mouse button, then select ‘Copy’
Open Excel Template sent with this email.

Place cursor in cell A2, then click “Edit’, *Paste’. Data should now appear on the
Excel worksheet.

B3 Microsoft Excel - Bio Participant List Template.x|s

EII_] File Edit Miew Insert Format  Tools Data  Window Help  Adobe PDF -8 X
§Lg!§nrial L0 - B TUEEE A A -
P ) ! P R ) ) T Ad 5 A | (R By | Y9 Reply with Changss... z
A2 - A Ahouhaidar
A | e | ¢ | o ] E | F | 6 | HH

1 |Last MarneFirst MarneDevice 1D WehCT ID|WebCT Parson ID 3

Ahouhaid
2 |ar Chadi 14fec? 24253657 17605289001
3 |Abuasi Shatha  DBD0AE 2451132 307446001

Abuharnd
4 |a Musaima 14FEDA 2445664 9010115001
5 |Adams  Jerry 2441185 17589180001
b |Amaritei  Beatrice 14FEDS 2444245 17610359001
7 |Anderson Christina 2473294 17557964001

Armbrech
gt Joshua 2463367 17600767001
9 |Awad Crmar 2454995 56134001 v
M 4 » W)y Sheetl  Sheet2 £ sheeta / 3 |
iOraw= Li [autoshapess ™~ w ] O A ol ¢ 8] @ | & - 2-A-= == @ q
Ready Sum=1.55E+47
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Make sure that the Device ID, WebCT ID and WebCT Person ID show up as text
(not exponential numbers). The columns in the template are already setup as Text
fields.

6. Sort the data by pressing ‘Data’, “‘Sort” from the main toolbar.

E3 Microsoft Excel - Bio Participant List Template.xls

IE_I’I Filz= Edit “iew Inserk Format Tools | Daka | Window Help  Adot
Ef.ﬁ.rial - 10 - | B ;|‘-El Sart... E = $
.@@ﬁ! B Tt W 7 LT WY — | ¥4 Reply v
=~ & Abouhaidar

7. From the Sort window, select Last Name as the primary sort, then First Name as
the secondary sort.

Sort E

Sork by

(*) ascending
() Descending

| ask Mame

Then by
|First Marme L | (%) Ascending
() Descending
Then by

| w | (*) Ascending
() Descending

My data range has
(%) Header row ) Mo header row

[thh:uns... ] [ K ] [ Cancel

Click ‘OK".
8. The data should now be sorted by alpha order. Copy the data (‘Edit’,”Copy’).

9. Go back to TurningPoint. The Participant window should still be open. If not,
edit the participant list from Step 2.
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10. The columns from Step 3 should still be highlighted. Otherwise, select all
columns except for the first two columns. Then, delete the data (‘Edit’,”Clear’).

= Participant Information - BIO' 266 Human Anatq

: File m Impork
Cut el TR i)
(I Copy ChrHC “hadi
= Paste Chrl+Yy hatha
5 Select Al Ctrl+-A usainna
4 | Clear Del ||erry
3 Add Participant ko Location Ieatrice

This process will empty the participant list.

a Participant Information - BIO' 266 Human Anatomy Sect 1 - Fall 2007 9.4.2007... |

! File Edit  Import

Location | Dewice # |Last Marne | Firsk Mame | Device ID | WebCT ID | WCT Person ID
L Auto Auka
2 Auto Auko
3 Auto Auko
4 Auto Auko
5 Auto Auko
& Auto Auko
7 Auto Auko
3 Auko Auko
El Auto Auko
10 Auto Auko
11 Auto Auko

[ Cancel ][ Done
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11. Now, paste the data you copied from Excel (‘Edit’, “Paste’).

12. Click ‘Done’ to save new participant list.

a Participant Information - BIO) 266 Human Anatomy 5S¢

Mame | Device ID

i File | Edit | Import
Cut Chrl+%
(S Copy k|41
2| paste Chrl+y
3 Select Al Chri4-4

The Sorted data should now display on the Participant window.

Cleveland State

@

University
Information Services and Technology



