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Introduction: 

This tutorial will teach you how to use the spreadsheet for students’ testing answers. There is 
information about how to download this spreadsheet and open it in an Excel form at  
http://ibis.colostate.edu/WebContent/WS/CTIME/Tutorials/CTIME-How-do-I-analyze-test-results.pdf. This 
tutorial will tell you about what information is included in this spreadsheet and how you can use this in 
several ways.  
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1. What is included in the spreadsheet? 

When you open this Excel file, on the bottom you can see several tabs. The first several tabs show 
students’ answers and scores for each question. In the following example, tab “Q1” includes all the 
answers and scores for question 1 in this unit and “Q2” is for question 2, and so on. The final tab, named 
“All scores” includes all the scores (no answers) of all questions for all students.  

 

 

 

                                                                                This includes all scores for all questions for all students.  
Each of these tabs includes answers and scores for one question. 
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2. What is included in individual question tabs that contain scores and answers for each question?  

Following is an example for one tab that includes answers and scores for Question 2 from the Animals 
test. 

Important Note: scores are only given for forced-choice questions in these downloaded spreadsheets. 

 

   

  

 

  

This part shows all the text included in this Question 
2. This part is fixed at the top so even if you scroll 
down, this part will stay on the top 

For forced-choice questions, the correct answer 
is given in bold and italic. 

Students’ names and 
unique IDs 

Answers for question 2B 

Since 2F is an open-ended 
question, the score is NOT 
provided here.  

These are “sum 
score for forced-
choice questions” (SS 
for FC); “sum score 
for open-ended 
questions”(SS for 
OE). 

Scores for question 2B 
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When you scroll down to the bottom, you can see a class summary part for this particular question 
(Question 2 in the following example).  

 

 

  

These two cells show: how many students 
answered the item 2A correctly and how 
many students answered 2A incorrectly.  

These two cells show the average score for 
forced-choice questions and open-ended 
questions, respectively. For instance, in this 
screenshot, on average, each student got 3.7 
points for forced-choice questions.  
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3. What is included in the “All scores” tab? 

This tab is a summary tab for all the questions on this test.  

Important Note: scores are only given for forced-choice questions in these downloaded spreadsheets. 
Thus, those summary columns which depend on the score for open-ended questions (such as column AK 
and column AL in the picture) are not meaningful until you enter the scores for open-ended questions in 
individual question tabs. 

 

 

 

 

 

  

These are correct rates for each forced-
choice question: what percentage of 
students in this class answers this forced –
choice question correctly. 

Correct rate for each student regarding all 
forced-choice questions.  For instance, the 
student Amy Adams got 50% forced-choice 
questions right.  

Average total score for forced-choice 
questions and average correct rate for 
forced-choice questions.  

These are the numbers of students that 
received 1 (correct) or 0 (incorrect) for 
each FC item. For instance, for item 1B, 10 
students got  1 and 9 students got 0. 
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4. How can I use this spreadsheet?  

(1) Look at the scores for forced-choice questions, both for individuals and for class summary.  

You can print out individual question tabs in a Letter (8.5 *11 inch) or A4 paper by setting the 
orientation to “Landscape”. This should be a default setting for the downloaded spreadsheet. You can 
also check this out by going to “Page Layout”->”Orientation”->”Landscape”. To make sure that the page 
width is within the paper limit, you can also go to “Page Layout”->”Size” to double check.  

 

 

 

 

  



Page 7 of 9 
 

(2) For the purpose of summative assessment, you can score students’ answers in those individual 
question tabs. Then you can read the summary for these scores both in individual question tabs and in 
the “All scores” tab. 

 

 

 

 

  

Step 1: Enter scores for open-ended question 2F here in column O. In this example, scores 2, 1, 2 are 
entered for the first 3 students.  



Page 8 of 9 
 

Step 2: The score you entered will be automatically updated into summary parts in “SS for OE” in 
individual question tabs as well as “Open-Ended Questions” and “Total score for all questions” in tab “All 
scores”.  

 

 

 

 

 

 

 

 

This summary column in individual question tabs will be updated automatically after you enter 
scores in the previous step.  
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These scores and summaries in the tab “All scores” will also be updated automatically after you 
enter scores for open-ended questions in individual question tabs.  
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