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Columbus State Community College Business Programs Department
Business Office Administration Technology

COURSE NUMBER: BOA 1172
TITLE: Excel II
CREDITS: 2	CLASS HOURS PER WEEK: 3
PREREQUISITES: BOA 1102

DESCRIPTION OF COURSE
This course uses intermediate and advanced features and functions of Microsoft Excel spreadsheet software. Students will learn advanced formatting techniques, work with templates, and use advanced features for financial, math, statistical, and logical functions to analyze and solve problems in a business environment. 

STUDENT LEARNING OUTCOMES 
Upon successful completion of this course, you should be able to:

· Use Database functions such as DSUM and DAVERAGE 
· Build Logical functions including AND, OR, and IFS
· Build Lookup & Reference functions with XMATCH, INDEX, UNIQUE, and SORT
· Work with Data & Time, and Text functions including TEXT, REPT, and UPPER
· Use financial functions such as PV, FV, and NPER
· Use Statistical and Math & Trig functions such as SUMIFS, AVERAGEIFS, and STDEV.P
· Evaluate formulas and use the Watch Window
· Create templates, set data validation, input messages, and error alerts
· Insert Form Controls, set worksheet and workbook protection
· Review a workbook for issues and share a workbook
· Create, record, run, edit, and assign an Excel VBA macro
· Insert an ActiveX control, display a UserForm, and use VBA functions
· Use Data Analysis Tools such as Scenario Manager, Goal Seek, and Solver
· Build one and two variable Data Tables, array formulas, and forecast sheets
· Use the Analysis ToolPak to calculate statistics and work with 3D maps
· Customize Excel, use OneDrive, Office Online, and 365 productivity tools

PROGRAM OUTCOMES
· Utilize industry tools, resources, technology, and software to facilitate, create, access, report, and analyze business information.
· Plan, implement, and manage business data and information by applying and adhering to standard office policies, procedures and practices.
· Employ critical thinking, analytical problem– solving skills, and ethical decision-making techniques to address work-related issues.

OUTCOMES BASED ASSESSMENT OF STUDENT LEARNING
For this course, students are expected to demonstrate the skills associated with the Institutional Learning Goals (ILG) identified below:

· Critical Thinking
· Technological Competence

In class students are assessed on their achievement of these outcomes. Names will not be used when reporting results. Outcomes-based assessment is used to improve instructional planning and design and the quality of student learning throughout the college.

COURSE MATERIALS REQUIREMENTS
This is an Instant Access course, so all enrolled students have access to the eBook and SIMnet.

SYSTEM REQUIREMENTS
1. High-speed Internet 
1. Google Chrome
1. Microsoft Office 365/2021 Desktop Version – Click link to download free version for CSCC students - https://www.cscc.edu/services/office-365.shtml

UNITS OF INSTRUCTION
· Exploring the Function Library
· Working with Templates and Collaboration
· Developing and Using Macros
· Working with Data Analysis Tools 
· Customizing Excel and Using OneDrive and Office Online
STUDENT RESPONSIBILITIES
As a student in this course, it is your responsibility to:
· Read all course materials and information, including the course syllabus and course calendar.
· Meet the objectives of any prerequisite courses.
· Use your Columbus State student e-mail only to communicate with the instructor.
· Check your Columbus State e-mail and course announcements daily.
· Complete and submit assignments using Blackboard by the published due date. No assignment will be accepted for credit if it is submitted past the due date or if the assignment is not submitted through Blackboard. Late assignments are not accepted in this course. 
· Complete all exams according to the course schedule. There are no exam make-ups in this course.
· Obtain or have access to the required hardware and software for this course.
· All assessments are to be your own work. There is no group work in this class. Any and all instances of possible academic misconduct where students collaborate on assessments will be given a score of zero and reported to the Student Conduct Office.
· If you have a concern of any kind about this course, instructor, etc., the protocol is to contact your instructor first. If the issue is not resolved, you should contact the BOA Program Coordinator, Amy Popovich apopovich@cscc.edu. 
· Students should expect to spend about two hours each week for every credit hour which is 4 hours per week for this class (Policy Number 5-05). 

GENERAL INSTRUCTIONAL METHODS
· Online discussions
· Multimedia demonstrations
· Tutorials and videos 
· Practical exercises and assessments 


STANDARDS AND METHODS FOR EVALUATION

	Item
	Points

	SIMbooks
	75

	Mini Quizzes
	30

	SIMnet Projects
	345

	Reviews
	50

	Discussion Boards (4 @ 12.5 points each)
	50

	Midterm
	200

	Final Exam 
	250

	Total
	1000



GRADING SCALE
Course grading is based on the total points earned of the total points possible (total points earned divided by total points possible equals percentage earned.)


	Points
	Percentage
	Grade

	900-1000 points
	90-100%
	A

	800-899 points
	80-89%
	B

	700-799 points
	70-79%
	C

	600-699 points
	60-69%
	D

	0-599 points
	0-59%
	E



This course will utilize the online grade book.  The student is responsible for monitoring of grades. Any discrepancies or missing grades must be brought to the attention of the instructor within 24 hours after the assignment has been graded and posted.

ATTENDANCE POLICY
Attendance will be measured by the successful, timely completion of course assignments and exams. Simply “showing up” or logging into Blackboard will not count as attendance.

Columbus State is required by federal law to verify the enrollment of students who participate in Federal Title IV student aid programs and/or who receive educational benefits through the Department of Veteran Affairs. It is the responsibility of the College to identify students who do not commence attendance or who stop attendance in any course for which they are registered and paid. Non-attendance is reported each semester by your instructor, and results in a student being administratively withdrawn from the class section. You should contact the Financial Aid Office for information regarding the impact of course withdrawals in financial aid eligibility. 

DISCUSSION BOARDS 
One of the requirements for this course is to participate in discussion boards.  You may participate in the discussion forum at any time during the specified week.  Participation points are based on quality and quantity of responses and replies.  To receive the maximum points/credit, you must participate in the class discussion at least two times for each topic. One original post and one reply to another student. These discussion board points are a percentage of your total points for the course.

MICROSOFT EXCEL CERTIFICATION EXAM
Students are encouraged to sit for the Microsoft Excel Certification Exam, an internationally recognized and respected credential. Earning certification validates one’s ability to perform real-world business tasks and provides a competitive advantage in the job market.  

This is an optional exam with no course points. It is the student’s responsibility to purchase the exam voucher and to schedule their exam date/time with the Columbus State Testing Center or another Certiport Authorized Testing Center. Detailed information, including the price of a voucher, instructions for purchasing a voucher, and instructions on how to schedule the exam will be provided at the beginning of the semester. 

INSTRUCTOR FEEDBACK AND AVAILABILITY
Grades for assignments and exams will be posted within one week after the due date. The instructor will respond to e-mail and voicemail messages within 24 hours during the standard business week.

COURSE CALENDAR
Refer to the Course Calendar posted on Blackboard under the Course Information section for a weekly course schedule which indicates units of instruction, assignments, and due dates.

DEPARTMENT AND COLLEGE POLICIES AND RESOURCES
Available in our Blackboard course under Course Information.
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