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South Portland, Maine 04106
Business Department
Title:  Business Modeling with Excel	Catalog Number: BUSN-195
Credit Hours: 3	Total Contact Hours:	45
Lecture (or Lab): Online Lecture/Lab	Instructor: Staci L. Grasky
Office Hours – Location: via e-mail	Contact Information: sgrasky@smccme.edu
		

Course Syllabus

Course Description
This course is an examination of problem-solving techniques using modern computer applications software (Microsoft Excel 2016 for Windows). The primary focus is on the in-depth use of electronic spreadsheets as a problem-solving tool, including proper spreadsheet model design and the use of appropriate graphical representation of model results. Interpretation and effective communication of results are practiced. Prerequisite(s): BUSN-100

Course Objectives
After successfully completing the course, the student will be able to:
1. appropriately enter text, values, and formulas, adhering to proper spreadsheet layout and format
2. demonstrate a thorough understanding of spreadsheet formulas, including the appropriate use of a wide range of functions, including logical, lookup, and nested functions using single arguments, multiple arguments, and cell ranges
3. appropriately copy in a spreadsheet, including the use of absolute & mixed references
4. use Excel Table tools and skills
5. apply "what-if" analysis to reduce speculation
6. implement consolidation techniques to summarize data
7. create interactive data reports with PivotTables
8. develop macros to simplify data analysis
9. produce appropriate & attractive printed output, including meaningful quantitative, qualitative, and graphical representations of spreadsheet model results, using a variety of formats and chart types
10. correctly interpret and communicate the meaning of results, both numeric and graphic, of spreadsheet models using analysis that includes hypothesis development, the actual process of data analysis, describing and discussing findings  

Topical Outline of Instruction
	Week 1
	Maneuvering in Excel; Entering/Formatting Text, Values, and Dates; Introduction to Formulas and Functions; Flash Fill; Worksheet Formatting; Printing; Saving

	Week 2
	Cell Formatting; Styles; Themes; Conditional Formatting; the AVERAGE Function

	Week 3
	Creating and Using Formulas and Functions; Understanding Absolute vs Relative Cell References; AutoFill; Date, Lookup, What if Analysis, and other Business Functions

	Week 4
	Analyzing and Charting Financial Data; Watermarks

	Week 5
	Freezing Rows and Columns; Working with Excel Tables; Sorting; Filtering; Inserting Subtotals; Pivot Tables

	Week 6
	Worksheet Groups; 3-D References; Linking Workbooks; Hyperlinks; Templates

	Week 7
	Naming and Using Cells and Ranges; Data Validation Rules; Worksheet Protection; Inserting Comments; Developing and Running Macros

	Week 8
	Content Review; Mid-Term Exam

	Week 9
	Logical Functions: Nested IFs, Lookups, IFERROR; Other Advanced Functions: Text, Summary

	Week 10
	Exploring Financial Tools and Functions: Calculating Costs; Amortization; Projecting Future Income/Expense; Calculating Depreciation, Interest Rates, Net Present Value, Internal Rate of Return; Auditing Workbooks

	Week 11
	Performing What-If Analysis: Break-even, Data Tables, Scenario Manager, Solver

	Week 12
	Advanced Text Features and Custom Formats: Special Text Functions; Custom Number and Date Formatting 

	Week 13
	Advanced Filters; Criteria Ranges; Database and Summary Functions

	Week 14
	Final Projects Due

	Week 15
	Final Project Peer Reviews; Content Review

	Week 16
	Content Review; Final Exam; Course Evaluation




Course Requirements
At a minimum, students are expected to: 
1. [bookmark: _GoBack]Read the online content and portions of the text, participate in class discussion forums and complete homework case problems as assigned each week. Weekly assignments are due by 11:59 pm each Saturday unless otherwise specified.
2. Take a mid-term and final exam covering the content of the course.
3. Select an activity or organization and identify a one time or process oriented problem that needs to be solved. Create a worksheet/workbook and develop an Excel table(s) to track relevant data and create a solution for the problem. Document the problem and the process you used to develop the spreadsheet, creating a report to be turned in. The report should describe your methods, present findings in an objective manner, and support the conclusions of your findings.

Student Evaluation and Grading
Preparation/Participation					20%
Homework							20%
Mid-Term Exam						20%
Final Project 							20%
Final Exam							20%

Grading Scale:

A  93-100		A-  90-92		B+  87-89 
B  83-86		B-  80-82		C+  77-79
C  73-76		C-  70-72		D+  67-69
D  63-66

Required Text, Tools and / or Supplies
· New Perspectives on Microsoft Office 365 Excel 2016, Comprehensive, LL Edition, Parsons, Oja, Ageloff, Carey, DesJardins ISBN 978-1-337-25147-1 
· Access to Microsoft Excel 2016 software for Windows. Short-term student licenses are available at https://products.office.com/en-us/student/office-for-students. MAC and/or older versions of Excel are not recommended, as the features included differ in both type and use. Similary, the Office 365 version has some (but fewer) limitations. Additional assistance is not available for students using these. However, if you are confident/comfortable with these platforms and skilled at seeking online assistance, you may.

Attendance Policy
Students will be dropped from the course with a grade of AF if they fail to check in to/log activity in the online platform for the course for 2 weeks. Assignments are to be turned in according to the schedule provided. Late assignments are not accepted for any reason, and links to quizzes and exams will not be available after their due dates, even in cases where multiple attempts are permitted.

End-of-Course Evaluation
Students complete evaluations for each course attended at SMCC.  Evaluations are submitted online and can be accessed through the student portal.  Students can access the course evaluations beginning one week before the end of classes.  The deadline for submission of evaluations occurs Monday at 5 PM following the last day of the class.  You will receive an email to your student email account when course evaluations are available.

ADA Syllabus Statement 
Southern Maine Community College is an equal opportunity/affirmative action institution and employer. For more information, please call 207-741-5798. If you have a disabling condition and wish to request accommodations in order to have reasonable access to the programs and services offered by SMCC, you must register with the Disability Services Coordinator, Sandra Lynham, who can be reached at 741-5923. Further information about services for students with disabilities and the accommodation process is available upon request at this number. Course policies about online testing are modified to suit each individual’s accommodations.

SMCC Pay-for-Print Policy
In an effort to control the escalating cost of supplies and to encourage students to conserve resources, SMCC charges for printing. Students receive a $20 credit every semester. This credit resets for each semester and extra credit is not rolled over to the next semester. Per page costs are as follows:
· 8.5”x11” black and white: $0.10 per page
· 8.5”x11” color: $0.50 per page
· 8.5”x14” and 11”x17” black and white: $0.20 per page
· 8.5”x14” and 11”x17” color: $1.00 per page
Duplex (two-sided \) pages are discounted 50% from the listed page costs.
Students can monitor their remaining credit and number of pages printed by visiting the IT Help tab on MySMCC or by checking the Printing Information icon in the lower right corner of the screen while logged in to an SMCC computer.
More information about the Pay-for-Print Policy is available on the IT Help tab on MySMCC.

Add-Drop Policy
Students who drop a course during the one-week “add/drop” period in the fall and spring semesters and the first three days of summer sessions receive a 100% refund of the tuition and associated fees for that course. Please note any course that meets for less than the traditional semester length, i.e., 15 weeks, has a pro-rated add/drop period. There is no refund for non-attendance.

Withdrawal Policy
A student may withdraw from a course only during the semester in which s/he is registered for that course. The withdrawal period is the second through twelfth week of the fall and spring semesters and the second through ninth week of twelve-week summer courses. This period is pro-rated for shorter-length courses. To withdraw from a course, a student must complete and submit the appropriate course withdrawal form, available at the Enrollment Service Center (no phone calls, please). The designation “W” will appear on the transcript after a student has officially withdrawn. A course withdrawal is an uncompleted course and may adversely affect financial aid eligibility. Failure to attend or ceasing to attend class does not constitute withdrawal from the course. There is no refund associated with a withdrawal.

Plagiarism Statement
Adherence to ethical academic standards is obligatory. Cheating is a serious offense, whether it consists of taking credit for work done by another person or doing work for which another person will receive credit. Taking and using the ideas or writings of another person without clearly and fully crediting the source is plagiarism and violates the academic code as well as the Student Code of Conduct. If it is suspected that a student in any course in which s/he is enrolled has knowingly committed such a violation, the faculty member should refer the matter to the College’s Disciplinary Officer and appropriate action will be taken under the Student Code of Conduct. Sanctions may include suspension from the course and a failing grade in the course. Students have the right to appeal these actions to the Disciplinary Committee under the terms outlined in the Student Code of Conduct. 

Academic Dishonesty 
Course assignments and tests are designed to have educational value; the process of preparing for and completing these exercises will help improve your skills and knowledge. Material presented to satisfy course requirements is therefore expected to be the result of your own original scholarly efforts. Therefore, any form of academic dishonesty will not be tolerated in this class. The minimum penalty for academic dishonesty is an F in the course. 
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