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ADVANCED SPREADSHEETS

Spring Quarter, 2015
Course number/section: CIS201



Instructor  Name: Danielle Safonte
# Credit Hours: 2 Credits



Instructor Email: Danielle-safonte@berkeleycollege.edu
Classroom Number: NYC B302
Office Hours: Thursdays, 11:30 – 12:30 (or anytime by appointment)

Class meeting schedule:  Mondays 8:55 am – 11:35 am
Office Location: B302
Prerequisite: CIS120 or CIS115
COURSE DESCRIPTION

Students gain experience with spreadsheet applications, such as Microsoft Excel. Topics include building complex worksheets; importing and exporting data; using mathematical, financial, and statistical functions; developing macros; consolidating spreadsheets; creating templates; and utilizing “what if” analyses to make business decisions.
COURSE GOALS
At the successful conclusion of this course, students will be able to:

· Create and save a workbook file

· Create charts and graphics

· Create pivot table and pivot charts

· Manage multiple worksheets and workbooks

· Use advanced functions, conditional formatting, and filtering

· Develop an Excel Application
REQUIRED RESOURCES 
(AVAILABLE THROUGH OCR)
Required Textbook:  Ageloff, Roy and Carey, Patrick and Oja, Dan and Parsons, June. New Perspectives on Microsoft Excel 2013—Comprehensive. Cengage.  ISBN No. 9781285169330
Compliance with Federal Law: For information on the authors, titles, retail prices, ISBN numbers, and other details regarding the text books, please visit the college website at http://bookstore.berkeleycollege.edu. 
PARTICIPATION AND TARDINESS

You are required to participate in all labs. Homework and In-Class labs will help you prepare for your quizzes. Readings are tracked through OCR. I can see what you have read each week. You are expected to be prepared for each topic for class (listed by week).
***As for lateness’s and leaving early. We are in an adult, college setting. I expect everyone to show up on time and stay until class is over. I do mark lateness and leaving early on the attendance roster. If you miss class or leave early, you are expected to be aware of projects assigned, what was covered and the material that was reviewed. 

I WILL NOT STOP CLASS TO EXPLAIN TOPICS WE ALREADY REVIEWED BECAUSE YOU WERE LATE!
GRADING POLICY

Readings
  
10%

Homework

20%
In-Class Labs
20%

Quizzes

20%

Final Exam

30%

GRADING SCALE
	100-90%
	A
	
	79-75%  
	C+

	89-85%   
	B+
	
	74-70%
	C

	84-80%   
	B
	
	69-60%   
	D

	                          
	
	
	Below 60  = F
	


COURSE OUTLINE BY WEEK
(List the planned course chapters/topics for each week of the quarter, the homework/reading assignments in a given week, dates for major assessments and deadlines for major assignments) 

	Week 1:
	Getting Started with Excel

	Week 2:
	Formatting a Workbook

	Week 3:
	Working with Formulas and Functions

	Week 4:
	Working with Formulas and Functions

	Week 5:
	Enhancing a Workbook with Charts and Graphics

	Week 6:
	Working with Excel Tables, Pivot Tables, and Pivot Charts

	Week 7:
	Managing Multiple Worksheets and Workbooks

	Week 8:
	Using Advanced Functions and Conditional Formatting

	Week 9:
	Using Advanced Functions and Conditional Formatting

	Week 10:
	Developing an Excel Application

	Week 11:
	Developing an Excel Application

	Week 12: 
	Wrap Up and Final Exam


DEADLINES FOR ASSIGNMENTS
All readings and homework are due by Midnight Sunday (the day before our next class) and all In-Class labs are due by Midnight the same day of class.
Credit Hour Assignment Policy
Course work performed outside of the classroom (such as reading, studying, writing papers, doing projects or receiving tutoring) is critical to academic success. While the time requirements for individual students may vary somewhat, a general rule of thumb is that students should spend about two hours outside the classroom for every hour required in it.

Academic Integrity
Berkeley College is committed to providing an educational experience designed to develop professional competencies, including habits of personal and professional integrity. The College expects all members of its community – students, faculty, and staff – to act honestly in all situations. Actions of Academic Dishonesty will not be tolerated.   
 "Academic dishonesty (is any) form of cheating and plagiarism which result in students giving or receiving unauthorized assistance in an academic exercise or receiving credit for work which is not their own. "(Kibler et. al. (1988), Academic integrity and student development: Legal issues and policy perspectives, Ashville, NC: College Administration Publications, Inc., p. 1.)  
All students are expected to agree to a pledge of honesty concerning their academic work, and faculty are expected to maintain the standards of that pledge. 
SafeAssign as a Learning Tool

SafeAssign helps prevent plagiarism by providing both the student and the professor a feedback report that compares any student work submitted through the software with a comprehensive database of books, journals, websites and papers written by other students. Some of the writing assignments in this course will use Blackboard’s SafeAssign software to help students improve their skill at paraphrasing statements contained in research on a topic and to help increase awareness of the proper use of citation when a student writes a paper using ideas or statements taken from a research source.  
For any assignment requiring research and/or requiring more than two pages of writing, students will be expected to submit that assignment through SafeAssign in Blackboard, following the submission guidelines given with the assignment instructions. Prior to submitting a final draft of an assignment, students will have the opportunity to submit several drafts of that assignment to SafeAssign in order to get sufficient feedback from SafeAssign reports to help minimize the risk of plagiarism.  
If the assignment continues to have evidence of plagiarism in the final draft of the assignment, the professor will file a report to the Department Chair documenting the use of the paper as an action of academic dishonesty.  If a student fails to submit an assignment to SafeAssign, the professor will assign a grade of zero for that assignment. By submitting a paper to SafeAssign, that paper will become source material included in the SafeAssign database.

ePortfolios at Berkeley College
Berkeley College asks all students to participate in building a program-long ePortfolio of the work that they complete while taking classes at the College.  Through a process of collect, select, reflect, and connect, students learn to judge the quality of their own work, speak about their learning, and present evidence of their current knowledge and skills.  College faculty will assist with this process by recommending that you store at least one significant piece of work from each course in your Blackboard content collection.  For more information, see the  "ePortfolios at Berkeley College" organization in Blackboard.  s
Progress Reports

At the end of Weeks 3 and 6 and during the middle of Week 9, all students will be notified through their Berkeley email about their progress in this course.  These reports may include specific strategies for course improvement and your options if you are at risk for course failure. 

Academic Support Center
The Academic Support Center offers academic assistance to all students through the use of services including tutoring, workshops, and access to computer based programs. For further information, please visit the Academic Support Center on Blackboard. 
Information Literacy
Information Literacy is a valuable set of skills that empowers students to become agile information seekers who adapt to changing modes of information delivery and are selective, critical, ethical users of information in all formats. These skills are embedded within course work throughout academic programs.
Compliance with the Americans with Disabilities Act (ADA)

Any student who seeks a reasonable accommodation of a disability with respect to an academic matter should obtain a Berkeley College Request For Accommodation of Disability Form, as soon as the need becomes apparent, from one of the following ADA Coordinators: 1) NY Campuses – Adam Rosen, Psy.D, (212) 986-4343, ext.4216, amr@BerkeleyCollege.edu; 2) NJ Campuses – Sandra Coppola, Ph.D., (973) 278-5400, ext.1320,sec@BerkeleyCollege.edu; or 3) Online – Katherine Wu, Ed.M., LMHC, (973) 405-2111, ext.1394, knw@BerkeleyCollege.edu.  
The student should specify on this form the accommodation sought, as well as the reason for and duration of the need, and then attach appropriate supporting documentation when submitting this signed form to one of the ADA Coordinators.  Such requests will be determined by the relevant Department Chair in consultation with the relevant instructor and with the concurrence of the ADA Coordinator.  The types of accommodations available under Berkeley’s Equal Opportunity Policy are based upon the individual’s documented disability and the College’s ability to provide assistance without incurring undue burden or fundamentally altering its programs, facilities, policies or activities.
Note: Berkeley College reserves the right to add, discontinue, or modify its programs and policies at any time. Modifications subsequent to the original publication of this syllabus may not be reflected here. For the most up-to-date information, please visit BerkeleyCollege.edu. Information about Berkeley College courses is provided for purposes of illustration only. Course offerings, descriptions, syllabi, and content are subject to change at any time without notice. [image: image2][image: image3]
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