THE OHIO STATE UNIVERSITY
JOHN GLENN COLLEGE OF PUBLIC AFFAIRS

Public Affairs 6513: Skills — Excel 1 (Basic)
Syllabus
Autumn 2015

Instructor Information
Joe Porostosky
Porostosky.1@osu.edu
614-578-1267

Office Hours: By Appointment

Email is the best way to contact me. | check e ill attempt to d to all

emails within 24 hours of receiving them.

Course Information
Meeting Day/Time: Thursdays, 5:45-7:
Location: Derby Hall 029
Credit Hours: 1

Course Description
Overview

ing work, performing complex analysis of data and creating

; t to know how to effectively use the tool and to understand
some of th ges of Excel. While Excel is a powerful tool, it is easy to corrupt
the data and intentiona r uhintentionally skews results. By understanding these challenges,
we can incorporate mitjgating controls to minimize the risk associated with Excel and increase
our confidence in t

This first of two Excel courses focuses on how to use Microsoft Excel from basic data entry,
formatting, filtering and sorting, basic functions and formulas, basic nest formulas, and basic
charts and graphs. A variety of techniques and data management concepts will be presented
and discussed. Real world examples will be used to provide context.


mailto:Porostosky.1@osu.edu

The second Excel course focuses on how to use intermediate to advanced Microsoft Excel
functionality from nested formulas to data analysis through the use of pivot tables and creating
interactive worksheets.

Student Learning Objectives

Upon successful completion of this course, students will have:
Gained an understanding of the basic functionality of Microsoft Excel.

Utilized Excel to improve the formatting, usability, and comprehension of data.
Formulated functions to produce calculations and manipulati@ns of text.

Used advanced functions to lookup data, handle error co ns, and provide
conditional responses.

VV VY

Class Structure
The class will consist of a mixture of lecture/discussio
and hands on work with Excel. This will primarily be thr

and data_ analysis
ined ples

which will be worked on independently to ens il often be
provided to work on the assignments and t

Course Materials

1. ole. BN: 978-1-118490365. Or Walkenbach,

as from their Buckeyelink Student Center. This
area bookstores. You may buy from a store of your

Course Requireme

The following compone ake up the final course grade:

Class contribution: 10%
Excel Survey: 5%

Excel Exercise 1 (Formatting): 10%
Excel Exercise 2 (Basic Formulas): 15%
Excel Exercise 3 (Advanced Formulas): 20%

Final Excel Project: 40%


https://carmen.osu.edu/
http://www.shopohiostate.com/

Transformation of numerical grade to a letter grade will be according to the schedule below:

A 93-100 B- 80-82 D+ 68-69
A- 90-92 C+ 78-79 D 60-67
B+ 88-89 C 73-77 E <60
B 83-87 C- 70-72

Class Contribution
Class contribution is critical to make this course as valuable as possible for you and your fellow
students. This includes having read assigned readings before class,
conversations regarding those readings, asking questions, clarifyi

signments, participating

in the lab portion of the class, and sharing personal and profe | experiences that can aid
the class during discussions. Attendance is considered part of c jion, and lack of
attendance and leaving the lab portion of the class early will reduceithi ion of your grade.

Lack of evidence that class readings were completed rtion of your grade.

Excel Survey
This exercise will be a skills assessment. On @ i ompleted to

demonstrate your current level of excel knoV d based on effort
and not based on if it is 100% accurat i

This exercise will be due by midnight o

Excel Exercise 1 (Formatti
Using the dataset provided to perform a number of formatting
techniques to improve the loo i et. Use any formatting techniques
that were covere i . assignment, you will need to:

ng the spell check function

idth so all data in the worksheet is easy to see.
g to theltop of the worksheet:
at is clear and easy to read and helps the user understand what
working with.
or each column that is clear and easy to read.
mat each column according to its datatype. Data will not necessarily
be se right datatype when you receive the dataset. More information will
be in ed in the Excel file regarding what datatype each column should be.
0 Use conditional formatting on two different columns to help the user better
understand that column’s data.
e For worksheet Part 2:
0 Correct any spelling errors in the dataset using the spell check function
0 Use borders and fills to make the summary table easier to read.
0 Use different sizes and colors of fonts to make the table easier to read.
0 Ensure that all fields are assigned the right datatype.

0 Correctly



e For worksheet Part 3:

0 Use Styles and cell formatting (fonts, alignment, etc) to quickly format the
dataset to improve its readability and usability.

0 Freeze the top row and the left column to make it easier to read this large
dataset.

0 Create a header or footer for this worksheet that includes the date the
worksheet was printed, the current page, and how many pages this worksheet
includes.

This exercise will be submitted to the Carmen dropbox by midni Thursday, September 10.
Excel Exercise 2 (Basic Formulas)
Using the dataset provided on Carmen, you will be asked to use a
help analyze the data provided. Additional informati ill be provid
and will include the following:
e |n worksheet Math Functions:
0 Perform a simple math opera
0 Show the sum and average o
0 Countthe number of b i
O List the maximum and
0 Create a simple IF state
e |n worksheet Text Functions:

basic functions to
the Excel workbook

1 particular column
ew value in a separate column

Using the dataset prov
functions to help analyz
Excel workbook and wi lude the following:

e In worksheet®Product Summary:

0 Use vlookup to find the name of a product from the serial number. The serial
number will be in this worksheet, while the product names will be in the
separate worksheet Product Information.

0 Re-using the function developed above, add error checking to the function to
handle the situation when there is no product name for the serial number.

e |n worksheet Building Summary:

0 Build a conditional formula (IF) to display the average square feet per building

for only the buildings on Main campus.

rmen, you will be asked to use a number of basic and nested
e data provided. Additional information will be provided in the



0 Using a single formula, provide the number of buildings on the ATI campus.
0 Using a single formula, add up the Gross Square Feet of the Newark campus.

This exercise will be submitted to the Carmen dropbox by midnight on Thursday, October 1.

Final Project
Using the Space Database provided, you should do the following. More information will be

included in the Excel workbook.
» Data preparation: Original dataset should be formatted in a
to understand the data and improves usability. Ensure th
and columns are set the correct datatype.
» On the Overview worksheet, answer the following ques
0 How many restrooms are there are at OSU?
0 What is the average size (Spc Area) of * i i Room Type) spaces
at OSuU?
0 What is the total square feet of “@
» Analyze the data by adding two unig
choosing.
» In the Space Database worksh
0 Use conditional forma affelative si rooms (using Data
Bars or Color Scales)

nner that makes it easy
columns are easy to read

instructor of your intenti
work. Late work wj
(A- to B+), unless p

to be absent does not waive your obligation to submit assigned
epted with a one-third-letter grade penalty each day that it is late
approval is granted by the instructor.

Grade Appeals
Grades on assignments are intended to reflect the overall quality of performance of the

student. You may appeal your grade on an assignment if you think the grade does not reflect
the quality of your performance on the assignment. To appeal a grade, submit a clear written
explanation via email describing why you believe the assigned grade is inappropriate within one
week after your work is returned. | will carefully consider all such appeals.



Academic Integrity

The Ohio State University and the Committee on Academic Misconduct (COAM) expect that all
students have read and understand the University’s Code of Student Conduct, and that all
students will complete all academic and scholarly assignments with fairness and honesty.
Failure to follow the rules and guidelines established in the University’s Code of Student
Conduct may constitute “Academic Misconduct.” Sanctions for the misconduct could include a
failing grade in this course and suspension or dismissal from the University.

3-04 defines academic
tegrity of the University,
uct include (but are not
the k of another
ithout citation.

“ " for

In the Ohio State University’s Code of Student Conduct, Section 333
misconduct as: “Any activity that tends to compromise the acad
or subvert the educational process.” Examples of academic mi
limited to) plagiarism, collusion (unauthorized collaboration), ¢
student, and excessive quotation and paraphrasing of other’s wor
Ignorance of the University’s Code of Student Conduc ever consid
academic misconduct.

For the purposes of this class, you may not y i . ¥ou may ask
each other general questions to clarify conce
pertain to how to complete assignme All we igi our own.

If you have any questions about the ab i t constitutes academic misconduct in
this course, please contact the instructo

Disability Services
Students wit

en certified by the Office for

Disability Serviceshwi ' accommodated and should

inform the inst ossible of their needs. The Office for
Disa 150 Pomerene Hall, 1760 Neil Avenue;
tele 0901; http://www.ods.ohio-state.edu/

Course Schedule
Week 1: August 27
Topics:

Welcome an roduction to the course

Overview of syllabus and course requirements

Framing case study

Data management and limitations of Excel

Excel Introduction (Navigation, formatting, viewing and printing)
Explain Excel survey

VVVVVY

Read:
> 2 Articles — Available on Carmen


http://studentaffairs.osu.edu/csc/
http://studentaffairs.osu.edu/csc/
http://www.ods.ohio-state.edu/

Chapter 1 — Introducing Excel

Chapter 2 — Entering and Editing Worksheet Data

Chapter 3 — Essential Worksheet Operations

Chapter 4 — Working with Cells and Ranges

Chapter 6 — Worksheet Formatting

Chapter 7 — Understanding Excel Files

Chapter 9 — Printing Your Work

Chapter 21 — Visualizing Data Using Conditional Formatting

VVVVVVYVYY

Due: Excel Survey by midnight on Sunday, August 30 to the Carm opbox.

Week 2: September 3
Topics:

Keyboard Shortcuts

Basic Formulas Part 1

Cell Referencing

Explain Excel Exercise 1 (Formatting

VVVY

Read:
» Chapter 10 — Introducing For
» Chapter 13 — Creating Formulas
» Chapter 16 — Miscellaneous Calc

Due: Excel Exercise 1 (Form
dropbox.

ay, September 10 to the Carmen

Topics:

lain Excel Exerc (Advanced Formulas)

Read:
» Chapter 11 — Creatihg Formulas That Manipulate Text

» Chapter 12 - g With Dates and Times

» Chapter 14 ting Formulas That Look Up Values

» Chapter 32 — Importing and Cleaning Data (Cleaning Data section only)

Due: Excel Exercise 2 (Basic Formulas) by midnight on Thursday, September 17 to the Carmen
dropbox.

Week 4: September 17 (No Class)
| will be at a conference this week.




Week 5: September 24
Topics:
» Advanced Formulas
» Simple Nest Formulas

Read:

» Chapter 31 — Making Your Worksheets Error Free
Due: Excel Exercise 3 (Advanced Formulas) due by midnight on Thursday, October 1 to the
Carmen dropbox.

Week 6: October 1
Topics:
» Charts/Graphs
» Explain Final Project

Read:
» Chapter 19 — Getting Started Makin
» Chapter 20 — Learning Advanc
» Chapter 22 — Creating Sparkli

Week 7: October 8
Topics:
» Basic Data Validatio
» Pictures/Drawings
» Review Fig@Rroject

th Pictures and Drawings

1ight on Tuesday, October 13 to the Carmen dropbox.



