
 

 

  
 
 

Excel Advanced Skills 
PUBAFRS 5514 

 
Autumn 2021 

Online 
Carmen 

 
Credit Hours 1 

 
Instructor: Nego Jovanovich 
E-mail: jovanovich.1@osu.edu 
Virtual Office Hours: Monday 5:00 pm to 6:00 pm, and by appointment 
 
Course Materials 
Optional Textbooks: 

Alexander, M., Kusleika, R., & Walkenbach, J. (2018). Excel 2019 Bible. Wiley. ISBN: 9781-
1-119-51476-3. 
 
Winston, W. (2019). Microsoft Excel 2019 Data Analysis and Business Modeling, Sixth 
Edition. Wiley. ISBN: 9781509305889 
 

The books are available online on Safari: O’Reilly’s Learning Platform for Higher Education. You 
have access through the Ohio State University library.  
 
All other course materials will be provided on Carmen. 
 
Course Description: Microsoft Excel is a powerful tool to collect, organize, and analyze data. It 
has many advanced analytical and visualization features. Because Excel is part of Microsoft 
Office, it is widely used by private enterprises, nonprofits, and governments.  
 
Unlike traditional coding languages, working in Excel is hands-on. You work directly with data, 
and it provides immediate feedback. However, like traditional coding languages, Excel’s blank 
grid does not provide guidance on how to begin a project. It expects you to know what do. In the 
course, you will learn the steps on to how to approach a project, use procedures to analyze data, 
and present the analysis.  
 
I believe the best way to learn software is to actually use it and practice. Each week will feature a 
series of videos where Excel techniques, tools, and components will be demonstrated. You will 
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be able to download a lesson spreadsheet and work along with the videos. The course is 
asynchronous, so you can work through the weekly lessons at your schedule. The videos allow 
you to replay or pause the demonstrations to insure you understand the concept and practice 
along with the lesson. Also, the course is designed to continue building upon the skills learned in 
the prior weeks, so the videos and example spreadsheets are resources for you to consult. 
 
You can expect me to be involved during the course. I will post weekly announcements and 
comments in the weekly discussions. I will also answer questions in the discussion boards and 
through email. Most email responses will be in the evening, and I will try to respond to you 
within 24 to 48 hours. If the answer to your question is relevant to the entire class, I will share 
the answer on Carmen. Also, I will be available during the posted office hours for questions and 
discussions through email, discussion boards, or CarmenZoom. 
 
Student Learning Objectives: By successfully completing the course, I would like you to: 

• Gain proficiency with the advanced analytical tools in Microsoft Excel 

• Use Excel to analyze data 

• Produce complex organized spreadsheets where others can follow your analysis 

• Present data and analysis in clear professional manner using visualizations 

• Be confident using Excel in future projects 
 
Course Requirements: The course assignments and their contribution to your final grade are as 
following: 

Excel refresher exercise   13%   
Pivot table and pivot chart exercise 17% 
Debugging exercise   17% 
Final project progress report     3% 
Final dashboard project  50% 

 
Letter grade will be assigned based on the following schedule: 
 

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 Less than 60 
B 83-87 C- 70-72   

 
You are required to either submit an assignment, post a response to the weekly discussion topic, 
or respond to an ungraded survey each week. 
 
We all learn from other people. In a classroom, it is easier to share our successes, tips, 
experience, and challenges with each other. The Carmen module will have weekly discussion 
modules so we can share our ideas, experiences, and talk about data analysis. Please use the 
forum to ask questions, share experiences, provide extra tips, and personal and professional 
experiences. Meaningful, relevant, and appropriate contributions to the forum are highly 
encouraged. However, it will not be factor when assigning grades. 
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Course Exercises: 
Excel refresher exercise goes over skills you will have learned in the basic Excel course. The 
exercise involves formatting and the use of different formulas. 
  
Pivot charts and dashboards exercise will require you to create a table, pivot tables, and a pivot 
chart. 
 
Debugging exercise will require you to find errors in a spreadsheet, correct the errors, and 
improve the organization. 
 
Final dashboard project will require you create an original interactive dashboard that can be 
used assist others in understanding your data. You will choose the topic, gather the data, and 
produce the dashboard. The assignment has two components: a progress report and final 
dashboard. 
 
The progress report is a form you will submit containing the following information:  

• Research topic. 

• At least one data source with either a link to the data or the actual data. 

• Questions you hope the data will answer. 
 
Final dashboard must include two different data sources joined into one table, at least three 
computed fields, two named objects, a pivot table to summarize the data, and a pivot chart for 
interactive analysis. In addition, the dashboard you create must have interactive elements that 
another person can use to quickly manipulate the data. One worksheet must show how you used 
the data to answer an initial research question. Ideally, you can place all the elements so can it 
produce a professional printed output. At least one example of a project is available on canvas.  
 
Course Policies: 
Software: You will need to download Microsoft 365 and use a local version of Excel. The online 
version does not have all the capabilities of the desktop installation. I also expect you to 
complete your assignments using either a desktop or laptop PC. You can use either the Windows 
or macOs version of Excel. (All the demonstrations show Excel on macOs.)  
 
Assignments: All assignments will be submitted through Carmen by the deadline. Late work will 
be accepted, but a penalty will be applied for each day it is late. Assignments will not be graded if 
submitted a week after the deadline. 
 
Grade Appeals: Assignment of grades are intended to reflect the overall quality of your work. If 

you believe a grade was improperly assigned, you may appeal the grade. To appeal, email a clear 

written explanation why you believe the grade was incorrectly assigned. Appeals must be 

submitted within one week after your work is returned. Each appeal will be considered, and if a 
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re-grade is performed, the entire assignment will be re-graded. The final grade may be greater, 

less, or equal to the original grade. 

 

Academic Integrity:   

(From: http://oaa.osu.edu/coamfaqs.html#academicmisconductstatement):  

“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.” 

 

“In the Ohio State University’s Code of Student Conduct, Section 3335-23-04 defines 

academic misconduct as: “Any activity that tends to compromise the academic integrity 

of the University, or subvert the educational process.”  Examples of academic misconduct 

include (but are not limited to) plagiarism, collusion (unauthorized collaboration), 

copying the work of another student, and possession of unauthorized materials during an 

examination.  Ignorance of the University’s Code of Student Conduct is never considered 

an “excuse” for academic misconduct.” 

  

If you have any questions about the above policy or what constitutes academic misconduct in 

this course, please contact me. 
 

Other sources of information on academic misconduct (integrity) to which you can refer include: 

• The Committee on Academic Misconduct web page: http://oaa.osu.edu/coam.html 

• Eight Cardinal Rules of Academic Integrity: www.northwestern.edu/uacc/8cards.html 

 
All deliverables must be original and your own. I encourage you to discuss data sources, 
concepts, methods, formulas, and presentation styles with your classmates. Interacting with 
others can help you solve research and technical problems.  But remember, you will be graded 
on your work. 
 
Examples of the collaboration policy will be provided in the introductory module. 
 
Workload Expectations: For each credit, there should be about an hour of instruction and two 
hours of independent work. You can expect to spend about four hours each week reading 
materials and completing assignments.  
 
Glenn College Diversity Values Statement: The Glenn College is committed to nurturing a diverse 

and inclusive environment for our students, faculty, staff, and guests that celebrates the 

http://oaa.osu.edu/coamfaqs.html#academicmisconductstatement
https://trustees.osu.edu/assets/files/RuleBook/CodeStudentConduct.pdf
https://trustees.osu.edu/assets/files/RuleBook/CodeStudentConduct.pdf
https://trustees.osu.edu/assets/files/RuleBook/CodeStudentConduct.pdf
http://oaa.osu.edu/coam.html
http://www.northwestern.edu/uacc/8cards.html
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fundamental value and dignity of everyone by recognizing differences and supporting 

individuality. We are dedicated to creating a safe space and promoting civil discourse that 

acknowledges and embraces diverse perspectives on issues and challenges that affect our 

community. 

 

Accommodation Policy: The University strives to make all learning 

experiences as accessible as possible. If you anticipate or experience 

academic barriers based on your disability (including mental health, 

chronic or temporary medical conditions), please let me know 

immediately so that we can privately discuss options.  To establish 

reasonable accommodations, I may request that you register with 

Student Life Disability Services.  After registration, make arrangements 

with me as soon as possible to discuss your accommodations so that 

they may be implemented in a timely fashion. SLDS contact information: 

slds@osu.edu; 614-292-3307; slds.osu.edu; 098 Baker Hall, 113 W. 12th 

Avenue.” 

Additional Resources: As a student you may experience a range of issues that can cause barriers 

to learning, such as strained relationships, increased anxiety, alcohol/drug problems, feeling 

down, difficulty concentrating and/or lack of motivation. These mental health concerns or 

stressful events may lead to diminished academic performance or reduce a student’s ability to 

participate in daily activities. The Ohio State University offers services to assist you with 

addressing these and other concerns you may be experiencing. If you or someone you know is 

suffering from any of the aforementioned conditions, you can learn more about the broad range 

of confidential mental health services available on campus via the Office of Student Life 

Counseling and Consultation Services (CCS) by visiting https://ccs.osu.edu/ or calling 614-292- 

5766. CCS is located on the 4th Floor of the Younkin Success Center and 10th Floor of Lincoln 

Tower. You can reach an on call counselor when CCS is closed at 614--292--5766 and 24 hour 

emergency help is also available through the 24/7 National Suicide Prevention Hotline at 1--800-

-273--TALK or at https://suicidepreventionlifeline.org/.  

 
COVID Process SLDS Statement: The university strives to make all learning experiences as 

accessible as possible. In light of the current pandemic, students seeking to request COVID-

related accommodations may do so through the university’s request process, managed by 

Student Life Disability Services.  If you anticipate or experience academic barriers based on your 

disability (including mental health, chronic, or temporary medical conditions), please let me 

know immediately so that we can privately discuss options.  To establish reasonable 

accommodations, I may request that you register with Student Life Disability Services.  After 

mailto:slds@osu.edu
http://slds.osu.edu/
https://ccs.osu.edu/
https://suicidepreventionlifeline.org/
https://slds.osu.edu/covid-19-info/covid-related-accommodation-requests/
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registration, make arrangements with me as soon as possible to discuss your accommodations so 

that they may be implemented in a timely fashion. SLDS contact information: slds@osu.edu; 

614-292-3307; slds.osu.edu; 098 Baker Hall, 113 W. 12th Avenue. 

FERPA and Privacy in CarmenZoom Statement. Video and audio recordings of class lectures will 

be part of the classroom activity. The video and audio recording is used for educational 

use/purposes and may be made available to all students presently enrolled in the course. 

Safety and health requirements: Health and safety requirements: All students, faculty and staff 

are required to comply with and stay up to date on all university safety and health guidance 

(https://safeandhealthy.osu.edu), which includes wearing a face mask in any indoor space and 

maintaining a safe physical distance at all times. Non-compliance will result in a warning first, 

and disciplinary actions will be taken for repeated offenses. 

 
 
Course Schedule 
 
Week 1 - October 18: Introduction to the course, assignment expectations, and lookup functions  

Due: Excel refresher  
 
Week 2 - October 25: Data tables and pivot tables 
  
Week 3 - November 1: Slicers and pivot charts 

Due: Pivot table and pivot chart exercise 
 
Week 4 - November 8: Debugging, named objects, and array formulas 

Due: Final project progress report 
 

Week 5 - November 15: Error handling, data validation, and dynamic arrays. 
 Due: Debugging Exercise 
 
Week 6 - November 22: Descriptive statistics, identifying outliers, and frequency tables 
 
Week 7 - November 29: Forecasting functions and regression 
 
Finals Week - December 10 

Due: Final dashboard project  
 
 
 

mailto:slds@osu.edu
https://slds.osu.edu/
https://e.osu.edu/eoa/2qqyOMNli0/

