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COURSE SYLLABUS 

COURSE TITLE: Advanced Spreadsheets 

INSTRUCTOR: Charlene Perez 

OFFICE LOCATION Technology Center Room 209 

AND PHONE: (806) 894-9611 ext. 2253 or (806) 716-2253 

Text: (507) 697-1051 

E-mail: cperez@southplainscollege.edu 

Web Site: https://southplainscollege.blackboard.com 

OFFICE HOURS: Posted (check my office door and Blackboard) 
 

SOUTH PLAINS COLLEGE IMPROVES EACH STUDENT'S LIFE 

 

General Course Information: 

Course Description: 

Advanced spreadsheets contains advanced techniques for developing and modifying 

spreadsheets, includes macros and data analysis functions. 
 

Course Competencies: 

Upon successful completion of this course, the student will be proficient in: 

 Structuring a Database 

 Define and print table relationships 

 Add, set, change or remove primary key 

 Split databases 

 Creating and Formatting Database Elements 

 Create and Modify Tables 

 Create and Modify Fields 

 Create and Modify Forms 

 Create and Modify Reports 

 Create and Modify Macros 

 Create and Modify Queries 

 Sort and Filter Data 

 Use data analysis features 

 Develop solutions using linked worksheets 
 

  



 

Required Materials: 

Textbook: 
Exploring: Microsoft Excel 2016, Comprehensive, Poatsy, Mulbery, Davidson, Grauer, 
Published by Prentice Hall, @2017 
ISBN: 978-0-13-447944-6 (book only) 
ISBN: 978-0-13-457311-3 (book bundle with access code) 

Book is recommended but not required. 

MyITLab with Pearson eText- Access Code- for Exploring with Office 2013, Prentice 
Hall Publishing, New Jersey 07458. 
Included in the SPC bookstore bundle 
ISBN: 978-0-133-77507-5 (card only at SPC bookstore) 

Can be purchased through MyITLab 

Storage: 

Flash Drive or on-line storage 

Grading Policy:  Two to Three major exams will be given and one major project will be 

assigned.  The course grade will be computed as follows: 

Major exam average: 30% 

Class work / Labs / Assignments 50% 

Daily Quiz 5% 

Major Project 15% 

Attendance Policy:  Class attendance is extremely important in order to meet the 

objectives of this course.  STUDENTS ARE RESPONSIBLE FOR INITIATING 

THEIR OWN WITHDRAWAL, if that becomes necessary.   If a student is 

administratively withdrawn from the class, the grade appearing on the transcript will 

be, at the instructor’s discretion, an ‘X’ or ‘F’.  Administrative withdrawal (Teacher 

and/or Administrative Office) will occur if the student has missed a total two (2) 

weeks of course materials (class participation), or if the instructor decides lack of 

class participation is excessive. 

Assignment Policy:  You will receive each class meeting a list of quizzes, homework 

assignments, assessments/exams, video lectures, discussion topics, and lab activities on 

Blackboard.  All assigned material will be due by midnight on a specified date.  No late 

work will be accepted, unless there are major technical issues.  If there are any technical 

issues you need to contact your instructor as soon as possible (by text or e-mail) and then 

contact technical support.  All assignments will be submitted to Blackboard Assignments 

or to MyITLab website. 

Make-up Exam Policy: Make-up exams may be given in cases of an unavoidable absence.  If 
you have an unavoidable absence you MUST notify me prior to missing the exam or prior to 
your next class meeting.  There would be very, very few instances where you could not 
notify me of an absence because the college provides a 24/7 voice mail system and email 
and you have my number for texting.  All make-up exams will be given only on Fridays 
between 8:00 a.m. and 11:00 a.m. following the missed exam and will not include any curve 
given on the original exam date.  An altogether different test will probably be used for the 
make-up exam.  You are responsible for making arrangements to take the test. 



 

Open computer lab: The Open Computer Lab is located in Technology Center and is 

available to all students, with priority given to those students enrolled in computer classes.  

The hours of operation are: 

Monday-Thursday 8:00 a.m. – 8:30 p.m. Friday 8:00 a.m. – 4:00 p.m. 

Lab assistants are available to help you. 

Cheating and Plagiarism:  

Cheating violations include, but are not limited to: (1) obtaining an examination by stealing or 

collusion, (2) discovering the content of an examination before it is given, (3) using an 

unauthorized source of information during an examination, (4) entering an office or building 

to obtain unfair advantage, (5) taking an examination for another, or (6) altering grade 

records. 

Plagiarism is the using, stating, offering, or reporting as one’s own an idea, expression, or 

production another person without proper credit as to its origin.  Except in extreme cases, 

disciplinary action in these cases will be handled by and at the discretion of the instructor 

and if necessary in consultation with the departmental chairperson. (Student Guide page 11) 

Academic Integrity: It is the aim of the faculty of South Plains College to foster a spirit of 

complete honesty and a high standard of integrity.  The attempt of any student to present 

their own work, which he or she has not honestly performed, is regarded as a serious offense 

and renders the offender liable to serious consequences, possibly suspension.  Students 

should refer to the South Plains College General catalog policy regarding consequences for 

cheating and plagiarism (see “Academic Integrity” as well as “Student Conduct” sections in 

the college catalog page 23). 

ELECTRONIC ASSIGNMENTS: This class will involve the use of the Internet and some 

access to discussion groups, forums, bulletin boards, e-mail programs and/or chat rooms in 

order to complete the objectives for this class.  Topics assigned by the instructor will be 

relevant to the objectives of this course.   

DISCLAIMER: “This is to notify you that the materials you may be accessing in chat rooms, 

bulletin boards or unofficial web pages are not officially sponsored by South Plains College.  

The United States Constitution rights of free speech apply to all members of our community 

regardless of the medium used.  We disclaim all liability for data, information or opinions 

expressed in these forums.” 

  



 

DIVERSITY STATEMENT: This class, the teacher will establish and support an environment 

that values and nurtures individual and group differences and encourages engagement and 

interaction.  Understanding and respecting multiple experiences and perspectives will serve 

to challenge and stimulate all of us to learn about others, about the larger world, and about 

ourselves.  By Promoting diversity and intellectual exchange, we will not only mirror 

society as it is, but also model society as it should be and can be. 

Equal Opportunity Policy: Students with disabilities, including but not limited to physical, 

psychiatric, or learning disabilities, who wish to request accommodations in this class 

should notify the Disability Services Office early in the semester so that the appropriate 

arrangements may be made. In accordance with federal law, a student requesting 

accommodations must provide acceptable documentation of his/her disability to the 

Disability Services Office. For more information, call or visit the Disability Services Office 

at Levelland (Student Health & Wellness Office) 806-716-2577, Reese Center (Building 8) 

806-716-4675, or Plainview Center (Main Office) 806-716-4302 or 806-296-9611.  



 

 
COURSE OUTLINE 

Time line is an estimate and subject to change. 

Time Topic Reference 

Week 1  Class introduction  

 Chapter 1: Introduction to Excel: Creating and 

Formatting a Worksheet  

 PowerPoint 

 68 - 134 

 

Week 2  Chapter 2: Formulas and Functions: Performing 

Quantitative Analysis 

 152 - 186 

Week 3  Chapter 3: Charts: Depicting Data Visually  198 – 248 

Week 4  Chapter 4: Datasets and Tables: Managing Large 

Volumes of Data 
 262 - 316 

Week 5  First Exam Review 

 First Exam 
 Chapter 1-4 

Week 6  Chapter 5: Subtotals, PivotTables, and 

PivotCharts: Summarizing and Analyzing 

Data

 328 – 378 

Week 7  Chapter 6: What-If Analysis: Using Decision-

Making Tools

 396 – 434 

Week 8  Chapter 7: Specialized Functions: Using Date, 

Logical, Lookup, Database, and Financial 

Functions 

 454 - 492 

Week 9  Chapter 8: Statistical Functions: Analyzing 

Statistics

 510 – 539 

Week 10  Second Exam Review

 Second Exam

 Chapter 5 - 8 

Week 11  Chapter 9: Multiple-Sheet Workbook 

Management: Ensuring Quality Control

 558 – 593 

Week 12  Chapter 10: Imports, SML, and Power Add-Ins: 

Managing Data 

 616 -649 

Week 13  Chapter 11: Collaboration and Workbook 

Distribution: Sharing Data with Others

 670 – 718 

Week 14  Chapter 12: Templates, Styles, and Macros: 

Standardizing Workbooks 

 736 – 777 

Weeks 15  Final Exam  Chapter 9 - 11 

 


