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 Business Information Technology 
Learn computers to 

get a good job in business! 
 

Pasadena City College, Fall 2009 
Syllabus(Class Assignment Sheet and 

Course Information Sheet) 
BIT 104 Advanced Excel 

Online Course, Section #2029 

                  

Instructor: Arkova M. Scott, Adjunct Professor 
Contact: E-mail: Use Blackboard E-mail System 
Conference Hours: Tues. 4:00-8:00 in R202 

Class Assignment SheetτThis is a 16-week Course 

There are 16 semester weeks 
Assignments due by: 

Points 
Possible 

Your Points 
 

Specific Assignment Information will be posted 
on the Blackboard Course Site 

Week 1 No assignments due -- -- Obtain text and materials--Read Office (OFF) pg. 1-29 
Assignment 1 steps are located on the Home Page 

Week 2 Assignments are due by midnight 
Saturday, September 12, 2009 

45  Chapter 1:  Getting Started with Excel 
Sessions: 1.1 & 1.2 -- Case Problem: 2 

Week 3 Assignments are due by midnight 
Saturday, September 19, 2009 

45  Chapter 2: Formatting a Workbook 
Sessions:  2.1 & 2.2 -- Case Problem: 1 

Week 4 Assignments are due by midnight 
Saturday, September 26, 2009 

45  Chapter 3: Working with Formulas and Functions 
Sessions: 3.1 & 3.2 -- Case Problem:  3 

Week 5 Assignments are due by midnight 
Saturday, October 3, 2009 

45  Chapter 4: Working with Charts and Graphics 
Sessions: 4.1 & 4.2 -- Case Problem: 2 

Week 6 Assignments are due by midnight 
Saturday, October 10, 2009  

55  Chapter 5: Working with Excel Tables, PivotTables, and PivotChartsτ
Sessions: 5.1, 5.2 & 5.3 -- Case Problem: 3 

Week 7 Assignments are due by midnight 
Saturday, October 17, 2009 

55  Chapter 6: Managing Multiple Worksheets and Workbooks 
Sessions: 6.1, 6.2 & 6.3 -- Case Problem: 3 

Week 8 Any makeup work due by midnight 
Saturday, October 24, 2009 

-- -- Make-up work 

Week 9 Assignments are due by midnight 
Saturday, October 31, 2009 

80  Chapter 7: Using Advanced Functions, Conditional Formatting, and 
Filtering.-- Sessions: 7.1, 7.2 & 7.3 -- Case Problem: 3 

Week 10 Assignments are due by midnight 
Saturday, November 7, 2009 

80  Chapter 8: Developing an Excel Application 
Sessions 8.1, 8.2 & 8.3 -- Case Problem: 2  

Week 11 Assignments are due by midnight 
Saturday, November 14, 2009 

80  Chapter 9: Developing a Financial Analysis 
Sessions: 9.1, 9.2, & 9.3 -- Case Problem: 1 

Week 12 Assignments are due by midnight 
Saturday, November 21, 2009 

85  Chapter 10: Performing What-If Analyses 
Sessions: 10.1, 10.2 & 10.3 ςCase Problem: 3 

Week 13 Assignments are due by midnight 
Saturday, November 28, 2009 (Thanksgiving) 

-- -- Make-up work 

Week 14 Assignments are due by midnight 
Saturday, December 5, 2009 

85  Chapter 11: Connecting to External Data 
Sessions: 11.1, 11.2 & 11.3 -- Case Problem: 2 

Week 15 Assignments are due by midnight 
Saturday, December 12, 2009 

140  Chapter 12: Expanding Excel  with Visual Basic for Applications 
Sessions 12.1, 12.2 & 12.3 -- Case Problem: 1 & 2  

Week 16 Assignments are due by midnight 
Saturday, December 19

th
  

BIT lab in R202 closes on 
Saturday, December 19

th
  at     

12 noon 

Make-up work  
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Answers to Your Frequently Asked Questions  

How do I begin? 

Know your Network ID: Your Network ID is printed at the bottom of your fee receipt. It is your three initials, in 

all uppercase letters, followed by the last four digits of the number on your Lancer ID Card (or possibly the last 

four digits of your Social Security number). Your password is the 4-digit PIN that you used to register. 

Go to Blackboard: Your online class is offered through an online course management program. Go to:  

http://pcc.blackboard.com 

You can also access the site from the PCC home page as follows: Click Classes/Academics, and then click 

Online Classes. Click the red log in button, log in with your Network ID. ¢Ƙƛǎ ƛǎ ǘƘŜ ƘƻƳŜ ǇŀƎŜ ŦƻǊ t//Ωǎ ƻƴƭƛƴŜ 

courses. Find your course listed, and click the course. 

Register your attendance so that you will not be dropped: To register your attendance so that you will not be 

dropped, during the first week of the semester, go to your course site and complete the first assignment, which 

is a questionnaire. You do not need your book to complete the first assignment. 

Determine if you will work on our computers in R202 or on your own computerτor both: You can use your 

own computer or use our computers in room R202 anytime during the following hours. An instructor is always 

available to assist you and copies of the textbook are available for reference: 

Monday ς Thursday, 9 a.m. ς 8 p.m. Friday, 9 a.m. ς 1 p.m.  Saturday, 9 a.m. ς 12 noon 

Determine where you will store your work and buy a USB flash drive if necessary: If you plan to move around 

to different computers to do your work, plan to store your work on a USB flash drive so that you can upload, 

download, and store from any computer. 

Be sure you have Internet access availableτInternet access is always available in R202: You will need Internet 

access to submit your work, communicate with your instructor, and to obtain some of the materials for the 

course. You do not need to be connected to the Internet while you are working on the actual assignments. 

Buy the textbook: Buy your books online from the PCC bookstore (see PCC home page for link) or visit the 

bookstore on the campus (626-585-7378). We can only guarantee that new books purchased at the PCC 

bookstore will work for the course. ISBNs are sometimes custom numbers for a specific college or professor or 

include special materials; alternative sellers or used books may not have the required CDs or other materials. 

You can buy the textbook at the PCC bookstore (626-585-7378). 

For this course, the required textbook is: 

New Perspectives on Microsoft Office Excel 2007, published by Course Technology 2008 

ISBN 978-1-4239-0585-1 
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How do I submit my work? 

You will submit your work to your instructor by using Blackboard's Assignment tool. Instructions are posted on 

the course site. You will spend the majority of your time using the Microsoft Office software to prepare your 

work; you need go online only to print course information and to send your work. Log in to your class every two 

or three days to see if there are any notices on the homepage or if you have any new grades or returned 

assignments. 

How do I communicate with my instructor? 

For questions about this course, e-mail your instructor through Blackboard's e-mail tool as follows: 

On the left, click Mail. At the top, click Create Message, above the To box, click Browse for Recipients, and then 

in the To column, click All Section Instructors. Scroll to the bottom and click Save. Click in the Subject box and 

type an appropriate subject. Click in the Message box and type your message. In the lower left corner, click the 

Send button. 

LƴǉǳƛǊƛŜǎ ǎŜƴǘ ǘƻ ȅƻǳǊ ƛƴǎǘǊǳŎǘƻǊΩǎ ŎƻƭƭŜƎŜ Ŝ-mail address might be redirected to you through Blackboard. You 

cannot use the Blackboard e-mail tool for regular e-mail addresses that are not part of the Blackboard system. 

How do I get help with technical problems? 

If you have problems with the performance of the Blackboard site or with your PCC Network ID or password, call 

the PCC Help Desk at 626-585-7523. The Help Desk cannot assist you with problems that involve your own 

computer's performance or your Internet access. 

How does the grading work for this course? 

Check the Syllabus for your course and the course site to see the specific grading plan. To view your current 

grade in Blackboard, access the course and on the left click My Grades. Grades for some assignments will not 

appear until your instructor has released them. Only you and your instructor will be able to view your grades. 

They cannot be viewed by other students in the class. 

If you complete the assignment with no errors, you will receive the maximum number of points. Assignments 

containing errors may receive fewer than the maximum number of points, or they might be returned to you for 

correction. 
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CLASS ASSIGNMENT INFORMATION 

Academic Integrity 

At Pasadena City College, we recognize that ethical behavior is a personal, institutional, and societal 

responsibility. As a student, you should be familiar with the Associated Student Body Code of Conduct, which 

indicates that students are expected to maintain satisfactory standards of citizenship on campus and in the 

community. Unsatisfactory citizenship includes, among other things, cheating and plagiarism. Thus, it is not 

acceptable to submit any work that is not your own original work. 

Tips to Help You Complete This Course Successfully 

¶ Keep up with the pace of the class and turn in your assignments on time. 

¶ Manage your time, and schedule specific times every week to complete the chapter assignments for the 

class. 

¶ Visit the Learning Assistance Center (located in D300) to learn more about time management and study 

skill techniques. Also, check the Web links for this course for additional information on this topic. 

¶ Start an online class discussion with other students to talk about strategies for assignments. 

¶ Ask your classmates and instructor for help with topics you are struggling with. 

¶ E-mail the instructor via the Blackboard e-mail system to ask specific questions. 

¶ Utilize the instructors and tutors located in the BIT lab in room R202. 

¶ Refer to the chapter solutions for guidance. 

Note:  It is to your benefit to learn these Advanced Excel topics on your own in order to become a top 

contender in the work force today!  

Grading 

Keep track of your grades and assignments on the Class Assignment Sheet. Your grade will be computed based 

on the points you earn on assignments and tests. The grading scale is as follows: 90-100% of possible points =A, 

80-89% of possible points =B, 70-79% of possible points =C, 60-69% of possible points =D 

Note: You will receive partial credit for making a strong attempt to complete the assignments! 

Bonus points!! 

Bonus points are added to your overall grade for all assignments turned in prior to or by the deadline date, as 

scheduled on the class assignment sheet. You may be given a possible 16 bonus points (one point for each 

chapter) if you actively participate in the chapter discussions. This can be earned by either starting a topic or 

ǊŜǇƭȅƛƴƎ ǘƻ ŀ ŎƭŀǎǎƳŀǘŜΩǎ ǉǳŜstion. 
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COURSE INFORMATION SHEET - BIT 104 ς Advanced Microsoft Excel 2007 

What You Will Learn in This Course 

You will learn to work with advanced spreadsheets including using tables and analyzing data, using What-If 

analysis tools, and macro development. 

Student Learning Outcomes for This Course 

Evaluate a complex financial problem and use advanced Excel software features to solve the problem by 

developing a worksheet that presents the results of calculations in a manner that is informative and useful to the 

reader. 

Textbook, Materials, Software, and Computer Requirements 

Before starting the course, plan for the following items. The text is available from the PCC bookstore, either 

online or on the campus. 

¶ New Perspectives on Microsoft Office Excel 2007, published by Course Technology 2008 

ISBN 978-1-4239-0585-1 

¶ We recommend that you purchase a USB flash drive on which to store your work if you work in the BIT 

Computer Lab on the campus (R202). At home, you can store your work directly on the hard drive of your 

home computer; or, if you think you will work on various computers both at home and on the campus, store 

your assignments on a USB flash drive. 

¶ This course requires that you have access to a computer on which Microsoft Office 2007 is installed. 

o You can access this software in the BIT Computer Courseroom on the campus (R202). 

o If you would like to buy your own copy of Microsoft Office 2007 then go to the BIT website      

(www.pasadena.edu/bit) to obtain purchase information. 

Course Description and Objectives 

Upon successful completion of the course, you will be able to: 

¶ Define, manage, and format Excel worksheets and workbooks. 

¶ Create formulas and utilize Excel functions to compute and analyze business finance. 

¶ Determine effective data display with Excel charts. 

¶ Explore table management, print large worksheets, sort and filter data. 

¶ Import data from other sources, apply advanced filtering and utilize PivotTables and PivotCharts. 

¶ Apply logic in decision making using Excel; retrieve Excel data for computation, analysis, and reference. 

¶ Create templates and apply custom styles for advance formatting. 

¶ Apply Excel skills and tools in business problem solving; solve problems with Excel statistical analysis 

tools. 

¶ Understanding how to create a web page and run web queries within Excel. 

¶ Create macros and learn the basics of VBA (Visual Basic Applications). 

  

http://www.pasadena.edu/bit
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Online Class Participation 

Experience has shown that students who complete the work as scheduled on the Class Assignment Sheet have 

the most success with the course. Plan your schedule accordingly and notify the instructor immediately if you 

have difficulty completing assignments or tests. You may be required to participate in online class discussions or 

projects. 

Students who do not submit assignments for more than a two-week period or do not communicate with the 

instructor in BlackBoard can be dropped from the class by the instructor without notification to the student. 

Dropping the Class, W Grades, and Incomplete Grades 

¶ If you do not attend the orientation or do not communicate with the instructor during the first week of 

the class, you will be dropped as a No Show. 

¶ If you specifically want to be dropped from the class, it will be your responsibility to do so. 

¶ If you do not submit assignments or communicate with the instructor in BlackBoard for a two-week 

period, you will be dropped from the class with a W grade. The instructor is not required to notify you of 

such a drop. 

¶ A grade of W is not computed in your grade-point average, and thus if you are dropped with a W 

without notice by the instructor, he or she is protecting your transcript from an F grade, which is 

computed in your GPA. A grade of W is, however, included in the computation of progressive probation. 

¶ A grade of I (Incomplete) identifies unfinished work otherwise passing at a C or better level, indicating 

that important assignments, the final exam, or a term paper are missing due to illness or emergency but 

can be submitted to complete the course. You and the instructor must agree that an I grade is 

appropriate, and you must sign an Incomplete form. An I grade is not considered in your GPA but it is 

included in the computation of progressive probation. You have one year to complete the work; 

otherwise a default grade will be assignedτC, D, or F. 
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The following table describes the point value for each chapter assignment: 
 

Chapter 1 Chapter 2 Chapter 3 

Assignments Points Assignments Points Assignments Points 

Session 1.1 10 Session 2.1 10 Session 3.1 10 

Session 1.2 10 Session 2.2 10 Session 3.2 10 

Case Problem 2 20 Case Problem 1 20 Case Problem 3 20 

Total Points: 40 Total Points: 40 Total Points: 40 

Bonus Points 5 Bonus Points 5 Bonus Points 5 

Grand Total Points 45 Grand Total Points 45 Grand Total Points 45 

 
Chapter 4 Chapter 5 Chapter 6 

Assignments Points Assignments Points Assignments Points 

Session 4.1 10 Session 5.1 10 Session 6.1 10 

Session 4.2 10 Session 5.2 10 Session 6.2 10 

Case Problem 2 20 Session 5.3 10 Session 6.3 10 

------ --- Case Problem 3 20 Case Problem 3 20 

Total Points: 40 Total Points: 50 Total Points: 50 

Bonus Points 5 Bonus Points 5 Bonus Points 5 

Grand Total Points 45 Grand Total Points 55 Grand Total Points 55 

 

Chapter 7 Chapter 8 Chapter 9 

Assignments Points Assignments Points Assignments Points 

Session 7.1 15 Session 8.1 15 Session 9.1 15 

Session 7.2 15 Session 8.2 15 Session 9.2 15 

Session 7.3 15 Session 8.3 15 Session 9.3 15 

Case Problem 3 30 Case Problem 2 30 Case Problem 1 30 

Total Points: 75 Total Points: 75 Total Points: 75 

Bonus Points 5 Bonus Points 5 Bonus Points 5 

Grand Total Points 80 Grand Total Points 80 Grand Total Points 80 

 

Chapter 10 Chapter 11 Chapter 12 

Assignments Points Assignments Points Assignments Points 

Session 10.1 15 Session 11.1 15 Session 12.1 20 

Session 10.2 15 Session 11.2 15 Session 12.2 20 

Session 10.3 15 Session 11.3 15 Session 12.3 20 

Case Problem 3 30 Case Problem 2 30 Case Problem 1 30 

--- --- --- --- Case Problem 2 30 

Total Points: 75 Total Points: 75 Total Points: 120 

Bonus Points 10 Bonus Points 10 Bonus Points 20 

Grand Total Points 85 Grand Total Points 85 Grand Total Points 140 
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