New Course Proposal
Submit completed form electronically
 
1. Course prefix and course number: BA386
 
2. Course title: Advanced Excel Applications	

3. Abbreviated title for class schedule (30 characters or less): Advanced Excel

4. Credit hours: 4
(note:  if credits are variable, list range of credits (e.g. 1-8 credits)
Catalog description: Advanced course in Excel as a tool for data extraction, model-building, and data presentation.  Students will learn to use specialized functions, formulas, formats, and templates; create and modify charts; build pivot tables; record and run macros; and use auditing and collaborative tools. The course also affords the opportunity to be Microsoft Office Specialist (MOS) certified, a certification recognized worldwide and serves as an industry benchmark of one’s literacy and proficiency in Excel.  Prerequisite(s): BA131  


5. Prerequisites (to add each additional prerequisite, start a new line):
(See attached Note for samples) 

A. (course prefix, (space) and number) BA131 or       or       or       or      

B. (course prefix, (space) and number)       or       or       or       or      

C. (course prefix, (space) and number)       or       or       or       or      

6. Co-requisites (including labs, if any): 
A. (course prefix, (space) and number)       or       or       or       or      

7. Major/Class restrictions: Please indicate any class or major restrictions: Sophomore

8. [bookmark: Text33][bookmark: Text5]Is course repeatable? Yes        No X   If Yes, list maximum credits:      

9. [bookmark: Text24][bookmark: Text6]Labs requirements: If course includes a lab: # of hours lecture:       ; # of hours lab:      

10. [bookmark: Text4]Fees: List any course fees:      

11. [bookmark: Text30]Grade Mode:  Graded only:   Pass/No Pass only:         Option: X

12. CIP Code: Six-digit CIP code (check with your Division Director): 52.0407

13. Special qualifications; Is course proposed for (yes/no): 
[bookmark: Text32]A. University Studies?  No  If yes, list Strand(s)      
 
B.  Honors? No 


15. Cross-listing: List any cross-listing (and please complete the Cross-list proposal form at https://inside.sou.edu/provost/curriculum.html):       and       and       and       and      

16.  Strategic justification for proposed course: 
A. Rationale: What is the overall strategic rationale for offering this course? Numerous studies indicate the importance to teaching advanced Excel skills to students.  It was the highest recommended skill in the Harvard Burning Glass report for “Selected Technical Skills in Top Middle-Skills Occupations.”  In addition, past internship employers have indicated that it was extremely important for graduates to be highly proficient in Excel. 

B. Alignment:  
[bookmark: Text10]1. How does this course align with the unit’s mission plan?       

2. How does the course fit into the rest of the unit’s curriculum? Advanced skills in Excel is useful in several core major courses such as BA380 Operations Management, BA385 Finance, BA499 Business Planning.  Introduction to data visualization is helpful in BA382 MIS and BA450 Using GIS in Business.   Advanced skills in Excel is the number one skill required by employers according to the Harvard Burning Glass report.  In addition, it has been rated as “highly important” by the internship employers we work with.  By changing this spreadsheet course to be more advanced and include data visualization, we are better preparing our students for the workforce of today.  

C. Enrollment: What is the new course’s estimated enrollment each time it is offered over a three-year period? Year 1: 100; Year 2: 130 ; Year 3:  170 

D. Resource evaluation: What resources – faculty, equipment, lab space, etc. -- will be needed to offer this course and how will those resources be obtained?
1.  Faculty:  
a. Who will teach the course?  David Parker  
b. Evaluate unit’s faculty availability and/or needs and the impact on other teaching obligations.  This course was previously offered at the lower division level as BA285.  That is what David has been teaching.  We are canceling BA285 and requiring this course.  The course was modified to include higher-level skills in data visualization.  
c. [bookmark: Text17]If additional faculty members are needed, how will that need be met?      

2.  Facilities:  Cite any additional need for classrooms, equipment or lab space; explain how that need(s) will be met. Current classrooms, software, and equipment meet the need. 

3.  Other:  
[bookmark: Text28]a.   Are Hannon Library resources sufficient to meet the needs of this course?      
[bookmark: Text20]b. 	Are any other resources needed to support this course?         
[bookmark: Text21]If so, please explain how they will be obtained.       

E. External impact:
1. What is the expected effect of this course on existing programs elsewhere in the university? None  
NOTE:  Please document your contact with other academic programs which may be affected by this new course and the response you received.

2. Will any of your prerequisites affect other academic programs? No   
NOTE:  Please document your contact with other academic programs which may be affected by this new course and the response you received.




17.  Syllabus (condensed)
(Attach an accompanying, condensed syllabus, which should include the following items.  Schedules and similar details are not required.)
A. Course description (same as Catalog description, above)

B. Learning objectives of the course

C. Required texts

D. Course format

E. Other – any other relevant materials needed to explain the goals and teaching methods of this course.


Approvals:

[image: Text, whiteboard

Description automatically generated]
_____________________________		________2/16/21_____________
      Signature of Division Director			Date
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BA 386 – Advanced Excel Applications – Microsoft Excel 2019
Course Syllabus 
Fall Term 2021

Instructor:  	David Parker		
Office:  	Central Hall 138
Office Hrs:	By appointment (541)-552-6707
				
[bookmark: _Hlt463063123][bookmark: _Hlt463063184]E-mail:			parkerd@sou.edu
Class Web Pages: 	http://moodle.sou.edu/
			http://myitlab.com/
Course Summary:
· This course is taught in a Microsoft Windows (PC) operating environment and requires Microsoft Office 365 or Office 2019 (Windows); specifically, Excel. You can download Office 365 for free for up to five different devices using your student email. You do not need to have Office 365 for the course because all of the required activities can be completed in one of the on-campus labs or by logging into SOU’s Virtual Lab. If you do your homework on a Macintosh, you will be responsible to ensure your files have integrity in a Windows environment. 
· Advanced course in Excel as a tool for data extraction, model-building, and data presentation.  Students will learn to use specialized functions, formulas, formats, and templates; create and modify charts; build pivot tables; record and run macros; and use auditing and collaborative tools. The course also affords the opportunity to be Microsoft Office Specialist (MOS) certified, a certification recognized worldwide and serves as an industry benchmark of one’s literacy and proficiency in Excel.  Prerequisite(s): BA131  
· Project exercises and casework will focus on the use of Excel as a decision-support tool used in business scenarios, with an emphasis on spreadsheet design, formula and function logic, and data analytics and presentation.
· This course also affords students an opportunity to become a Microsoft Office Specialist (MOS) in Excel. There is an additional charge for the MOS exam beyond the cost of the course, textbook, and MyITLab access code.

Textbook/Required Materials: 

Textbook: Exploring Microsoft Office Excel 2019 Comprehensive 
Poatsy, Mulbery, Davidson - Prentice Hall (ISBN- 9780135452752). 

An electronic version of the book is available online for $99.99 which also includes the MyITLab registration code. 

A loose-leaf print upgrade may be purchased for $34.99 at the following link: https://www.pearson.com/store/p/exploring-microsoft-office-excel-2019-comprehensive/P100002283713/9780135452707

MyITLab Registration Code (bundled with text purchased from SOU bookstore, or with the electronic version): required for registration to web-based program site with interactive exercises, tutorials, and practice tests.  Hands-on exercises from the text are to be completed in MyITLab. Registration to the MyITLab site is good for one year. 

The registration code can be purchased directly from the Pearson website once you have logged into MyITLab through the link provided in the Moodle class.  

MS Excel 2019: Students have the option of using SOU’s Virtual Lab (VL) to access Microsoft Office 2019 (for free). SOU’s Virtual Lab works well for both PC and Mac users who do not have the Microsoft Office 2019 programs. You can also download a full version of the program from inside.sou.

MyITLab.com
MyITLab provides a simulated environment for learning and completing Excel exercises. We will use MyITLab to complete all of the Hands-On Exercises that are integrated into the chapter content, multiple-choice exams found at the end of each chapter, and selected Mid-Level and Capstone projects, where you work in Excel 2019 or Office 365, then submit your completed file for immediate feedback.

The average grade for each MyITLab chapter is shown in the custom view of your grade book.  The practice and exam simulation are averaged for each chapter and will be used to compute your MyITLab score.  Mid-Level and Capstone projects are to be completed in a live version of Excel on the student’s computer and are averaged for each chapter. Due dates for each chapter are shown on the course schedule and should be closely adhered to.  All assignments shown in the chapter folder in MyITLab should be completed before the respective due date.  

Late MyITLab Work
The way MyITLab is structured, there is no way to give extentions on late work. To allow for late MyIT submissions, MyIT scores are reduced by 2% per day (from 100%) on each assignment that is submitted late.  If the work is 1 day late, the maximum score one could earn is 98% (100%-2%).

Organization of Files
How you organize your folders is up to you, but you should have a plan, so you don’t have to hunt down files when it is time to submit.  I would suggest creating a BA285 folder with a subfolder for each chapter. To access your work from any location consider uploading your files to the web using a file storing services such as OneDrive.

In Class Lecture Assignments:
Each chapter has an Hands-On Lecture assignment that mirrors the content of that chapter. The Hands-On assignments are done together in class and are due at the end of the class. Since the lecture assignments are a part of the in-class lecture, there are no make-up opportunites for late Hands-On assignments. 

Cases and Exams:
To reinforce textbook content, students will complete three Exercises and two exams, which are based on materials presented in the textbook, from exercises, and from lectures. The exams may include both multiple-choice questions and hands-on exercises. Missed exams can be made up by appointment with a 10% penalty per day and not later than seven (7) days late. 

The MOS Prep assignment is due Week 10. Please note that no late work will be accepted on this assignment. 
 




Microsoft Office Specialist (MOS) Exam/ Final Exam:
Instead of a traditional final exam, students have the opportunity to take an on-line assessment to become a Microsoft Office Specialist (MOS).  There is a fee for this test. If taken at SOU, the fee is $20 for the exam and $20 for the retake (if needed). There is a 24 hour wait period between test and retest. Students who receive a passing score will receive a Microsoft Office Specialist Certificate. The MOS exam will either be taken in small groups online. A passing score on the MOS exam on the first attempt will result in a 100% for the final exam grade; passing on the second attempt will result in an 85%. Students who do not pass the MOS will receive a C- (70%) on the final. 

If you choose not take the MOS exam, an alternative final exam will be provided. The alternative final can be taken at an authorized testing center, or through ProctorU. You must provide me with your proctor information well in advance of the final.

Grading: 
The final grade is based on percentages listed below.    
A 	93-100%
C	73-76%
A- 	90-92%
C-	70-72%
B+	87-89%
D+	67-69%
B	83-86%
D	63.66%
B-	80-82%
D-	60.62%
C+	77-79%
F	less than 60%



· MyITLab 		20%
· Mid-Level and Capstones 		30%
· In Class Lecture Assignments	10%
· Exercises/Exams		20% 
· MOS* or Final Exam: 		20%
	
*NOTE:  The MOS test is highly encouraged but optional. If you are earning a CBIS Certificate (AIS or MIS), having the MOS Certificate is a great complement to the CBIS Certificate. For the class to count toward the certificate, you must pass the class with a C or better. 

This course is a business prerequisite and must be passed with a C- or better to count toward a business degree.

Getting Help: 
I am more than happy to assist you in learning the course material. Please post questions in the Peer-to-Peer section of the class and if you are able to answer one of your peer’s questions, please do so. I will also answer question questions to help fill in the blanks where others have provided partial answers. If your question is of a personal nature, I will be available via email. 

When even more help is needed, we can set up group zoom meetings to help you through some of the more difficult parts of Excel. 

Emails sent without a first and last name and student ID# will not be answered! Please be sure to put your first and last name and your student ID# on every email sent to me.
· I try to reserve Sundays for family, as such, I may not answer emails on Sunday. 
· Please do not send e-mail attachments of your homework unless requested by me. All homework needs to be uploaded to either Moodle or to MyITLab.
· Make sure you phrase all email questions carefully. Ambiguous questions will only delay getting you help.
· Be professional and courteous in your posts and emails.

 



	Important Notes:

All work submitted needs to be completed individually.  While students are encouraged to work together and help each other out, each student must complete the assigned work individually. If ANY file is copied from another student and submitted as one’s own, then a 0 score will be assigned to both parties. 

If you are in need of academic support because of a documented disability, you may be eligible for academic accommodations through disability services for students.  Contact the Director of DSS at 552-6213, or schedule an appointment in person at the Access Center in the Stevenson Union.

Special Statements on COVID-19 for Winter 2021

Raider Reminder:
Even with all of the changes to our learning and co-curricular environments, we remain upstanding Raiders who abide by the Code of Student Conduct and Equal Opportunity, Harassment, and Sexual Misconduct Policy. Make sure that any contact with others is wanted, that any recording is done with informed consent of any other party, and that it involves no illegal downloads or activity.

In addition, we remain committed to the University's mission and values. We provide a healthy, safe and civil campus; respectful, inclusive, and equitable interactions in our virtual classrooms;  and no tolerance for racist, sexist, or other forms of hurtful discourse. 

COVID-19 Response
In order to reduce risk to the campus community, all staff, faculty, students, and visitors are required to use face coverings when physically present in enclosed public or common areas. Face coverings are also required outdoors when 6-foot distancing is not possible. Face coverings should be worn in combination with other protective measures, such as physical distancing, hygiene etiquette, and proper hand washing. 

Additionally, SOU is limiting contact between individuals and restricting access to buildings and other spaces on campus. Please follow all guidelines provided on SOU's main COVID-19 pages and adhere to campus building closures and restrictions. Until regular campus operations resume, access to faculty and many staff members will be limited to remote means. Students are reminded that they must comply with all campus closures and restrictions. Should these guidelines be adjusted, SOU will communicate any adjusted expectations to all students. 

Statement Regarding Grade Mode Option for Winter 21
A temporary exception to SOU's policy on Pass/No pass classes will  remain in place for Winter term while primarily remote/online learning is in effect due to COVID-19 restrictions. Students may change course grade mode (i.e. from a letter grade to a Pass/No pass grade or vice versa) for most courses completed during the COVID-19 restrictions by completing a Grade Mode Request form. Be sure to review full details of the policy exception provided in the online form. 
[image: https://ssl.gstatic.com/ui/v1/icons/mail/images/cleardot.gif]
Students are strongly encouraged to consult with faculty advisors and/or their SSCs prior to electing to take a Pass/No Pass option instead of a letter grade. There may be implications for future career and employment opportunities, graduate admissions, and other academic and non-academic processes that should be considered before a student selects this option. Please note that the Pass/No Pass option is not available for graduate courses and that courses offered Pass/No Pass only are not eligible to be taken for a letter grade.

Students have until April 23 to change the grade mode for Winter 21.  




SOU Cares and Equity Grievance Reporting 
SOU has a wide range of resources to help you succeed. Our faculty, staff, and administration are dedicated to providing you with the best possible support. The SOU Cares Report allows us to connect you with staff members who can assist with concerns, including financial, health, mental health, wellbeing, legal concerns, family concerns, harassment, assault, study skills, time management, etc. You are also welcome to use the SOU Cares Report to share concerns about yourself, a friend, or a classmate. These concerns can include reports related to academic integrity, harassment, bias, or assault. Reports related to sexual misconduct or sexual assault can be made anonymously or confidentially at https://jfe.qualtrics.com/form/SV_7R7CCBciGNL473L. 

The Dean of Students’ Office and the Office of Equity Grievance provide recourse for students through the Student Code of Conduct, Equal Opportunity, Harassment and Sexual Misconduct Policy, and other applicable policies, regulations, and laws. SOU’s Equity Grievance Program addresses concerns about sexual harassment, sexual assault, stalking, intimate partner violence, bias and discrimination for students, staff and faculty.

Academic Honesty Statement and Code of Student Conduct
Students are expected to maintain academic integrity and honesty in completion of all work for this class. According to SOU’s Student Code of Conduct: “Acts of academic misconduct involve the use or attempted use of any method that enables a student to misrepresent the quality or integrity of his or her academic work and are prohibited”.

Such acts include, but are not limited to: copying from the work of another, and/or allowing another student to copy from one’s own work; unauthorized use of materials during exams; intentional or unintentional failure to acknowledge the ideas or words of another that have been taken from any published or unpublished source; placing one’s name on papers, reports, or other documents that are the work of another individual; submission of work resulting from inappropriate collaboration or assistance; submission of the same paper or project for separate courses without prior authorization by faculty members; and/or knowingly aiding in or inciting the academic dishonesty of another.

Any incident of academic dishonesty will be subject to disciplinary action(s) as outlined in SOU’s Code of Student Conduct: https://inside.sou.edu/assets/policies/Code_of_Student_Conduct_091820.pdf 
In case of loss, theft, destruction or dispute over authorship, always retain a copy of any work you produce and submit for grades. Retain all work that has been graded and returned to you. 

Emergency Notifications
SOU is committed to a safe community. Student, faculty and staff emails are automatically enrolled in SOU Alert, the campus emergency communication system. In the event of emergency, closure, or other significant disruption to campus operations, such as inclement weather, messages are delivered via SOU Alert.  To ensure timely notification, students, faculty, staff are strongly encouraged to visit Inside SOU to register their cell phone numbers and/or add family members to the system. Campus Public Safety is available 24 hours/day by dialing 541-552-6911. CPS responds to safety concerns, incidents, and emergencies and can provide safety escorts to on-campus locations. CPS works in collaboration with Ashland Police and Fire. 

Statement on Title IX and Mandatory Reporting
Federal law requires that employees of institutions of higher learning (faculty, staff and administrators) report to a Title IX officer any time they become aware that a student is a victim or perpetrator of gender-based bias, sexual harassment, sexual assault, domestic violence, or
stalking. Further, Oregon law requires a mandatory report to law enforcement of any physical
or emotional abuse of a child or other protected person, including elders and people with disabilities, or when a child or other protected person is perceived to be in danger of physical or emotional abuse. If you are the victim of sexual or physical abuse and wish to make a confidential disclosure please use the confidential advising available at
https://inside.sou.edu/ssi/confidential-advisors.html, or use Southern Oregon University's Anonymous Harassment, Violence, and Interpersonal Misconduct Reporting Form: https://jfe.qualtrics.com/form/SV_7R7CCBciGNL473L

SOU Academic Support/Disability Resources
To support students with disabilities in acquiring accessible books and materials, and in planning their study and time management strategies, SOU requires all professors to include information regarding Academic Support and Disability Resources on course syllabi. It is the policy of Southern Oregon University that no otherwise qualified person shall, solely by reason of disability, be denied access to, participation in, or benefits of any service, program, or activity operated by the University. Qualified persons shall receive reasonable accommodation/modification needed to ensure equal access to employment, educational opportunities, programs, and activities in the most appropriate, integrated setting, except when such accommodation creates undue hardship on the part of the provider. These policies comply with Section 504 of the Rehabilitation Act of 1974, the Americans with Disabilities Act of 1990, and other applicable federal and state regulations that prohibit discrimination on the basis of disability.

If you are in need of support because of a documented disability (whether it be learning, mobility, psychiatric, health-related, or sensory) you may be eligible for academic or other accommodations through Disability Resources. See the Disability Resources webpage at https://inside.sou.edu/dr/index.html for more information or to schedule an appointment. If you are already working with Disability Resources, make sure to request your accommodations for this course as quickly as possible to ensure that you have the best possible access.

Statement on Military and Other Forms of Active Service Duty 
Pursuant to Oregon law, any student enrolled at a public university who is a member of the military, state National Guard, or other federal or state service protected by ORS 352.293 who is ordered to active duty for more than 30 consecutive days has the right to request accommodation for such service, subject to the conditions and requirements of applicable Oregon law or regulation.  Such accommodations may include, but are not limited to, the right to withdraw from a course without penalty, a grade of Incomplete and option to complete at a later date once service has concluded, and/or the right to credit for any tuition and fees already paid, depending on the student's status.

Any student enrolled at a public university who is a member of the military, state National Guard, or other federal or state service protected by ORS 352.293 who is ordered to active duty for fewer than 30 consecutive days and misses a course session, assignment, examination or other course work due to serving on active duty or is receiving medical treatment for an injury sustained on active duty has the right to request accommodation for their service or medical treatment, subject to the conditions and requirements of applicable Oregon law or regulation. Such accommodations may include, but are not limited to, the right to submit any missed examination, assignment or other course requirement upon completion of service or treatment; and/or the right to have a course grade assigned without submitting missed assignment or examinations, should the instructor determine that sufficient work has been assessed for the determination of a grade. 

Any student who expects to be called for active duty should contact instructors as soon as possible to discuss accommodations.
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