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Syllabus 
 
COURSE TITLE: MICROSOFT EXCEL 2016 LEVEL I 
COURSE NUMBER: 
CREDIT: Noncredit 
CONTACT HOURS: 8 
PREREQUISITES: 

 
COURSE DESCRIPTION: Microsoft Excel 2016 for Beginners 

COURSE OBJECTIVES: Upon successful completion of this course the student will be able to: 

Part 1: Create and Manage Worksheets and Workbooks (3 hours) 
Objective 1.1: Create worksheets and workbooks 

Create blank workbook 
Create workbook from templates 
Add worksheets to workbooks 
Move, copy, reorder worksheets 
Import data from CSV or other text files 
Exercises 

Objective 1.2: Navigate in worksheets and workbooks 
Search for data, formatting 
Navigate to named cell, range, or workbook 
Adding hyperlinks 

Websites 
Files 
Email 
Others 

Exercises 
Objective 1.3: Format worksheets and workbooks 

Manage worksheet attributes 
Rename worksheet 
Change color of worksheet tab 
Insert, delete, and manage rows & columns 
Change appearance with themes 

Modify page setup 
Margins 
Page orientation 
Paper size 

Insert headers/footers 
Exercises 

Objective 1.4: Customize options and views for worksheets/workbooks 
Hide/unhide rows/columns 
Customize Quick Access Toolbar 
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Switch views 
Normal 
Page Layout 
Page Break Preview 

Magnifying Worksheet 
Zoom control 
Zoom options on View menu 

Show Formulas 
Display multiple parts of a worksheet in one window 

Freeze/unfreeze rows/columns 
Split a workbook 
New window 

Modify document properties 
Exercises 

Objective 1.5: Configure worksheets and workbooks for distribution 
Print all or part of a workbook 

Select what to print (printing scope) 
Define a print area 

Save workbooks in alternative file formats 
Excel Macro-enabled 
Excel 97-2003 
Web page or web file 
PDF 
Template 
Delimited text file (CSV, etc.) 

Using Print Scaling 
Print sheet elements 

Titles, row & column headings, etc. 
Inspect workbook for hidden properties or personal information 
Inspect workbook for accessibility issues 
Inspect workbook for compatibility issues 
Exercises 

 
Part 2: Manage Data Cells & Ranges (90 minutes) 
Objective 2.1: Insert data in cells and ranges 

Create data using Fill 
Cut/Copy/Paste data 
Advanced Paste 
Flash Fill 
Replace data (Find/Replace) 
Exercises 

Objective 2.2: Format cells and ranges 
Merge cells 
Modify cell alignment, text wrapping, indentation 
Apply cell formats & styles 
Apply number formats 
Reapply existing formats (Format Painter) 
Exercises 
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Objective 2.3: Summarize & organize data 
Format cells based on their contents (Conditional Formatting) 
Insert sparklines 
Outline data and insert subtotals 
Exercises 

Part 3: Create Tables (90 minutes) 
Objective 3.1: Create and manage tables 

Create Excel table from cell range 
Add/remove table rows & columns 
Convert table to cell range 
Exercises 

Objective 3.2: Manage table styles and options 
Apply styles to tables 
Configure table style options 

Total row 
Filter button 
Banded rows 
Others 

Exercises 
Objective 3.3: Filter and sort tables 

Sort tables 
Filter tables 
Remove duplicate table entries 
Exercises 

 
 
COURSE CONTENT: Microsoft Excel 2016 

 
TEXTBOOK: MOS 2016 Study Guide for Microsoft Excel by Joan Lambert 
ISBN-13: 978-0735699434 

 
REQUIRED SUPPLIES/TOOLS/EQUIPMENT: Learning manuals include textbook, handouts, and 
USB storage drive. 

 
METHOD OF DELIVERY: Lecture, Hands-on, Class Discussion, and Class Exercises 

 
COURSE EVALUATION: A-F 

 
ATTENDANCE POLICY: Be on time and be prepared. Attendance will be taken at the beginning of 
each class session for office record keeping. You are encouraged to attend and participate in all class 
sessions to derive maximum benefit from the course. 

 
ADA STATEMENT: Ivy Tech Community College of Indiana seeks to provide effective services and 
accommodations for qualified individuals with documented disabilities. If you need an  
accommodation because of a documented disability, you are required to register with Disability 
Support Services at the beginning of the semester. If you will require assistance during an emergency 
evacuation, notify your instructor immediately. Look for evacuation procedures posted in your 
classrooms. 
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POLICIES: No eating or drinking permitted in the classroom.  During breaks, you are welcome to use  
the vending machines located in the student commons where eating and drinking are allowed. In 
compliance with Indiana state law, all Ivy Tech buildings are “nonsmoking” facilities. Effective January 
1, 2007 Ivy Tech Evansville and Tell City Campuses are Smoke Free and Tobacco Free. Faculty, Students 
and Employees are allowed to smoke in their vehicles. 

 
STUDENT CONDUCT STATEMENT: 
The College reserves the right to take disciplinary action against any student whose conduct, in the 
opinion of College representatives, is not in the best interests of the student, other students, or the 
College. (See Student Handbook). 

 
No student shall behave in a manner that is unacceptable in a learning environment or that endangers or 
infringes on the rights and/or safety of himself or herself or other students, visitors, staff, patients in a 
clinical situation, and/or children in childcare centers at Ivy Tech. If misconduct warrants an immediate 
suspension from the institutional setting for the remainder of the instructional period, the instructor  
may do so without a prior hearing. (See Student Handbook). 

 
Assault and battery, abusive actions, physical and/or verbal altercations, and/or threatening language 
are prohibited under College rules. (Student Handbook). 

 
For full student conduct rules and guidelines, see the Student Handbook. 

 
STUDENT AND FACULTY RESPONSIBILITY STATEMENTS: 
An effective faculty-student partnership is an essential component to achieving student academic 
success. As is true in any partnership, both parties are expected to contribute. Faculty  brings 
knowledge and expertise to the partnership. Their responsibility is to create an environment conducive 
to learning and to promote opportunities for student learning, all the while respecting the diversity of 
the student body. Faculty has a professional responsibility to plan and deliver quality instruction as 
defined by course objectives and to clarify outline expectations.  This includes, but is not limited to: 

 
• evaluating student work in a fair, objective, timely manner; 
• respecting opinions without demeaning the student and 
• giving help and clarification when needed; 
• being accessible and approachable to students (i.e., maintaining posted office hours and 

arranging appointments); 
• having a positive, caring attitude toward teaching and learning; 
• creating a flexible learning environment that respects various learning styles. 

 
Students contribute effort and potential to the partnership. Students are responsible for participating in 
the learning process in a conscientious manner while taking full advantage of the educational 
opportunities available. Students are also expected to conduct themselves in such a manner as not to 
interfere with the learning of others. The following list is not meant to be inclusive, but rather further 
defines the student role: 

 
• come to all classes prepared and on time; 
• display interest in the subject matter through participation, question, etc.; 



Region 12 – Evansville 5 Rev 5/3/2018  

• bring forth concerns to appropriate individuals; 
• seek help and clarification when necessary (i.e., through tutoring, study groups, questions); 
• engage in accurate, objective self-assessment of own work and continually be aware of class 

standing/performance; 
• understand the instructor’s expectations and methods of assessment; 
• initiate all paperwork necessary to enroll in and exit from the course, including financial aid 

documents. 
 
Everyone has a responsibility to respect the rights of others with regard to academic affairs. This 
includes refraining from inappropriate comments, engaging in value-neutral discussions when 
differences occur, developing sensitivity to diversity among students and faculty, allowing others an 
equal chance to participate, and respecting the personal times of others. 

 
The welfare and academic success of the students are the primary considerations for the learning 
partnership. The contributions made by both faculty and students are critical to the success of the 
partnership. 

 
SCHOOL CANCELLATIONS: If any Ivy Tech Southwest location (Evansville, Princeton, or Tell 
City) experiences a closing or delay due to bad weather (or other emergency), students will be notified 
(as soon as possible) through a variety of methods. If you would like to find out about a possible 
closing or delay, please utilize any of the means listed below: 

 
1. Sign up for TEXT ALERT (at www.ivytech.edu/alert) 

Keeping our students, faculty and staff safe is a top-priority for Ivy Tech. That is why we have 
implemented a text message alert system to keep you informed of campus closings and 
emergencies. There is no charge for this service, other than any charges you may incur from 
your cell phone carrier. PLEASE NOTE: PLEASE LOG IN TO YOUR TEXT ACCOUNT 
TO MAKE SURE YOUR NUMBER IS CORRECT AND YOUR ACCOUNT IS STILL 
ACTIVE. YOUR ACCOUNT IS ONLY ACTIVE FOR TWO YEARS, AFTER TWO 
YEARS YOU WILL NEED TO RENEW. TO RENEW, SIMPLY LOG IN TO YOUR 
ACCOUNT AND FOLLOW THE PROMPTS. 

 
2. Check your local TV and radio stations 

Local TV and radio stations will be notified of any campus closings or delays. 
 

3. Visit www.cancellations.com 
Campus closings or delays will be posted on cancellations.com as soon as they are announced. 

 
4. Call the toll-free IVY-LINE 

For information on statewide campus closings or delays, you may call the 1-888-IVY-LINE 
toll-free at 1-(888) 489-5463. The call center opens at 6 a.m. CST (7 a.m. EST), and Ivy Tech 
operators will be notified if there are any Ivy Tech campus closings or delays. 

 
5. Check your Ivy Tech e-mail account, or social media outlets 

Any Ivy Tech Southwest campus closings or delays will be sent to your Ivy Tech e-mail 
address, and posted on Facebook (www.facebook.com/ivytechsouthwest) and Twitter (user 
name: ivytechsw) 

https://owa.ivytech.edu/owa/redir.aspx?C=2d__35thMUOW_XXMO1MDQSP42V7xxNBIjunvDmnwdLvIYlRIPW0ZQW2vp74m5AAq14DhfJlXn40.&amp;URL=http%3a%2f%2fwww.ivytech.edu%2falert
https://owa.ivytech.edu/owa/redir.aspx?C=2d__35thMUOW_XXMO1MDQSP42V7xxNBIjunvDmnwdLvIYlRIPW0ZQW2vp74m5AAq14DhfJlXn40.&amp;URL=http%3a%2f%2fwww.cancellations.com
http://www.facebook.com/ivytechsouthwest
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ACADEMIC HONESTY STATEMENT: The College is committed to academic integrity in all of  
its practices. The faculty value intellectual integrity and a high standard of academic conduct.  
Activities that violate academic integrity undermine the quality and diminish the value of educational 
achievement. 

 
Cheating on papers, tests or other academic works is a violation of College rules. No student shall 
engage in behavior that, in the judgment of the instructor of the class, may be construed as cheating. 
This may include, but is not limited to, plagiarism or other forms of academic dishonesty such as the 
acquisition without permission of tests or other academic materials and/or distribution of these 
materials and other academic work. This includes students who aid and abet, as well as, those who 
attempt such behavior. 

 
CELL PHONE POLICIES: Cell phones can be disruptive in the classroom in a number of ways and 
their use should not be abused. Ringtones must be turned off in class, and if on, phones must be in 
vibrate or silent mode. If there is a need to check for and/or receive a call, the student must inform the 
instructor in advance that the student may need to excuse him/herself to take an important  call. 
Students should refrain from text messaging/surfing the internet/playing games, etc., in the classroom 
unless the instructor has given permission. Students who create a disturbance by cell phone use will be 
warned and may be asked to leave the class session if the behavior continues. 

 
THE INSTRUCTOR RETAINS THE PREROGATIVE OF CHANGING OR ADJUSTING THE COURSE 
SYLLABUS TO BEST ACCOMMODATE THE PACE OF PROGRESSION AND THE NEEDS OF THE 
STUDENTS. 
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Syllabus 
 
COURSE TITLE: MICROSOFT EXCEL 2016 LEVEL II 
COURSE NUMBER: 
CREDIT: Noncredit 
CONTACT HOURS: 8 
PREREQUISITES: 

 
COURSE DESCRIPTION:  Intermediate Microsoft Excel 2016 

COURSE OBJECTIVES: Upon successful completion of this course the student will be able to: 

Part 4: Perform Operations with Functions and Formulas (3 hours) 
Objective 4.1: Summarize data by using functions 

Reference cells and cell ranges in formulas 
Absolute versus relative cell references 
Referencing cells in a different worksheet 
Referencing cells in a different workbook 
Active versus inactive links 

Define order of operations 
Using parentheses 

Calculation functions 
SUM 
COUNT 
COUNTA 
COUNTBLANK 
AVERAGE 
MIN 
MAX 
Using the Function Arguments dialog box versus direct entry 
Troubleshooting a formula by using the Function Arguments dialog box 
Searching for functions versus using the Function Library 

Exercises 
 
Objective 4.2: Perform conditional operations by using functions 

Using IF 
Using IF with cell references (defined names) 

SUMIF 
Using SUMIF with cell references (defined names) 

SUMIFS 
Using SUMIFS with cell references (defined names) 

COUNTIF 
Using COUNTIF with cell references (defined names) 

COUNTIFS 
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Using COUNTIFS with cell references (defined names) 
AVERAGEIF 

Using AVERAGEIF with cell references (defined names) 
AVERAGIFS 

Using AVERAGEIFS with cell references (defined names) 
Exercises 

 
Objective 4.3: Format and modify text by using functions 

LEFT 
MID 
RIGHT 
UPPER 
LOWER 
PROPER 
CONCAT (concatenate) 
TRIM 
How to use Copy/Paste values to replace data with its corrected version 
Exercises 

 
Part 5: Create Charts & Objects (2 hours) 
Objective 5.1: Create charts 

Types of charts and their uses 
Area 
Bar 
Box & whisker 
Column 
Funnel 
Histogram 
Line 
Pie 
Radar 
Stock 
Sunburst 
Surface 
Treemap 
X Y (scatter) 
Waterfall 
Combinations 

Quick Analysis tool 
Selecting data 
Switching data series 
Changing chart type 
Creating a combo chart 
Printing a chart 
Saving a chart as a PDF 
Exercises 

Objective 5.2: Format charts 
Elements of a chart 
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Changing chart size 
Moving chart to a different worksheet 
Quick layouts 
Selecting a layout for print with a monochrome laser or color printer 
Display and hide chart elements 
Exercises 

Putting It All Together (1 hour) 
Exercises based on combining skills from parts 1-5 

 
 
 
COURSE CONTENT: Microsoft Excel 2016 

 
TEXTBOOK: MOS 2016 Study Guide for Microsoft Excel by Joan Lambert 
ISBN-13: 978-0735699434 

 
REQUIRED SUPPLIES/TOOLS/EQUIPMENT: Learning manuals include textbook, handouts, and 
USB storage drive. 

 
METHOD OF DELIVERY: Lecture, Hands-on, Class Discussion, and Class Exercises 

 
COURSE EVALUATION: A-F 

 
ATTENDANCE POLICY: Be on time and be prepared. Attendance will be taken at the beginning of 
each class session for office record keeping. You are encouraged to attend and participate in all class 
sessions to derive maximum benefit from the course. 

 
ADA STATEMENT: Ivy Tech Community College of Indiana seeks to provide effective services and 
accommodations for qualified individuals with documented disabilities. If you need  an  
accommodation because of a documented disability, you are required to register with Disability 
Support Services at the beginning of the semester. If you will require assistance during an emergency 
evacuation, notify your instructor immediately. Look for evacuation procedures posted in your 
classrooms. 

 
POLICIES: No eating or drinking permitted in the classroom. During breaks, you are welcome to use  
the vending machines located in the student commons where eating and drinking are allowed. In 
compliance with Indiana state law, all Ivy Tech buildings are “nonsmoking” facilities. Effective January 
1, 2007 Ivy Tech Evansville and Tell City Campuses are Smoke Free and Tobacco Free. Faculty, Students 
and Employees are allowed to smoke in their vehicles. 

 
STUDENT CONDUCT STATEMENT: 
The College reserves the right to take disciplinary action against any student whose conduct, in the 
opinion of College representatives, is not in the best interests of the student, other students, or the 
College. (See Student Handbook). 

 
No student shall behave in a manner that is unacceptable in a learning environment or that endangers or 
infringes on the rights and/or safety of himself or herself or other students, visitors, staff, patients in a 
clinical situation, and/or children in childcare centers at Ivy Tech. If misconduct warrants an immediate 
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suspension from the institutional setting for the remainder of the instructional period, the instructor  
may do so without a prior hearing. (See Student Handbook). 

 
Assault and battery, abusive actions, physical and/or verbal altercations, and/or threatening language 
are prohibited under College rules. (Student Handbook). 

 
For full student conduct rules and guidelines, see the Student Handbook. 

 
STUDENT AND FACULTY RESPONSIBILITY STATEMENTS: 
An effective faculty-student partnership is an essential component to achieving student academic 
success. As is true in any partnership, both parties are expected to contribute. Faculty  brings 
knowledge and expertise to the partnership. Their responsibility is to create an environment conducive 
to learning and to promote opportunities for student learning, all the while respecting the diversity of 
the student body. Faculty has a professional responsibility to plan and deliver quality instruction as 
defined by course objectives and to clarify outline expectations.  This includes, but is not limited to: 

 
• evaluating student work in a fair, objective, timely manner; 
• respecting opinions without demeaning the student and 
• giving help and clarification when needed; 
• being accessible and approachable to students (i.e., maintaining posted office hours and 

arranging appointments); 
• having a positive, caring attitude toward teaching and learning; 
• creating a flexible learning environment that respects various learning styles. 

 
Students contribute effort and potential to the partnership. Students are responsible for participating in 
the learning process in a conscientious manner while taking full advantage of the educational 
opportunities available. Students are also expected to conduct themselves in such a manner as not to 
interfere with the learning of others. The following list is not meant to be inclusive, but rather further 
defines the student role: 

 
• come to all classes prepared and on time; 
• display interest in the subject matter through participation, question, etc.; 
• bring forth concerns to appropriate individuals; 
• seek help and clarification when necessary (i.e., through tutoring, study groups, questions); 
• engage in accurate, objective self-assessment of own work and continually be aware of class 

standing/performance; 
• understand the instructor’s expectations and methods of assessment; 
• initiate all paperwork necessary to enroll in and exit from the course, including financial aid 

documents. 
 
Everyone has a responsibility to respect the rights of others with regard to academic affairs. This 
includes refraining from inappropriate comments, engaging in value-neutral discussions when 
differences occur, developing sensitivity to diversity among students and faculty, allowing others an 
equal chance to participate, and respecting the personal times of others. 
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The welfare and academic success of the students are the primary considerations for the learning 
partnership. The contributions made by both faculty and students are critical to the success of the 
partnership. 

 
SCHOOL CANCELLATIONS: If any Ivy Tech Southwest location (Evansville, Princeton, or Tell 
City) experiences a closing or delay due to bad weather (or other emergency), students will be notified 
(as soon as possible) through a variety of methods. If you would like to find out about a possible 
closing or delay, please utilize any of the means listed below: 

 
1. Sign up for TEXT ALERT (at www.ivytech.edu/alert) 

Keeping our students, faculty and staff safe is a top-priority for Ivy Tech. That is why we have 
implemented a text message alert system to keep you informed of campus closings and 
emergencies. There is no charge for this service, other than any charges you may incur from 
your cell phone carrier. PLEASE NOTE: PLEASE LOG IN TO YOUR TEXT ACCOUNT 
TO MAKE SURE YOUR NUMBER IS CORRECT AND YOUR ACCOUNT IS STILL 
ACTIVE. YOUR ACCOUNT IS ONLY ACTIVE FOR TWO YEARS, AFTER TWO 
YEARS YOU WILL NEED TO RENEW. TO RENEW, SIMPLY LOG IN TO YOUR 
ACCOUNT AND FOLLOW THE PROMPTS. 

 
2. Check your local TV and radio stations 

Local TV and radio stations will be notified of any campus closings or delays. 
 

3. Visit www.cancellations.com 
Campus closings or delays will be posted on cancellations.com as soon as they are announced. 

 
4. Call the toll-free IVY-LINE 

For information on statewide campus closings or delays, you may call the 1-888-IVY-LINE 
toll-free at 1-(888) 489-5463. The call center opens at 6 a.m. CST (7 a.m. EST), and Ivy Tech 
operators will be notified if there are any Ivy Tech campus closings or delays. 

 
5. Check your Ivy Tech e-mail account, or social media outlets 

Any Ivy Tech Southwest campus closings or delays will be sent to your Ivy Tech e-mail 
address, and posted on Facebook (www.facebook.com/ivytechsouthwest) and Twitter (user 
name: ivytechsw) 

 
ACADEMIC HONESTY STATEMENT: The College is committed to academic integrity in all of  
its practices. The faculty value intellectual integrity and a high standard of academic conduct. 
Activities that violate academic integrity undermine the quality and diminish the value of educational 
achievement. 

 
Cheating on papers, tests or other academic works is a violation of College rules. No student shall 
engage in behavior that, in the judgment of the instructor of the class, may be construed as cheating. 
This may include, but is not limited to, plagiarism or other forms of academic dishonesty such as the 
acquisition without permission of tests or other academic materials and/or distribution of these 
materials and other academic work. This includes students who aid and abet, as well as, those who 
attempt such behavior. 

https://owa.ivytech.edu/owa/redir.aspx?C=2d__35thMUOW_XXMO1MDQSP42V7xxNBIjunvDmnwdLvIYlRIPW0ZQW2vp74m5AAq14DhfJlXn40.&amp;URL=http%3a%2f%2fwww.ivytech.edu%2falert
https://owa.ivytech.edu/owa/redir.aspx?C=2d__35thMUOW_XXMO1MDQSP42V7xxNBIjunvDmnwdLvIYlRIPW0ZQW2vp74m5AAq14DhfJlXn40.&amp;URL=http%3a%2f%2fwww.cancellations.com
http://www.facebook.com/ivytechsouthwest
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CELL PHONE POLICIES: Cell phones can be disruptive in the classroom in a number of ways and 
their use should not be abused. Ringtones must be turned off in class, and if on, phones must be in 
vibrate or silent mode. If there is a need to check for and/or receive a call, the student must inform the 
instructor in advance that the student may need to excuse him/herself to take an important call.  
Students should refrain from text messaging/surfing the internet/playing games, etc., in the classroom 
unless the instructor has given permission. Students who create a disturbance by cell phone use will be 
warned and may be asked to leave the class session if the behavior continues. 

 
THE INSTRUCTOR RETAINS THE PREROGATIVE OF CHANGING OR ADJUSTING THE COURSE 
SYLLABUS TO BEST ACCOMMODATE THE PACE OF PROGRESSION AND THE NEEDS OF THE 
STUDENTS. 

 



Region 12 – Evansville 1 Rev 5/3/2018  

 
 

Syllabus 
 
COURSE TITLE: MICROSOFT EXCEL 2016 LEVEL III 
COURSE NUMBER: 
CREDIT: Noncredit 
CONTACT HOURS: 8 
PREREQUISITES: 

 
COURSE DESCRIPTION:  Advanced Microsoft Excel 2016 

 
COURSE OBJECTIVES: Upon successful completion of this course the student will be able to: 

 

Part 1: Manage Workbook Options and Settings (1.5 hours) 
Objective 1.1: Manage Workbooks 

Save a workbook as a (custom) template 
Hide or display ribbon tabs 
Enable macros 
Copy macros between workbooks 
Creating the Personal Macro Workbook (PMW) folder 
Referencing data in another workbook 
Reference table data by using structured references 
Exercises 

 
Objective 1.2: Manage workbook review 

Restrict editing 
Unlocking workbook cells 
Locking only selected cells 
Hiding formulas 
Showing only certain formulas 
Protecting range with password 
Activating worksheet protection 
Protecting worksheet structure 
Encrypting worksheet with password 
Managing worksheet versions 
Configure formula calculation options 

Automatic vs Auto Except Data Tables vs Manual 
Iterative calculation options 

Exercises 
 

Part 2: Apply Custom Data Formats & Layouts (1.5 hours) 
Objective 2.1: Apply custom data formats and validation 

Create, delete custom data formats 
Populate cells by using advanced Fill Series options 
Configure data validation 
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Types 
Error alerts 

Exercises 
 
Objective 2.2: Apply advanced conditional formatting and filtering 

Types of conditional formatting rules 
Highlight cells rules 
Top/bottom rules 
Data bars 
Color scales 
Icon sets 

Creating rules 
Creating conditional formatting rules that use formulas 
Manage conditional formatting rules 
Exercises 

 
Objective 2.3: Create and modify custom workbook elements 

Create and modify cell styles 
Create custom themes and theme elements 
Create and modify simple macros 
Insert and configure form controls 
Exercises 

 
Objective 2.4: Prepare a workbook for internationalization 

Changing Windows regional data format 
Displaying a specific date or time in a different international format 
Exercises 

 

Part 3: Create Advanced Formulas (2.5 hours) 
Objective 3.1: Apply functions in formulas 

Insert a function into a formula 
Using Function Library 

Allows a function to be inserted inside another function 
Searching for a function 

Faster access to functions 
Perform logical operations with IF, AND, OR, and NOT functions 
Perform logical operations by using nested functions 
Perform statistical operations with SUMIFS, AVERAGEIFS, and COUNTIFS 
Exercises 

 
Objective 3.2: Look up data by using functions 

Lookup column and data column 
Lookup table 
Using VLOOKUP 
Using HLOOKUP 
Using MATCH 
Using INDEX with MATCH 
Exercises 
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Objective 3.3: Apply advanced date and time functions 
Understanding how Excel stores dates & times (serial numbers) 
Using NOW 
Using TODAY 
NOW-TODAY for current time only 
Serialize numbers by using date and time functions 
Using DATE 
Using WEEKDAY 
Using WORKDAY 
Using NETWORKDAYS ('net workdays') 
Using TIME 
Exercises 

 
Objective 3.4: Perform data analysis and business intelligence 

Get & Transform components 
Connect and import 
Transform 
Combine 
Connect to & import data 
Transform data with Query Editor's Transform tab 

Combining data 
Consolidating data 
Perform what-if analysis by using Goal Seek and Scenario Manager 
Perform what-if analysis by using Goal Seek 
Perform what-if analysis by using Scenario Manager 
Use cube functions to get data out of the Excel data model 

OLAP and data warehousing 
CUBEKPIMEMBER (KPI = key performance indicator) 
CUBEMEMBER 
CUBEMEMBERPROPERTY 
CUBERANKED MEMBER 
CUBESET 
CUBESETCOUNT 
CUBEVALUE 
Common arguments 

Calculate data by using financial functions 
Present value, future value, interest rate, periods, payment 
Most-used arguments 
Critical questions to ask when creating a financial formula 
CUMIPMT 
CUMPRINC 
DB 
DDB 
EFFECT 
FV 
IPMT 
IRR 
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MIRR 
NOMINAL 
NPER 
NPV 
PMT 
PPMT 
PV 
RATE 
SLN 
SYD 

Exercises 
 
Objective 3.5: Troubleshoot formulas 

Trace precedence and dependence 
Monitor cells and formulas by using the Watch Window 
Validate formulas by using error-checking rules 
Evaluate formulas 
Exercises 

 
Objective 3.6: Define named ranges and objects 

Disadvantages of using range coordinates 
Advantages of using range names (defined names) 
Guidelines for range names 
Name a cell or range 
Name a table 
Managing named ranges and objects 
Exercises 

 

Part 4: Create Advanced Charts and Tables (1.5 hours) 
Objective 4.1: Create advanced charts 

Add trendlines to charts 
Trendline types 
Forecasting using trendlines 

Create dual-axis charts 
Saving a chart as a template 
Creating a chart from a template 
Applying a template to an existing chart 
Exercises 

 
Objective 4.2: Create and manage PivotTables 

Create PivotTable manually 
Local table 
From external database 

Create PivotTable from recommended PivotTables 
Modify PivotTable field selections and options 
Create slicers for easier filtering 
Group PivotTable data 

Numeric 
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Date & time 
Text 

Reference PivoTable data with GETPIVOTDATA function 
Add calculated fields to a PivotTable 
Format data in a PivotTable 
Exercises 

 
Objective 4.3: Create and manage PivotCharts 

Create PivotCharts 
From a PivotTable 
From an existing table or range 

Modify PivotCharts 
Using the Design tab 

Drill down into PivotChart details 
Exercises 

 
 
COURSE CONTENT: Microsoft Excel 2016 

 
TEXTBOOK: MOS 2016 Study Guide for Microsoft Excel Expert by Paul McFedries 
ISBN-13: 978-0735699427 

 
REQUIRED SUPPLIES/TOOLS/EQUIPMENT: Learning manuals include textbook, handouts, and 
USB storage drive. 

 
METHOD OF DELIVERY: Lecture, Hands-on, Class Discussion, and Class Exercises 

 
COURSE EVALUATION: A-F 

 
ATTENDANCE POLICY: Be on time and be prepared. Attendance will be taken at the beginning of 
each class session for office record keeping. You are encouraged to attend and participate in all class 
sessions to derive maximum benefit from the course. 

 
ADA STATEMENT: Ivy Tech Community College of Indiana seeks to provide effective services and 
accommodations for qualified individuals with documented disabilities. If you need  an  
accommodation because of a documented disability, you are required to register with Disability 
Support Services at the beginning of the semester. If you will require assistance during an emergency 
evacuation, notify your instructor immediately. Look for evacuation procedures posted in your 
classrooms. 

 
POLICIES: No eating or drinking permitted in the classroom.  During breaks, you are welcome to use  
the vending machines located in the student commons where eating and drinking are allowed. In 
compliance with Indiana state law, all Ivy Tech buildings are “nonsmoking” facilities. Effective January 
1, 2007 Ivy Tech Evansville and Tell City Campuses are Smoke Free and Tobacco Free. Faculty, Students 
and Employees are allowed to smoke in their vehicles. 

 
STUDENT CONDUCT STATEMENT: 
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The College reserves the right to take disciplinary action against any student whose conduct, in the 
opinion of College representatives, is not in the best interests of the student, other students, or the 
College. (See Student Handbook). 

 
No student shall behave in a manner that is unacceptable in a learning environment or that endangers or 
infringes on the rights and/or safety of himself or herself or other students, visitors, staff, patients in a 
clinical situation, and/or children in childcare centers at Ivy Tech. If misconduct warrants an immediate 
suspension from the institutional setting for the remainder of the instructional period, the instructor  
may do so without a prior hearing. (See Student Handbook). 

 
Assault and battery, abusive actions, physical and/or verbal altercations, and/or threatening language 
are prohibited under College rules. (Student Handbook). 

 
For full student conduct rules and guidelines, see the Student Handbook. 

 
STUDENT AND FACULTY RESPONSIBILITY STATEMENTS: 
An effective faculty-student partnership is an essential component to achieving student academic 
success. As is true in any partnership, both parties are expected to contribute. Faculty  brings 
knowledge and expertise to the partnership. Their responsibility is to create an environment conducive 
to learning and to promote opportunities for student learning, all the while respecting the diversity of 
the student body. Faculty has a professional responsibility to plan and deliver quality instruction as 
defined by course objectives and to clarify outline expectations.  This includes, but is not limited to: 

 
• evaluating student work in a fair, objective, timely manner; 
• respecting opinions without demeaning the student and 
• giving help and clarification when needed; 
• being accessible and approachable to students (i.e., maintaining posted office hours and 

arranging appointments); 
• having a positive, caring attitude toward teaching and learning; 
• creating a flexible learning environment that respects various learning styles. 

 
Students contribute effort and potential to the partnership. Students are responsible for participating in 
the learning process in a conscientious manner while taking full advantage of the educational 
opportunities available. Students are also expected to conduct themselves in such a manner as not to 
interfere with the learning of others. The following list is not meant to be inclusive, but rather further 
defines the student role: 

 
• come to all classes prepared and on time; 
• display interest in the subject matter through participation, question, etc.; 
• bring forth concerns to appropriate individuals; 
• seek help and clarification when necessary (i.e., through tutoring, study groups, questions); 
• engage in accurate, objective self-assessment of own work and continually be aware of class 

standing/performance; 
• understand the instructor’s expectations and methods of assessment; 
• initiate all paperwork necessary to enroll in and exit from the course, including financial aid 

documents. 
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Everyone has a responsibility to respect the rights of others with regard to academic affairs. This 
includes refraining from inappropriate comments, engaging in value-neutral discussions when 
differences occur, developing sensitivity to diversity among students and faculty, allowing others an 
equal chance to participate, and respecting the personal times of others. 

 
The welfare and academic success of the students are the primary considerations for the learning 
partnership. The contributions made by both faculty and students are critical to the success of the 
partnership. 

 
SCHOOL CANCELLATIONS: If any Ivy Tech Southwest location (Evansville, Princeton, or Tell 
City) experiences a closing or delay due to bad weather (or other emergency), students will be notified 
(as soon as possible) through a variety of methods. If you would like to find out about a possible 
closing or delay, please utilize any of the means listed below: 

 
1. Sign up for TEXT ALERT (at www.ivytech.edu/alert) 

Keeping our students, faculty and staff safe is a top-priority for Ivy Tech. That is why we have 
implemented a text message alert system to keep you informed of campus closings and 
emergencies. There is no charge for this service, other than any charges you may incur from 
your cell phone carrier. PLEASE NOTE: PLEASE LOG IN TO YOUR TEXT ACCOUNT 
TO MAKE SURE YOUR NUMBER IS CORRECT AND YOUR ACCOUNT IS STILL 
ACTIVE. YOUR ACCOUNT IS ONLY ACTIVE FOR TWO YEARS, AFTER TWO 
YEARS YOU WILL NEED TO RENEW. TO RENEW, SIMPLY LOG IN TO YOUR 
ACCOUNT AND FOLLOW THE PROMPTS. 

 
2. Check your local TV and radio stations 

Local TV and radio stations will be notified of any campus closings or delays. 
 

3. Visit www.cancellations.com 
Campus closings or delays will be posted on cancellations.com as soon as they are announced. 

 
4. Call the toll-free IVY-LINE 

For information on statewide campus closings or delays, you may call the 1-888-IVY-LINE 
toll-free at 1-(888) 489-5463. The call center opens at 6 a.m. CST (7 a.m. EST), and Ivy Tech 
operators will be notified if there are any Ivy Tech campus closings or delays. 

 
5. Check your Ivy Tech e-mail account, or social media outlets 

Any Ivy Tech Southwest campus closings or delays will be sent to your Ivy Tech e-mail 
address, and posted on Facebook (www.facebook.com/ivytechsouthwest) and Twitter (user 
name: ivytechsw) 

 
ACADEMIC HONESTY STATEMENT: The College is committed to academic integrity in all of  
its practices. The faculty value intellectual integrity and a high standard of academic conduct.  
Activities that violate academic integrity undermine the quality and diminish the value of educational 
achievement. 

 
Cheating on papers, tests or other academic works is a violation of College rules. No student shall 
engage in behavior that, in the judgment of the instructor of the class, may be construed as cheating. 
This may include, but is not limited to, plagiarism or other forms of academic dishonesty such as the 

https://owa.ivytech.edu/owa/redir.aspx?C=2d__35thMUOW_XXMO1MDQSP42V7xxNBIjunvDmnwdLvIYlRIPW0ZQW2vp74m5AAq14DhfJlXn40.&amp;URL=http%3a%2f%2fwww.ivytech.edu%2falert
https://owa.ivytech.edu/owa/redir.aspx?C=2d__35thMUOW_XXMO1MDQSP42V7xxNBIjunvDmnwdLvIYlRIPW0ZQW2vp74m5AAq14DhfJlXn40.&amp;URL=http%3a%2f%2fwww.cancellations.com
http://www.facebook.com/ivytechsouthwest
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acquisition without permission of tests or other academic materials and/or distribution of these 
materials and other academic work. This includes students who aid and abet, as well as, those who 
attempt such behavior. 

 
CELL PHONE POLICIES: Cell phones can be disruptive in the classroom in a number of ways and 
their use should not be abused. Ringtones must be turned off in class, and if on, phones must be in 
vibrate or silent mode. If there is a need to check for and/or receive a call, the student must inform the 
instructor in advance that the student may need to excuse him/herself to take an important  call. 
Students should refrain from text messaging/surfing the internet/playing games, etc., in the classroom 
unless the instructor has given permission. Students who create a disturbance by cell phone use will be 
warned and may be asked to leave the class session if the behavior continues. 

 
THE INSTRUCTOR RETAINS THE PREROGATIVE OF CHANGING OR ADJUSTING THE COURSE 
SYLLABUS TO BEST ACCOMMODATE THE PACE OF PROGRESSION AND THE NEEDS OF THE 
STUDENTS. 
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