A138MS: Analytical Skills for Business Using Excel
	Module size
	Half

	Total student study hours
	100

	Pre-requisites and co-requisites
	Students will need to have a good working knowledge of Microsoft Excel which will include how to setup a Worksheet, enter/delete data, format cells, produce graphs and how to compile and incorporate mathematical functions in the design of a spreadsheet.

	Excluded Combinations
	None


Aims and Summary

This module is aimed at students who wish to understand how Microsoft Excel can be used in a commercial context. This module shows participants how to create robust business models and explores how to test them. The course makes extensive use of Excel range names.

The module shows you how to solve real-world business problems by using Excel's data analysis features. Rather than focusing on individual Excel functions and features, the module focuses on the needs of business users. Most of the sessions will include a number of problems or questions in a business context, and then show you how to create spreadsheets that address common data analysis issues.

This module is particularly suitable for students who wish to enhance their employability by developing a practical awareness of how spreadsheets can be used to solve generic business issues facing most commercial operations

Intended Module Learning Outcomes

	The intended learning outcomes are that on completion of this module you should be able to:

	
	1.  
	Apply a consistent range of ‘best practice’ methodologies to spreadsheet model design and presentation;

	
	2.
	Demonstrate an understanding of the use of a range of appropriately selected Excel built in functions to support data modelling;

	
	3.
	Produce spreadsheet models that function as specified to meet a range of different business requirements;

	
	4.
	Use an advanced modelling/analysis technique and a pivot table.


Indicative Content

Lookups
Working with lookup functions.

Advanced List Management
Validating cell entry

Working with PivotTables
Rearranging PivotTables
Formatting PivotTables

Exporting and importing text files
Importing external databases

Working with Macros
Running and recording a macro
Viewing VBA code

Web Pages
Import data into Excel from the web

Teaching and Learning

The course is essentially participatory, incorporating small and large group discussions, skills practice, and personal development exercises.

The aim of the weekly sessions is to both introduce new topics to the student and to reinforce learning from previous weeks. Each week, the tutor will demonstrate specific concepts, with step-by-step guidance combined with discussion of previously produced examples.  Students will practice each new concept learnt during a session before another skill is introduced, and the session will be prefaced with a short discussion of the business and professional context in which the learning takes place. These concepts will be supported by electronic resources designed to both support existing learning and to offer developmental opportunities. Handouts will be made available online to students in PowerPoint format.  Additional resources will be made available on-line to support the student’s understanding of the context (e.g. commercial) in which the learning takes place. Students will be strongly encouraged to use the on-line discussion forum to supplement their learning during non-class time.

Students will be required to apply the skills and concepts presented during the lecture through the completion of regular formative exercises. Unsupervised time will be required to be spent on a variety of activities managed by the students, which will include the completion exercises, further reading, thinking, and preparing for the summative test.

Student activity and time spent on each activity comprises:

	Activity Type
	Time Spent
	Proportion

	Demonstration
	 
	 

	External Visits
	 
	 

	Fieldwork
	 
	 

	Guided
	 
	 

	Laboratory
	11 hours
	11%

	Lecture
	11 hours
	11%

	Placement
	 
	 

	Practice
	 
	 

	Project Supervision
	 
	 

	Self guided
	78 hours
	78%

	Seminar
	 
	 

	Studio
	 
	 

	Tutorial
	 
	 

	Work Based Learning
	 
	 

	Workshop
	 
	 

	Year Abroad
	 
	 

	Total
	100 hours
	 


Method of Assessment (normally assessed as follows)

	Assessment 
	Weight
	Learning Outcomes

	
	
	1
	2
	3
	4

	Coursework – Phase test (1 hour 45 minutes)
	100%
	(
	(
	(
	(


Re-assessment is by new test
Assessment

	Composition of module mark:
	100% Coursework

	Pass requirements:
	Module Mark must be at least 40%


Essential Reading
Recommended Reading

Fairhurst D (2015) Using Excel for Business Analysis A Guide to Financial Modelling Fundamentals. John Wiley & Sons. ISBN-10: 1119062462

Winston W (2014) Microsoft Excel 2013: Data Analysis and Business Modelling. Microsoft Press ISBN-10: 0735669139

Required Equipment

None

