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Welcome to IS 44

Microsoft Office Tools for Business Analysis!



Road Map
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• Brief introduction

• Course logistics

• Cengage registration to access online portal MindTap
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Introduction
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• Lu Zhang

• Assistant Professor of Practice in Data Analytics, Dept. of 

Mathematics and Computer Science, Drake University, USA

• Office: Shuang-Zi B Building (11th Floor)

• Email: lu.zhang@drake.edu

• Office hours: Tuesday: 8:00-9:50 AM

     Tuesday: 4:00-5:50 PM

                Additionally by appointment
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Prior Teaching Experience
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• Prior teaching/working experience 

• Drake University

• STAT 40: R & SAS (Fall 2025)

• IS44: Microsoft Office Tools for Business Analysis (Fall 2025)

• Northern Illinois University

• Computational Methods in Statistics (Spring 2025)

• Project Manager at Statistical Consulting Lab (2019-2024)
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About My Research
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• Research 

• Passionate about Deep Learning Application on Financial Data.

• Studying high-frequency financial data and finding meaningful 

strategies from it.
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Introduction

7

• Additional help

• IS 44 academic advisor:

• Wei Wang (wangwei08ww@126.com)

• Now your turn, briefly introduce yourselves!

• Your name

• Why are you interested in this course?

• Hobby/interest
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Course Logistics
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• The course explores the use of technology and application software for 

solving business problems, both analytic and organizational in nature. 

The course uses the most current Microsoft Office application suite, 

including Word, Excel, and PowerPoint and focuses primarily on 

building Excel skills. Topics include the use of financial, logical, and 

time functions in creating worksheets and the use of Pivot tables and 

charts in analyzing and presenting data. With all topics, there will be 

an emphasis on problem solving where the tools are used to create 

desired solutions. 

• Prerequisites: Math 20 or equivalent, knowledge of basic software 

tools including word processing, file handling, e-mail, Internet 

browsers, and presentation software. 
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Learning Objectives
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• Throughout this course, the student will: 

• develop general awareness and skills to enable safe and reliable use of computer 

systems and the Internet; 

• develop general understanding of data and how data can be organized to provide 

information;

• develop general problem solving skills using the Microsoft Office programs 
PowerPoint, Excel and Word;

• provide you with skills and knowledge to use spreadsheets to support personal 
and business needs. 
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Course Logistics
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Students will be asked to complete individual assignments to show comprehension and 
application of the concepts presented in the lectures and readings for each Module. Detailed 

guidelines and grading criteria for these individual assignments are provided in Cengage 
MindTap/SAM.

• Skills Training (Cengage Homework Lab). You will use your MindTap/SAM 

Access Code to complete a Skills Training for each Module (chapter). 

• Projects (Cengage Homework Lab). You will use your MindTap/SAM Access 

Code to complete a Project for each Module (chapter). You are allowed 3 

submission attempts.

• Exam. The MOS Excel certifications are professional certifications offered through 

Microsoft. The associate exam will count toward your final exam grade for IS 44. 

The Associate exam score will be worth 100 points.

• Read the syllabus
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Course Logistics
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• Grading policy: the final grade in the course will be determined as 

follows: 

• Grading scale:

• Skills Training Homework: 25%

• Hands-on Projects: 50%

• Exam: 20%

• Attendance: 05% 

Total: 100% 

IS 44: Microsoft Office Tools for Business Analysis



Course Logistics
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• Late Assignments, Make-ups, Incomplete work, and cheating 

• Students are expected to turn in all assignments on time. Late 

assignments will incur a 5-point penalty if it is late. Homework 

that is more than 2 weeks late will not be accepted. Incomplete 

grades for the course will not be given unless there are 

extraordinary circumstances, as determined by the professor. 

• Cheating will not be tolerated. If cheating is detected, the student 

will earn a zero on the assignment. If a second instance is 

detected, student will receive an F for the course. All cheating 

instances will be reported to the Dean. 
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Course Logistics
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• Read the syllabus

• Important highlights:

• Grading requirement and grading scale (tentative)

• Attendance policy

• Deadline policy

• Technology requirement

• Academic integrity
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Cengage Registration
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Ensure that you are not on a VPN outside of your country. Visit 

https://student.cengage.com
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Cengage Registration
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Cengage Registration
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Cengage Registration
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Cengage Registration
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For example: my sample student registration
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Cengage Registration
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Use the following 
access key

MTPQ3Q35KWG3



Cengage Registration
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Use the following 
access key

MTPQ3Q35KWG3



Completed Cengage Registration!
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