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1. Introduce the students to the microcomputer and its
operation.

2. Examine the following major application categories for the
business microcomputer.

prDdu.CE'

pr-oduce
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bu.si ne;;.-:;.=:. reports/schedules

b) I-kc:ounting

c:) AcccluntirH;l Inventory CDntrol

.":1. Students will demonstrate a
application software taught

ItJor- kin q

few the
knowledge of the
above applications.
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Regular term test 2@25
Assignments & Participation
Final Exam*
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*Required for those failing/missing one of the regular term
tests provided all assignments are completed on time and student
has attended class regularly

(90-100)
(80- 89)
(70- 79)
(55- 69)
(under 55)

Consistently Outstanding
Outstanding Achievement
Consistently Above Average
Satisfactory or Acceptable
Repeat-student must repeat

Achievement
Achievement
the course
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Intra to Microcomputer

-keyboard
-operation of hardware
-DOS -Format~Copy~Di5kcopy~Dir
-use with calculator program

WOI~d F'ocessing

-application criteria and concepts
-introduction - terms
mai n menu -"edit, opf:?n,del ete, pr-int, pa.gifiate

'..open documents
."edit documents edit mode

movi nq CL\l~SOi-

S3E?tting tabs
insert/delete text
fonts
function keys

-pr-int documt?nts

Assignment #1

-application criteria and concepts
-introduction -terms
-System overview
-System functions -menu -i~itialization

-data/application selector

-Master menu -G/L,A/C mtce.
-Transaction Batch Mtce.
-Account Posting

F<epol'.ts
'-+~ouseh?ep ifig
-Fetch/Print Financial Statements

-Company Profile-journals/fiscal periods/sources

-G/L Accounts-adding/modifying/deleting/viewing
-historical/budget

-Tran5actions-details/batchin~/error5/purging

-Posting-backup/posting/closing

-Financial Reporting-defn./specs
-editor-create/print/edit

-fetch/delete
-specs-report/statement/body
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-System overview
.m!:)\:"::; ti3::m of unct i on :~ riiE~nU - in J.t i d:l. i ;.:.::.'.t i c;n

-data/application selectc;r

-Operator's use of:
-Profile maintenance
-Item maintenance
-Purchase Data Entry
-Receipts Data Entry
-Shipments Data Entry
-Stock Transfers
-Reports


