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1. Introduce the students to the ancd its

Operatlon.

wnime the following maior application cabtegories for the
business microcamputer.

sl Word frocessing o produge
= producs

reports/schedules
bl Accounting — General Ledger
o) Accounting - Inventory Control

S SGtudents will demonstrate a working knowledge of ths
application software taught for the above applications.

METHOD OF ASSESSMENT :

=gl ar term test SEsn e z
Assignments & Farticipation = DL
Final Exams 2

#PFeguired for those falling/missing one of bthe regular term
tests provided all assignments are completsd on time and student
has attended class regularly

GRADING: '
A+ (F0—-100) Consistently Outstanding
A (80— 8%) Qutstanding Achievemant
B CA0= TR Consistently Above Average Achisvenent
s (35— &F) Satisfactory or Acceptabls Achievement

the course

ke (under 55) Repeat-—student must re
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an of hardwares
~Format , Dopy, Dl skcopy . D e
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—application criteria and concepts
----- introduction - terms
----- main menu -edit,open,delete,print,p.
=open docunents
~edit documents - edit mode
— mOvVing Ccursor
- satting tabs
- insertsdelete test
- fonts
- function keys

—print documents

Assignment #1

Ll v B General Ledger

—application criteria and concepts

—introduction —terms

—hystem overview

~System functions -menu —initialization
~datasapplication selector

~Master manu ~G/L,5/C ntoe.
—Transaction Batch Mtoce.
—fAccount Fosting
~Reports
~Housekeeping
----- Fetch/Frint Financial Statements

=Company Fraofile-jownals/fiscal periads/sources

A Rococounts

adding/modifyingdc
“historical Jbhudget
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~Transactior

detalle/batching/errors/puralng
~Fosting-hackup/paosting/clasing

~Financial Reporting-defn. / specs
~gditor—-create/print/edit
-tetoch/delete
—specs-raport/estatement Jbhody
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—~Gvebemn overview
—~Systeam functions—menu—initialization
~datafapplication selec

----- Master Menuw

----- Operator s use of:

~fFrofile maintenancs

----- Ttem maintenance
frchase Data Entry
receipts Data Entry
Shipments Data Entiry
~Htock Transfers
~Feports




