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PHI LOSOPHY/ GOALS

Accounting Theory and Manual Application

1. Students will understand the purpose of accounting

2. Students w Il understand the basic accounting statenents and
their purposes

3. Students will understand and be able to work with the basic

books and records used in both service and merchandi sing
busi nesses

4. Students will beconme famliar with the "Accounting Cycle"

Conput er Application

Thr oughout the course students V\_Ii|| recei ve hands-on experience with
conputer prograns. Students w Il have access to a financial

speadsheet program for organizing accounting information nore
effectively.

Met hods of Assessnent (G adi ng)

During the senester students will wite 3 one hour tests. Each test
will represent 20% of the final grade. There will be no rewite of
t hese tests.

During the senester, students will conplete a nunber of projects and
assignments which will represent 40% of the final grade.

At the conclusion of the semester, a two hour final exam nation wll
be hel d. This examnation will be for students that have failed or
m ssed one or nore regular term tests, provided all projects and
assignnments were conpleted on tine. The mark on this exam nation wll
be used in place of the failed/ mssed test. Rewites are not designed
to better a final grade but rather to determ ne a passing grade.

Gades wi Il be assigned as foll ows:

A+ 90% - 100%
80%- 89%
70%- 79%
55%- 69%
under 55%
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ANaterials and Supplies

"Accounting for the Modern Ofice" - Canpus Shop

Study Gui de and Wor kbook - Canpus Shop

Conmput er software prograns - sign out basis

1 backup diskette - Canpus Shop

Lotus 1-2-3 Course Notes - Canpus Shop

10-11

12-13
14
15

THE COURSE

I ntroduction to Accounting

Unit 1 - Analyzing Business Transactions
I ntroduction to LOTUS 1-2-3 on the M croconputer

Unit 2 - Setting up Accounts
Unit 3 - Basic Accounting Records

Unit 4 - The Trial Balance and Wrksheet
Unit 5 - Cdosing the Books for the Period

ASSI GNMENT - Busi ness Proj ect
TEST #1

Accounting for Cash Receipts
Accounting for Cash Paynents

Accounting for Sales
Accounting for Accounts Receivable

TEST #2

Unit 11 - Accounting for Purchases

Unit 12 - Accounting for Accounts Payable
Unit 13 - The Conbi ned Journal

TEST #3

FI NAL ASSI GNVENTS DUE
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