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Central Ohio Technical CollegePRIVATE 

Department of Business

Accounting Technology
Autumn Quarter, 2002 

September 25 to December 15, 2002

Syllabus Part I

Course Title:

Computer Aided Accounting II

Course Number, section:

2160 A 

Course Credit:

2 Credit Hours




3 Contact Hours





3 hours of College Lab





3 Total Contact Hours

Instructor:

Nancy Milleman, CPA




Office Location:  Founders 2042




Office Phone:  366-9361




Office Hours:  
  Mon.    8:45 to 10:15 a.m.




Tues.   10:30 to 12 noon




Wed.    8:45 to 10:15 a.m.




Thurs.  10:30 to 12 noon


You do not need an appointment to come during these 


times.  Students may e-mail questions rather than 


come to office hours if they prefer.




e-mail:  milleman@cotc.tec.oh.us



website:  www.cotc.tec.oh.us/~milleman
Course Prerequisites:

C grade or better in 2123

Course Description:

This course utilizes an “accounting software package” consisting of a text-workbook to provide experience to the student in operating a computerized, integrated accounting system.  The student will work with the general ledger, accounts receivable system, accounts payable system, financial statement analysis, depreciation, and payroll system individually, and then as an integrated whole.  In this way, the student's knowledge of accounting principles and the accounting cycle learned in previous courses will be reinforced and given a practical focus.

Course Goals:

Upon completion of this course the student should be able to:

 1.
Explain the differences and similarities between manual and computerized accounting and demonstrate an understanding of the computer keyboard and describe the various types of accounting software packages.

 2.
Demonstrate an understanding of computerizing a manual accounting system.

 3.
Demonstrate and understanding of the computer procedures necessary to work with lists of customers, vendors and employees.

 4.
Demonstrate an understanding of the procedures used to record inventory transactions.

 5.
Demonstrate an understanding of the procedures used to record sales in a merchandising business.

 6.
Demonstrate an understanding of the procedures used to record sales for a service business.

 7.
Demonstrate an understanding of the procedures used to customize forms.

 8.
Demonstrate an understanding of the procedures used to process payments on the computer.

 9.
Demonstrate an understanding of the procedures used to work with bank accounts in a computerized accounting system.

10.
Demonstrate an understanding of the procedures used in a computerized accounts payable system.

11.
Demonstrate an understanding of the procedures necessary for using other accounts.

12.
Demonstrate an understanding of creating reports.

13.
Demonstrate an understanding of creating graphs.

14.
Demonstrate an understanding of tracking and paying sales tax.

15.
Demonstrate an understanding of doing payroll.

16.
Demonstrate an understanding of steps necessary to set up a new company.

17.
Demonstrate an understanding of estimating time tracking and job costing.

Required Resources:


Textbook:
Mazza, Jim and Chavez, Gary.  (2002).  Computerized Accounting with Peachtree 8.0.  St. Paul:  Paradigm Publishing Inc.


Equipment:
IBM PC, provided.


Supplies:
Blank 3” computer diskette

General Policies:

Dropping
The last day to drop a course or withdraw from the College  Course and receive a grade of "W" (Withdrew Passing) is November 20, 2002.  Failure to formally withdraw at the Student Records Office on or before that date automatically results in an unsatisfactory (failing) grade.

Academic Misconduct:
Academic misconduct is defined as any activity which tends




to compromise the academic integrity of the College or 



subvert the educational process.  Examples of academic 



misconduct include, but are not limited to:



1.
Dishonesty with respect to examinations, assignments, or other activities of the classroom or laboratory.



2.
Presentation of another person's work without the proper use of established or designated forms of acknowledgement such as footnotes, quotations, bibliographies, etc. (plagiarism).



3.
Falsification of College forms or admission, grade transcripts, or any other records belonging to the College.



4.
Falsification of any classroom laboratory records (attendance, test grades, etc.).



5.
Aiding another student in any act of academic misconduct.



6.
Misuse and/or unauthorized removal of any materials from the library, faculty, and staff offices, or any audiovisual or laboratory materials.



7.
Any form of academically unethical behavior involving misuse of the College computers.



(Central Ohio Technical College, Bulletin, 1999-2000, pp. 62-63.)



Please be assured that the appropriate procedures will be followed should any student enrolled in this class engage in any of the above listed activities.
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	PRIVATE 
Any student with a documented disability which may require special accommodations should self-identify to the instructor as early as possible in order to receive effective and timely accommodation.



Assessment Statement:
	PRIVATE 
As part of COTC’s campus-wide assessment initiatives (quality assurance program), samples of student’s performance such as test results, projects, papers, etc. may be used.  The data gathered will not identify individual students and is not related to the student’s grade of the course, but will be used to improve student learning at COTC.


Extreme Circumstances:  In the event of extreme circumstances, any of the policies below may be modified at the discretion of the instructor.

Incomplete:  Incompletes are given only to individuals who cannot take the final examination at its regularly scheduled time due to an unforeseen emergency such as an accident or death in the family.  Incompletes are not given to individuals who fall behind in their assignments and class attendance due to work or other reasons.  In the latter case, a withdrawal is the appropriate action.  The student must contact the instructor to discuss the situation before an incomplete will be given.

Course Evaluation:  Final grades will be earned based on the following:










         
   
  Total


12 Chapter Problems (lowest grade will be dropped)  11 @ 20 pts. each 
 
  220


12 End of Chpt. Questions (lowest grade will be dropped) 11 @ 10 pts. each
  110


Final Exam








    70




Total Possible Points



              400

Policy on Late Work:
All chapter problems and chapter questions that are to be handed in must be submitted in class on or before the date that they are due, or they will be marked as “Late” and will not be eligible to receive full credit for that assignment.  I will only accept late work up until two weeks from the original due date – after that time the particular assignment will receive a grade of zero.  All work must be submitted prior to finals week.

Assignments will be graded for completeness and correctness.

Final Grades:
Final grades will be computed using the following scale as provided by the Business Division:




Grade
  Points
      Percentage




A
376-400

94 – 100





A-
360-375

90 –  93





B+
348-359

87 –  89





B
336-347

84 –  86






B-
320-335

80 –  83





C+
304-319

76 –  79






C
280-303

70 –  75






C-
272-279

68 –  69






D+
264-271

66 –  67







D
256-263

64 –  65






D-
240-255

60 –  63






E = Below 240 points (Below 60%)

Software Problems:  If you have a problem with your software, please se me.

Services:  I am available to talk to you about matters related to this course during office hours or by setting up an appointment for a more convenient time.  If necessary I can make arrangements to meet you in the computer lab to solve unusual software/hardware problems.

Future Contacts:  Once you are my student, you are always my student.  Always feel free to contact me during your time at Central Ohio Technical College and in the years to come, if you feel I can be of help.

	Tentative Schedule – These dates are tentative and subject to change by the instructor.  Anyone absent from class is responsible for finding out about schedule change.



	Week
	Date
	Topics Covered

	1st
	Sept. 25 
	Chapter 1- Getting Started



	2nd
	Sept. 30 &

Oct. 2
	Chapter 2 - Setting Up a Company

Chapter 3 – Entering transactions for a cash business.

	3rd
	Oct. 7 &

Oct. 9
	Chapter 4 – Accounts Receivable and Sales for a Service Business

	4th
	Oct. 14& Oct. 16
	Chapter 5 Accounts Payable and Purchases for a Service Business

	5th
	Oct. 21 &

Oct. 23
	Chapter 6 – Cash Payments and Cash Receipts

	6th
	Oct. 28 &

Oct. 30
	Chapter 7 – Preparing the Financial Statements

	7th
	Nov. 4 &

Nov. 6
	Chapter 8 – Purchases of Inventory in a Merchandise Business

	8th 
	Nov. 13
	Chapter 9 – Sales of Inventory in a Merchandise Business  Monday – Veteran’s Day Holiday

	9th
	Nov. 18 & 

Nov. 20
	Chapter 10 – Payroll

	10th
	Nov. 25 &

Nov. 27
	Chapter 11 – Job Costing

	11th
	Dec. 2 & Dec. 4
	Chapter 12 – Fixed Assets

	12th
	Dec. 9 – 13
	Finals Week
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