Perry-Lecompton High School


Computerized Accounting II- Syllabus

	Instructor
	Mrs. Dugan
	E-mail
	sdugan@usd343.org


Contact Hours

I am available each day from 7:30 am—8:10 am, block days from 1:00-2:28, A day from 1:00-1:42.
Course Description:

The student will utilize the accounting cycle to set up and use special journals, write off uncollectible accounts, work with plant assets and depreciation and figure interest and due dates.  The emphasis will be on interpretation and effective use of financial statements and the communication of financial information.  Accounting procedures will also be implemented through the use of automated software.

Text(s):

 South-Western Publishing--Century 21 Advanced Accounting, 7th Edition, 2000; Peach Tree Manual for Windows 7.0;   Quickbook Pro 04 Manual—Intuit Education Program.

Grading Scale:

USD 343 Grading Scale

A+ 
(100% & above)
B- 
(80%-82%)

A   
(93%-99%)
C+ 
(77%-79%)

A-  
(90%-92%)
C 
(73%-76%)

B+
(87%-89%)
C-
(70%-72%)

B
(83%-86%)
D+
(67%-69%)

D 
(63%-66%)
F
(59% & below)

D-
(60%-62%)


INC:  Student has not completed all the given requirements at this time.

Assignments missed while absent will be recorded as a “Zero” and will be counted toward their grade.  

Students have a minimum of 2 days for each day absent to submit missed work for credit.  

Should a student become ineligible they are guaranteed the opportunity in each class to raise their grade to become eligible in the following week.
Student Evaluation:

Tests: 60%

Homework/Assignments/Projects: 40%
Requirements:

Required to participate in lecture, demonstration, and individualized learning techniques.
Projects:

Available upon request.
Behavior Plan:

Classroom Expectations for all Classes

1) Respect

a.  Manage personal space.

b.  Listen while others speak.

c.  Avoid negative comments.

2)  Responsibility

      a.  Come to class prepared/punctual.


b.  Follow directions immediately.


c.  Ask for help as needed.


d.  Complete assignments promptly.


e.  Contribute positively to learning environment.

Consequences for choosing not to meet expectations:



1.  Reminder



2.  Warning



3.  Conference with teacher/verbal improvement plan.



4.  Removal from class/parent contact/written improvement plan.



5.  Referral to office.

Course Outline:

Fall Semester
I.  ACCOUNTING FRAMEWORK AND CONCEPTS

II.  CORPORATE ACCOUNTING FOR A MERCHANDISING BUSINESS


A.  Accounting for uncollectible accounts receivable


B.  Accounting for plant assets and depreciation


C.  Accounting for notes and interest


D.  Accounting for accrued revenue and expenses


E.  Distributing dividends and preparing a work sheet for a corporation


F.  Financial statements and end-of-fiscal period entries for a corporation

III.  DEPARTMENTALZIED ACCOUNTING


A.  Departmental Purchases and Cash Payments


B.  Departmental Sales and Cash Receipts


C.  Departmental Payroll Data


D.  Financial Reporting

 IV.  AUTOMATED ACCOUNTING 


A.  Performing Daily Activities


B.  End-of-Fiscal-Period work


C.  Electronic Spreadsheet (Excel)

   V.  GENERAL ACCOUNTING ADJUSTMENTS


A.  Uncollectible Accounts


B.  Plant Assets


C.  Depreciation Schedules


D.  Notes Payable, Prepaid Expenses, and Accrued Expenses


E.  Notes Receivable, Unearned Revenue, and Accrued Revenue

 VI.  CORPORATION ACCOUNTING


A.  Paying Dividends


B.  Additional Capital


C.  Financial analysis and Reporting

VII.  MANAGEMENT ACCOUNTING


A.  Inventory Planning and Valuation


B.  Budgetary Planning and Control


C.  Preparing a Performance Report


D.  Accounting Information for Management Decisions

E. Financial Statement Analysis

VIII.   MANAGEMENT AND DECISION MAKING PROCESSES

Spring Semester
Same as Fall
State Standards:

PERFORM ACCOUNTING CYCLE PROCESS FOR DEPARTMENTALIZED BUSINESS

P / F Use spreadsheets and/or accounting software to maintain departmentalized records

P / F  Define terminology relating to departmentalized accounting (R: 1.4.5) (W: 1.3.7)

P / F  Set up an accounting system for a departmentalized business using an accounting software package

P / F Journalize transactions in special journals

P / F  Post transactions from special and general journals to general and subsidiary ledgers

P / F  Prepare and maintain payroll records for a departmentalized business

P / F  Prepare interim departmental statements

P / F  Prepare a departmental statement

P / F  Journalize and post closing entries for departmentalized business

PREPARE ACCOUNTING ADJUSTMENTS

P / F  Use spreadsheets and/or accounting software to record accounting adjustments

P / F  Define terminology relating to accounting adjustments (R: 1.4.5) (W: 1.3.7)

P / F  Calculate depreciation of plant assets (e.g., straight line, declining balance, units of production  (M: 1.4.1A)

P / F  Prepare a plant asset register

P / F  Journalize disposal of plant assets (e.g., sale, disposal, trade-in)

P / F  Calculate bad debts (e.g., percentage of net sales, percentage of accounts receivable, aging) (M: 1.4.1A)

P / F  Journalize bad debts expense (e.g., uncollectible accounts, direct write-off)

P / F  Journalize adjustments of prepaid (deferred) expenses as assets or expenses

P / F  Journalize adjustments of prepaid (deferred) revenue as liabilities or income

P / F  Calculate maturity date on notes (M:1.4.1A)

P / F   Calculate interest on notes and discounted notes (M: 1.4.1A)

P / F  Journalize adjustments of accrued expenses

P / F Journalize cash short and over

P / F  Journalize reversing entries

COMPLETE THE ACCOUNTING CYCLE PROCESS FOR CORPORATIONS

P / F  Use spreadsheets and/or accounting software to maintain corporate records

P / F  Define terminology relating to the accounting cycle process for corporations (R:1.4.5)

P / F  Describe how corporations acquire initial capital and/or additional capital

P / F  Relate the difference between the various kinds of stock (R1.4.9)

P / F  Journalize transactions for the formation of  a corporation

P / F  Calculate cash/stock dividends (e.g., preferred, common) (M:1.4.1A)

P / F  Journalize the transactions for stocks subscribed 

P / F  Journalize the issuance of stock 

P / F  Journalize entries for issuing additional capital stock

P / F  Journalize entries for buying and selling treasury stock

P / F  Journalize entries for bonds payable

P / F  Calculate foreign currency exchange gains and losses (M: 1.4.1A)

P / F  Journalize adjusting entries for corporations

P / F  Journalize closing entries for corporations

P / F Prepare reports that reflect the financial analysis of a corporation (M: 4.2.1A)

COMPLETE COST ACCOUNTING PROCEDURES

P / F  Use spreadsheets and/or accounting software to maintain cost accounting records

P / F  Define terminology relating to cost accounting (R: 1.4.5)

P / F  Journalize entries for direct and indirect expenses

P / F Journalize cost entries for a merchandising business

P / F Journalize cost entries for a manufacturing business

Complete Managerial Accounting Procedures
P / F Use spreadsheets and/or managerial accounting records

P / F Define terminology relating to managerial accounting (R: 1.4.5)

P / F Prepare a cash budget

P / F Prepare reports that provide options for management decision making (M: 4.2.1A)

SPREADSHEET ACTIVITES

P / F  Load, use, save, and exit a spreadsheet

P / F  Define and use cell references in a spreadsheet (R: 1.4.5)

P / F  Write accurate formulas within a spreadsheet (M: 2.2.3K)

P / F  Copy formulas using copy, fill down and fill right features

P / F  Utilize a split screen

P / F Print spreadsheet on various sized paper with various size print

INTEGRATION OF ACADEMICS

MATHEMATICAL SKILLS AND CONCEPTS


OPERATIONS

P / F  Solve problems that involve whole numbers, decimals, and fractions including use of appropriate conversions when necessary (e.g., fractions to decimals or decimals to fractions)

P / F  Solve problems that involve percents, ratios, and proportions including use of appropriate conversions when necessary (e.g., decimals to percents, percents to decimals, or ratios to percents)

ALGEBRA

P / F Recognize, describe, and predict patterns of data

P / F  Construct and solve an algebraic equation for a given problem

P / F  Solve for the unknown variable in an equation

P / F  Apply the order of operations principle when using mathematical processes

STATISTICS AND PROBABILITY

P / F  Construct, read, and interpret tables, charts, and graphs

P / F  Make inferences about data from tables, charts, and graphs

MATHEMATICAL APPLICATIONS

P / F  Calculate the purchase price of a stock transaction

P / F  Calculate earnings per share

P / F  Calculate gross earnings (e.g., salary, hourly rate, commission, or production)

P / F  Calculate payroll withholdings, other deductions, and net earnings

P / F  Calculate income and expenses for a given time period

P / F  Calculate the distribution of profit/loss to the proprietor, partners, or stockholders

P / F  Calculate the operating profit or loss, the absolute loss, and breakeven point

P / F  Calculate inventory turnover at cost and at retail for a given period

P / F  Prepare depreciation and cost recovery schedules

CAREER DEVELOPMENT SKILLS

LISTENING SKILLS

P / F  Follow oral instructions:

a.  Listen for and identify key words


b.  Listen for words that identify a procedure 


c.  Listen for steps or actions to be performed


d.  Listen for clues regarding the order or sequence in which a task is performed

P / F  Distinguish fact, opinion, and inference in oral communication

P / F  Interpret nonverbal cues (eye contact, posture, gestures)

P / F  Analyze a speaker’s point of view

P / F  Draw conclusions or make generalizations from another’s oral communication

P / F  Restate or paraphrase a conversation to confirm what was said

P / F  Reduce barriers (or interference) that may impede effective listening

HUMAN RELATION SKILLS

P / F  Define the term “self concept”

P / F  Demonstrate characteristics of a positive self concept

P / F Identify defense mechanisms that are used to protect self concept

P / F  Demonstrate interpersonal skills:


a.  Tact and diplomacy


b.  Respect for others


c.  Respect for diversity


d.  Recognition of others’ strengths

e. Positive assertiveness

 f.  Positive attitude

DECISION MAKING/ PROBLEM SOLVING

P / F  Apply the steps in the decision making process

P / F  Utilize problem solving skills:


a.  Identify the problem for resolution


b.  Define critical issues


c.  Analyze causes of a problem


d.  Utilize research and assessment skills


e.  Examine results of a problem


f.  Offer solutions to a problem


g.  Select a solution to a problem


h.  Implement an action plan

RESOURCE MANAGEMENT

P / F  Identify and explain the use of common supplies for a given occupational area

P / F  Locate information and select the materials, tools, equipment, or other resources to perform the activities needed to accomplish a specific task

P / F  Identify fixed and flexible expenses

P / F  Identify planned and impulse buying

P / F  Explain the purpose and use of the following


a.  Petty cash voucher


b.  Receipt and payroll register


c.   Employee’s withholding exemption form


d.  Payroll check

TIME MANAGEMENT

P / F  Set priorities or the order in which several tasks will be accomplished

P / F  Estimate the time required to perform activities needed to accomplish a specific task

WORK ETHICS

P / F  Interpret standard workplace policies related to :


a.  Employee theft

CAREER PLANNING
P / F  Access and use information to develop educational and career options

LANGUAGE ARTS

ORAL COMMUNICATIONS

P / F  Participate in group discussions, for problem resolution

P / F  Organize and lead discussions
INFORMATIONAL READING

P / F  Expand scope of reading materials to include business-related publications

P / F  Use basic research techniques

P / F  Interpret information from manuals, computer printouts, and electronic sources
P / F  Identify scientific laws and principles that are applicable to business and office technology
LEADERSHIP
COLLEGIALITY

P / F  Specify and cultivate elements of a desired professional image

P / F  Identify roles and responsibilities of a leader in relation to one’s own aptitudes as a leader or follower
TANGIBLE SUPPORT

P / F  Exhibit the role of leader in teamwork situations

P / F  Apply one of more problem-solving processes to a given situation(s)

I P / F  dentify leadership opportunities in the school, workplace and community

SCIENCE

P / F  Describe positive and negative impacts of technology on the environment
P / F  Apply scientific method to solve problems
P / F  Explain how the advancement of technology enhanced the way telecommunications have affected our lives

P / F  Define artificial intelligence
P / F  Identify scientific laws and principles that are applicable to business and office technology
