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COURSE DESCRIPTION:
This course is designed to provide the student with skill in using the microcomputer to enter financial data through classroom instruction and outside lab. Emphasis is on the use of appropriate software in the preparation of journals, financial statements, and selected payroll records. Upon completion, the student will be able to demonstrate the ability to use a microcomputer system to record financial data.  
CREDIT HOURS 

Theory Credit Hours  
  

3 hours
Lab Credit Hours



0 hour  

Total Credit Hours 



3 hours
NOTE: Theory credit hours are a 1:1 contact to credit ratio.  Colleges may schedule lab hours as manipulative (3:1 contact to credit hour ratio) or experimental (2:1 contact to credit hour ratio).

PREREQUISITE COURSES 
As determined by college.
CO-REQUISITE COURSES 
As determined by college.
INSTRUCTIONAL NOTE:  
This course is designed to provide students with the skill in using the microcomputer to enter financial data.  Emphasis is placed on the recording of day-to-day business activities such as paying bills, purchasing merchandise, selling merchandise, and processing payroll on the computer.
PROFESSIONAL COMPETENCIES

· Use recordkeeping software.
· Demonstrate how to maintain vendor accounts electronically.
· Handle customer transactions electronically.
· Set up and process payroll.
· Handle bank records.
· Handle inventory appropriately.
INSTRUCTIONAL GOALS

· Cognitive – Comprehend principles and concepts related to computerized financial record keeping.
· Psychomotor – Apply principles and concepts of computerized financial record keeping.
· Affective – Value the importance of adhering to policy and procedures related to computerized financial record keeping.
STUDENT OBJECTIVES

Condition Statement:  Unless otherwise indicated, evaluation of student’s attainment of objectives is based on knowledge gained from this course.  Specifications may be in the form of, but not limited to, cognitive skills diagnostic instruments, manufacturer’s specifications, technical orders, regulations, national and state codes, certification agencies, locally developed lab/clinical assignments, or any combination of specifications.

STUDENT LEARNING OUTCOMES
	MODULE A – FINANCIAL RECORDKEEPING SOFTWARE

	MODULE DESCRIPTION – The purpose of this module is to teach the students to use recordkeeping software.  Topics include differences and similarities between manual and computerized and procedures for data entry.

	PROFESSIONAL COMPETENCIES
	PERFORMANCE OBJECTIVES
	KSA

	A1.0 
Use recordkeeping software.
	A1.1
Demonstrate proper procedure for using menus and icons to enter transactions into a specified financial recordkeeping software.
	3

	LEARNING OBJECTIVES 
	KSA

	A1.1.1 
Differentiate between manual and computerized accounting.

A1.1.2 
Explain the procedure for recording various accounting transactions using a recordkeeping software.


	3
3

	MODULE A OUTLINE:

· Differences and similarities between manual and computerized accounting

· Recording accounting transactions using recordkeeping software




	MODULE B – VENDOR/ACCOUNTS PAYABLE ACCOUNTS

	MODULE DESCRIPTION – The purpose of this module is to teach the students to maintain vendor/accounts payable accounts.  Topics include vendor accounts, purchases journal, accounts payable, cash purchases, vendor-related reports, vendor account modifications/updates.

	PROFESSIONAL COMPETENCIES
	PERFORMANCE OBJECTIVES
	KSA

	B1.0 
Demonstrate how to maintain vendor accounts electronically.
	B1.1
Accurately handle transactions with vendor accounts.
	2

	LEARNING OBJECTIVES 
	KSA

	B1.1.1
Define Vendor.
B1.1.2 
Define procedures for using a purchases journal.
B1.1.3 
Explain how to record purchases on account.
B1.1.4 
Define accounts payable.
B1.1.5 
Explain how to record payments of accounts payable. 

B1.1.6 
Explain how to record cash purchases.
B1.1.7 
Describe how to display and print vendor-related reports.

B1.1.8 
Explain how to modify and update vendor accounts.
	1
2
2
1
2
2
2
2

	MODULE B OUTLINE:

· Vendor accounts

· Purchases journal

· Accounts payable

· Cash purchases

· Vendor-related reports

· Vendor account modifications/updates




	MODULE C – CUSTOMER/REVENUE ACCOUNTS

	MODULE DESCRIPTION – The purpose of this module is to teach the students to handle customer transactions electronically.  Topics include sales, invoices, payments on account, accounts receivable, customer returns and credits, cash sales and receipts, deposits, and customer reports.

	PROFESSIONAL COMPETENCIES
	PERFORMANCE OBJECTIVES
	KSA

	C1.0
Handle customer transactions electronically.
	C1.1
Demonstrate proper procedure for handling customer accounts.
	2

	LEARNING OBJECTIVES 
	KSA

	C1.1.1 
Describe the procedure for recording sales.
C1.1.2 
Describe the procedure for recording invoices.
C1.1.3 
Describe the procedure for recording payments and the collection of accounts receivable.
C1.1.4  
Describe the procedure for processing customer returns and credits.
C1.1.5.
Describe the procedure for handling cash sales and cash receipts.
C1.1.6  
Explain proper procedures for handling deposits.
C1.1.7  
Explain how to create customer reports.
	2
2
2
2
2
2
2


	MODULE C OUTLINE:

· Sales
· Invoices
· Payments on account
· Accounts receivables
· Customer returns and credits
· Cash sales and cash receipts
· Deposits
· Customer reports



	MODULE D – PAYROLL SETUP AND PROCESSING

	MODULE DESCRIPTION – The purpose of this module is to teach the students to set up and process payroll.  Topics include payroll accounts, paychecks, individual employee records, hourly and salaried employee paychecks, commissions, payroll tax forms, year to date balances, and payroll reports. 

	PROFESSIONAL COMPETENCIES
	PERFORMANCE OBJECTIVES
	KSA

	D1.0
Set up and process payroll.
	D1.1
Demonstrate proper procedures for handling payroll.
	2

	LEARNING OBJECTIVES 
	KSA

	D1.1.1 
Describe the procedure for setting up payroll accounts.
D1.1.2 
Describe the procedure for handling typical paychecks.
D1.1.3 
Describe the procedure for setting up individual employee records.
D1.1.4  
Describe the procedure for creating paychecks for hourly and salaried employees.
D1.1.5
Describe the procedure for paying commissions to sales representatives through payroll.
D1.1.6  
Explain proper procedures for creating and printing payroll tax forms.
D1.1.7  
Explain how to set up year-to-date balances.
D1.1.8 
Describe the procedure for creating a variety of payroll reports.
	2
2
2
2
2
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2
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	MODULE D OUTLINE:
· Payroll accounts
· Paychecks
· Individual employee records
· Hourly and salaried employee paychecks
· Commissions
· Payroll tax forms
· Year-to-date balances
· Payroll reports



	MODULE E – BANKING

	MODULE DESCRIPTION – The purpose of this module is to teach the students to handle bank records.  Topics include bank reconciliation, errors, transactions, fund transfers, and charges.

	PROFESSIONAL COMPETENCIES
	PERFORMANCE OBJECTIVES
	KSA

	E1.0
Handle bank records.
	E1.1
Demonstrate proper procedures for handling banking activities.
	2

	LEARNING OBJECTIVES 
	KSA

	E1.1.1 
Describe the procedure for reconciling bank accounts.
E1.1.2 
Describe the procedure for finding bank reconciliation errors.
E1.1.3 
Describe the procedure for handling banking transactions during accounting periods.
E1.1.4  
Describe the procedure for transferring funds between accounts.
E1.1.5
Describe the procedure for handling credit card charges.
	2
2
2
2
2

	MODULE E OUTLINE:

· Bank reconciliation

· Bank reconciliation errors

· Banking transactions 

· Fund transfers between accounts

· Credit card charges




	MODULE F – INVENTORY

	MODULE DESCRIPTION – The purpose of this module is to teach the students to 

	PROFESSIONAL COMPETENCIES
	PERFORMANCE OBJECTIVES
	KSA

	F1.0
Handle inventory appropriately.
	F1.1
Demonstrate appropriate procedures for handling all aspects of inventory.

	2

	LEARNING OBJECTIVES 
	KSA

	F1.1.1 
Describe the procedure for using purchase orders to purchase inventory.
F1.1.2 
Describe the procedure for receiving inventory and matching receipts with purchase orders.

F1.1.3
Describe the procedure for adjusting inventory quantities and values.

F1.1.4 
Explain proper procedures for recording adjustments to inventory items.
	2
2
2
2


	MODULE F OUTLINE:

· Using purchase orders to purchase inventory
· Receiving inventory
· Adjusting inventory
· Recording adjustments



LEARNING OUTCOMES Table of specifications

The table below identifies the percentage of learning objectives for each module.  Instructors should develop sufficient numbers of test items at the appropriate level of evaluation.  
	
	Limited Knowledge and Proficiency
	Moderate Knowledge and Proficiency
	Advanced Knowledge and Proficiency
	Superior Knowledge and Proficiency

	
	1
	2
	3
	4

	Module A
	
	
	100%
	

	Module B
	25%
	75%
	
	

	Module C
	
	100%
	
	

	Module D
	
	100%
	
	

	Module E
	
	100%
	
	

	Module F
	
	100%
	
	


	Learner’s Knowledge, Skills and Abilities

	Indicator
	Key Terms
	Description

	1
	Limited Knowledge and Proficiency
	· Identifies basic facts and terms about the subject or competency.

· Performs simple tasks associated with the competency.  Needs to be told or shown how to do most tasks.  

· Requires close supervision.

	2
	Moderate Knowledge and Proficiency
	· Identifies relationship of basic facts and states general principles and can determine step-by-step procedures for doing the competency.

· Performs most parts of the competency.  Needs help only on hardest parts.  

· Requires limited supervision.

	3
	Advanced Knowledge and Proficiency
	· Analyzes facts and principles and draws conclusions about the subject to include why and when the competency must be done and why each step is needed.  Can predict outcomes.

· Performs all parts of the competency.  Needs only a spot check of completed work.  

· Requires little or no direct supervision.

	4
	Superior Knowledge and Proficiency
	· Can evaluate conditions and make appropriate decisions as related to resolving problems. 

· Performs competency quickly and accurately with no direct supervision and is able to instruct and supervise others.  
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