Course Syllabus
Course Title:		Computerized Accounting I
Course Code:		492100
Course Prerequisite:	Survey of Business (492120), or Technology Design and Applications (460100) 

Teacher: 		Ms. Spence
Email Address:	Sharon.Spence@magnoliaschools.net 
Website:		www.protopage.com/mrs.spence
			https://msspencesclassroom.godaddysites.com

Phone:			870-234-2610
Location:		MHS Room 35
Session/Year: 		Fall Semester


Course Description
Computerized Accounting I is a yearlong course with an emphasis on basic accounting principles as they relate to both manual and computerized financial systems. Instruction is integrated, using computers, spreadsheet software, and electronic calculators as the relationships and processes of manual, computerized accounting are presented. Entry-level skills in accounting occupations can be attained.

Purpose:
The purpose of this course is to prepare students to understand the language of business and to be prepared for future education in accounting or an
accounting-related profession.

Course Outline:
Standard 1: Professionalism
Standard 2: Types of Businesses
Standard 3: Business Documents 
Standard 4: Banking Procedures 
Standard 5: Merchandising Businesses
Standard 6: Payroll Accounting 

Technology:
Computer with Windows 10 or higher, Microsoft Office 365 /2019 software, and Internet Access. You may have to account for incompatible version differences if you are using a different setup at home.

Supplies Needed:
Pencil or Pen (Blue or Black ink only)

Method of Instruction:
This course will be taught as a lab-based seminar, incorporating lectures and discussion. The first part of the class is designed to set up and also provide a theoretical foundation for the lab and lab-related projects. Assignments not completed in class will be assigned as homework. This schedule may change based on class experience and teacher’s discretion.


Attendance and Make-Up Policies:
[bookmark: _GoBack]It is expected that students will attend scheduled classes regularly and on time. If an absence occurs, it is the responsibility of the student to make up all missed work. Per the school handbook work missed during any absence must be made up within One day more than the number of days missed. 
Student Evaluation/Grading Policies:
At the end of each standard are suggested assessments that are linked to the processes of learning (e.g., graded homework, journal entries, binder notebooks, diagnostic tests, teacher-made tests and quizzes, and performance assessments based on performance levels as defined by rubrics.
· Class time will be spent in a productive manner.
· Grading will be done on a point system
· All work must be received by the set deadlines.

Grading Scale:
All assignments must have clear criteria and objectives to meet. All students shall be treated equitably. It will be the student’s right to know his/her grade at any reasonable point that the student requests information. The criteria for determining a student’s grade shall be as follows (on a percentage to total points basis):
A	100-90
B	  89-80
C	  79-70
D	  69-60
F	  59 or below

Course Certifications:
Microsoft Office Specialist, Excel Expert, Entrepreneurship and Small Business (ESB)

Classroom Policy:
Students are expected to honor these guidelines. By maintaining self-management and self-discipline while in this classroom, students will learn how to produce a positive learning environment where all students can flourish. A guardian signature and student signature on the Course Guidelines Contract is required.
1. Be in your assigned seat with the required materials and ready to work when the tardy bell rings.
1. NO Cell Phones (electronic devices) will be allowed in this classroom.
1. No Food and beverages will be allowed in this classroom. (Bottled water only.)
1. Unnecessary talking or moving about the classroom will be prohibited.
1. Defacing or writing on desks, equipment, books, or mouse pads will jeopardize the student’s ability to remain in the classroom. Students must show respect for the property of others.
1. Any modifications to computer programs and settings will be allowed only by the teacher’s permission. (Backgrounds, wallpaper, screensavers, icons, etc.)
1. Any access or downloading from the Internet will be allowed ONLY by the teacher’s permission. (Games, YouTube, Pictures, Lyrics, Websites, etc.)
1. Any access to social communication web sites (chat rooms) or electronic communication (text messaging, or instant messenger) will be OFF LIMITS. (School email only will be allowed.)
1. Print ONLY as instructed by the teacher for necessary assignments. (Proofread all documents in print preview before printing)
1. Be respectful and considerate to others at all times. Personal Grooming and Bathroom needs should be taken care of between classes. This includes any application of lotions, cologne, perfumes, body sprays, or fingernail polishes.
1. Keep the classroom clean and orderly. This includes throwing away trash, putting books away, and pushing chairs underneath the desk before leaving the room.

[bookmark: _Hlk169013511]Academic Honesty:
Students are expected to maintain the highest standards of academic honesty while pursuing their studies in this classroom. Academic dishonesty includes but is not limited to plagiarism and cheating, misuse of academic resources or facilities, and misuse of computer software, data, equipment, or networks. In addition to other possible disciplinary sanctions, which may be imposed through the regular institutional procedures as a result of academic misconduct, your instructor will assign a zero for the exercise or examination that evidences academic misconduct for the first offense and assign an “F” for the course for repeated offenses.

Plagiarism is the use (copying) of another person’s ideas, words, visual images, or audio samples presented to make the work appear to be the student’s original creation. All work that is not the student’s original creation, or any idea or fact that is not “common knowledge,” must be documented to avoid even accidental infractions of the conduct code. 

Cheating is gaining an unfair advantage on a grade by deception, fraud, or breaking the rules the class instructor sets. Cheating may include but is not limited to copying the work of others, using notes or other materials when unauthorized, communicating with others during an exam, and any other unfair advantage as determined by the instructor.

