[image: primary logo (small)]Columbus State Community College Business Programs Department Business Office Administration Course Syllabus

COURSE: BOA 1122 - QuickBooks
CREDIT HOURS: 2
CLASS HOURS PER WEEK: 2
RECOMMENDED MINIMUM HOURS SPENT ON COURSE PER WEEK: 6
PREREQUISITES: BOA 1111 or ACCT 1211 or ACCT 1212

DESCRIPTION OF COURSE
Using the cloud-based version of QuickBooks, QuickBooks Online (QBO), this course covers how to manage customer, vendor, and employee information and how to perform the respective accounting functions for these three groups. This includes recording on-account and cash sales, receiving customer payments, writing checks, entering bills and expenses, managing inventory, setting up and processing payroll, banking and credit cards, and using apps to extend the power of QuickBooks.

STUDENT LEARNING OUTCOMES
· Demonstrate how to access the test drive data file; demonstrate how to navigate the Gear menu and how to use the Navigation bar; identify features that appear on the Home page
· Demonstrate how to enter bills, pay bills, and write checks; describe the steps when bills are received and subsequently paid; or when bills are paid immediately; demonstrate how to set up recurring transactions
· Explain and demonstrate the process followed when a company earns revenue, creates an invoice for a customer, and subsequently collects the money; or when the cash is received immediately for services rendered; and when the company makes bank deposits.
· Incorporate the use of the general journal to record adjusting journal entries and to complete the accounting cycle.
· Demonstrate how to work with the purchase and sale of inventory items; pay sales tax; process sales discounts; adjust quantity/value of inventory on hand
· Explain and demonstrate the use of QuickBooks banking features including bank transfers, bank reconciliations, and the use of credit cards
· Understand how to run payroll, setup and pay payroll taxes, and how to set up an independent contractor
· Demonstrate how to track employees’ time using the Weekly Timesheet window; create invoices
using the Time-Tracking data; set up new projects; add billable expenses to invoices
· Demonstrate how to enable class and location tracking; record transactions using class and location tracking; create reports using class and location tracking
· Demonstrate how to customize the appearance and default settings of reports; customize activity windows and invoices; and perform fiscal year closing
· Demonstrate how to set up and customize a new company
· Explain how third-party application plug-ins extend the capabilities of QuickBooks Online
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PROGRAM OUTCOMES
Utilize industry tools, resources, technology, and software to facilitate, create, access, report, and analyze business information.

INSTITUTIONAL LEARNING GOALS
Columbus State Community College's Institutional Learning Goals are an integral part of the curriculum and central to the mission of the college. The faculty at Columbus State has identified the following institutional learning goals:
· Critical Thinking
· Ethical Reasoning
· Quantitative Skills
· Scientific Literacy
· Technological Competence
· Communication Competence
· Cultural and Social Awareness
· Professional & Life Skills
The Institutional Learning Goals specific to this course include:
· Critical Thinking
· Quantitative Skills
· Technological Competence
COURSE MATERIALS REQUIRED
Adobe Acrobat

STUDENT RESPONSIBILITIES
As a student in this course, it is your responsibility to:
· Read all course Blackboard content including the course syllabus and course calendar.
· Use your Columbus State student e-mail only to communicate with the instructor.
· Check your Columbus State e-mail and course announcements daily.
· Complete and submit assignments on a timely basis using Blackboard. No assignment will be accepted if it is submitted past the due date or if the assignment is not submitted through Blackboard.
· Print preview all of your assignments before submitting them to your instructor to ensure that they are print ready and in good form. Put your name on all assignments submitted to the instructor.
· Meet the objectives of all prerequisite courses.
· Complete all exams according to the course schedule. There are no exam make-ups in this course.
· Obtain or have access to the required hardware and software for this course.
· If you have a complaint of any kind about this course, instructor, etc., the protocol is to contact your instructor first. If the complaint is not resolved, you should contact the lead instructor for the course, and as a last resort, the Program Coordinator.
· Students should expect to spend about three hours each week for every credit hour (6 hours per week for this class). (Policy Number 5-05). Students need to be aware that inability to fulfill the requirements for a course may mean failure.

GENERAL INSTRUCTIONAL METHODS
Software demonstrations
STANDARDS AND METHODS FOR EVALUATION
Exams, projects, discussion boards, and assignments have the following weights and your course grade will be determined based on the following scale:

Point Distribution
	Category
	Possible Points

	Exams (2 @ 100 points each)
	200

	Quizzes (10 @ 18 points each)
Assignments (11 sets @ 20 points each)
	180
220

	Course Project
	100

	Discussion Boards (5 @ 10 points each)
	 50

	Total
	750



Exams: The format for these exams is multiple choice and True/False. These exams are to be taken online through Blackboard via any computer where you have reliable Internet access. There are no make-ups given for any exam that is missed.

Quizzes: The format for quizzes is multiple choice and True/False. There are no make-ups given for any quizzed that is missed.
Discussion Board: There will be five discussion boards for this course. Each student is required to post a thread of at least one full paragraph that gives a thoughtful and complete response to the scenario set forth. This is valued as 7 out of a possible 10 points. The additional 3 points are earned by
responding to one or more of your colleagues’ postings, in one or more of the following ways:
· Ask a probing question.
· Share an insight from having read your colleague’s posting.
· Offer and support an opinion.
· Validate an idea with your own experience.
· Make a suggestion.
· Expand on your colleague’s posting.
You are required to respond to classmates that post a comment on your thread. There will be a reduction in points if you do not do this. Responding to your classmate’s comment on your post is a requirement and expectation.
Assignments: These assignments must be submitted as pdf files in Blackboard. For units in which multiple reports are required for submission, please zip them in one file before submitting to Blackboard. It is your responsibility to make sure all of the information entered for the assignment appears on the required reports to be submitted. It is best to choose ‘All’ as the date parameter to ensure all of your work appears on the reports. No assignment will be accepted for points if it is submitted past the due date.

Course Project: The course project is a comprehensive QuickBooks application problem.
Grade
	Letter
	Percentage
	Points

	A
	90% +
	675 – 750

	B
	80% +
	600 - 674

	C
	70% +
	525 - 599

	D
	60% +
	450 - 524

	E
	Below 60%
	0 – 449



ONLINE GRADE BOOK
This course will utilize the online grade book. The student is responsible for monitoring of grades. Any discrepancies or missing grades must be brought to the attention of the instructor within the earliest of three days after grades are posted or one week after the due date of the respective assignment.

LATE ASSIGNMENT POLICY
No late assignments will be accepted for any reason. Any assignment completed, submitted, or posted after 11:59 pm EST on the due date will receive zero points to be counted toward your course grade. There are no make-up exams either. If the midterm or final exam is missed, the student will receive a zero for that exam.

ATTENDANCE POLICY
Attendance will be measured by the successful, timely completion of course assignments and exams. Simply “showing up” or logging into Blackboard will not count as attendance. Experience shows that participation, preparedness, and a good course grade usually go together. Participation is expected.

INSTRUCTOR FEEDBACK AND AVAILABILITY
Grades for assignments and exams will be posted within one week of the due date for the assignments and exams. The instructor may periodically check e-mail during evening and weekend hours.
OUT-OF-CLASS RESPONSIBILITIES
Columbus State's policy states that students at schools receiving funds from the State of Ohio should be expected to do 30 hours of work for each credit earned. That means students should expect to spend about two hours on work outside of class for each hour spent in class (Policy Number 5-05). Students need to be aware of their out-of-class responsibilities, and they need to be aware that inability to fulfill the requirements for a course may mean failure.
AUDIT POLICY
Students must declare their preference for audit at the time of registration, and no later than the fifteenth day of the quarter. Some courses may be subject to college approval to audit. Students shall pay regular fees for this course. No credit may be earned or claimed, nor will proficiency credit be given. The student will understand this course is to be taken for information only. The course may be taken at a later date for credit. An “R” is not calculated as part of the GPA.

INCOMPLETE GRADE POLICY
When circumstances beyond the control of a student prevent the completion of course requirements, the student may make a request to the instructor for an Incomplete (I) in the course. The student must arrange with the instructor specific procedures for fulfilling the course requirements. Course work must be completed within six weeks after the beginning of the next quarter. If the course work has not been satisfactorily completed in the specified time, the “I” will automatically be changed to an “E.”

COURSE ADD/DROP POLICY
A withdrawal before 20% of a course has elapsed is not recorded on the permanent grade transcript. A withdrawal after 20% and before 61% of the course has elapsed is recorded as a W. Students cannot withdraw from a course if 61% or more of the course has elapsed. The credit for this course will not be calculated into the student's GPA. Please refer to the college Web site for specific semester date information.
To drop a class, it is the responsibility of the student to initiate the process with the college through CougarWeb; calling the Telephone Information Center, (614) 287-5353; or submitting a completed Registration Add/Drop Form to the Records and Registration Department or an Off-Campus Center during business hours. Failure on the part of a student to follow withdrawal procedures will result in an "E" (failing grade) recorded for the course or courses on the permanent grade transcript.
COMMUNICATION AND EMAIL PROTOCOL
You are to have a working and accessible Columbus State E-mail account in order to receive E-mail messages that have been broadcast to the entire class. You may forward your messages to another account if you desire. Please call the “Help Desk 287-5050” for any technical assistance with your Columbus State E-mail account or with this Web Site (“Blackboard”).

The easiest and best way to contact your instructor is via E-mail. Please use E-mail to discuss issues, concerns, questions, etc. The instructor will respond using the E-mail address that you sent your message from unless you instruct him/her otherwise. If you need to speak with your instructor, add your phone number and recommended times to call you.
E-mail protocol must be followed in order to receive credit or response.

Subject line: The subject line must contain: Course, Section #, and Topic as follows) 
Example:	BOA-1122-W01-12345– Homework 1 question
Using the "Email Instructor" link provided in the Blackboard menu for your course will automatically insert this course information for you.
Quickbooks Certified User Exam
Students are encouraged to sit for the QuickBooks Certification Exam, an internationally recognized and respected credential. Earning certification validates one’s ability to perform real-world business tasks and provides a competitive advantage in the job market. 
This is an optional exam with no course points. It is the student’s responsibility to purchase the exam voucher and to schedule their exam date/time with the Columbus State Testing Center or another Certiport Authorized Testing Center. Detailed information, including the price of a voucher, instructions for purchasing a voucher, and instructions on how to schedule the exam will be provided at the beginning of the semester.

STUDENT CONCERNS
Each of the Business Programs technologies has a Program Coordinator who is responsible for discussing concerns that students may have with their course and/or instructor.
If you have a concern:
· First, have a discussion with your instructor;
· Second, have a discussion with the Program Coordinator (see below for contact information);
· Third, have a discussion with the Department Chair
At the third step, students should be prepared to fill out a written, documented complaint.

Program Coordinator information is listed below:
	Accounting
	Shannon Strine
	Sstrine1@cscc.edu
	614-287-2059

	Business Management
	Charla Fraley
	cfraley@cscc.edu
	614-287-5209

	Business Office Administration
	Amy Popovich
	apopovich@cscc.edu
	614-287-3951

	Finance
	John Eldridge
	jeldridg@cscc.edu
	614-287-2119

	Human Resource Management
	Reuel Barksdale
	rbarksda@cscc.edu
	614-287-3872

	Marketing
	Roger Ball
	rball21@cscc.edu
	614-287-2707

	Real Estate
	Jacqueline Lovelace
	Jlovelace5@cscc.edu
	614-287-2313



TECHNICAL SKILLS REQUIREMENT
As the catalog states Business Program Majors are expected to have mastered MSWord, Excel, PowerPoint, and Access software applications. Courses are offered in our Business Office Applications (BOA) programs to accommodate these skills.

POTENTIAL GRADUATES
Columbus State graduating students must see his or her faculty advisor to obtain signatures on the Petition to Graduate and submit to the Records and Registration Department no later than the deadline posted on the petition form.
Anyone requiring an early grade or early grade release from another college or university, typically due to graduation, must complete the following:
· Immediately inform the instructor of your intention, via a discussion board posting to the respective topic, of possible graduation this semester.
· Make sure that you receive a confirmation of receipt from the instructor.
· If you are graduating from a school other than Columbus State Community College, complete and submit an “Early Grade Release” form to your instructor by the end of the 6th week of the semester.
· If graduating from another institution complete all assignments and exams five days prior to your grade deadline. Special arrangements will have to be made for Exam 3 if taken at a remote testing site to have the exam returned by this due date. Anyone requiring an early grade release may need to complete course requirements early. It is the responsibility of the Student to make such arrangements with the instructor.
· Verify and make note of the deadline for submission of assignments and exams.
· Anyone not complying with these instructions will have the grades processed in the normal course for non-graduates

ACCREDITATION STATEMENT
Columbus State Community College is accredited by The Higher Learning Commission; Member-North Central Association. In addition, degree programs in the Business Programs Department are accredited by the Association of Collegiate Business Schools and Programs (ACBSP).

BUSINESS PROGRAMS DEPARTMENT WEB SITE
The Business Programs Department homepage can provide you with additional information, including programs, faculty advisors, and transfer information. You may visit this site at https://www.cscc.edu/academics/departments/accounting/.

ASSESSMENT
Columbus State Community College is committed to assessment (measurement) of student achievement of academic outcomes. This process addresses the issues of what you need to learn in your program of study and if you are learning what you need to learn. The assessment program at Columbus State has four specific and interrelated purposes: (1) to improve student academic achievements; (2) to improve teaching strategies; (3) to document successes and identify opportunities for program improvement; (4) to provide evidence for institutional effectiveness. In class you are assessed and graded on your achievement of the outcomes for this course. You may also be required to participate in broader assessment activities.

COLLEGE SYLLABUS STATEMENTS
Columbus State Community College required College Syllabus Statements on College Policies and Student Support Services can be found at www.cscc.edu/academics/syllabus or on the College Web site Quick Links “Syllabus Statements”.
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