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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 @ 15 points each)
Assignments (11 sets @ 20 points each)
	150
220

	Course Project
	100

	QBCU Practice Exam
	30

	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.

QuickBooks Certified User Practice Exam: Students will take the practice exam in preparation to become a certified QuickBooks user.
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.
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