OGLALA LAKOTA COLLEGE
Course Syllabus
Record Keeping Application Software
Spring 2010


Name of Course: Record Keeping Application Software	Course Number:	Entr 123

Credit Hours:	3					Locations:		He Sapa CC

Day & Time:	    Monday 9-12			            Instructor:		Kathy Good Iron

Other contact Information:

Instructor Home Phone:                            Cell:
Instructor Office Phone:   
Office Fax Number: 
Instructor Email:    

Web Site:		http://ccoursenetwork.ning.com  

College Email Site: http://mail.olc.edu
College Jenzebar Database: http://exweb.olc.edu/exweb/login.asp
(This is where you can look at the courses you have taken in previous semesters and the grades you received)

Course Description:  
Record keeping oriented software for small business and entrepreneurship will be introduced for business recordkeeping and management. An example of this would be “Quick Books”. An introduction word processing program and a spreadsheet program will be provided so that the student will be able to learn how to integrated financial documents into letters or reports and how to import data from an existing spreadsheet to a bookkeeping management program.

Prerequisite: Entr. 103
Required Text and Materials:  Learning QuickBooks Pro 2009, A Practical Approach: Terri E. Brunsdon. Pearson Prentice Hall, flash drive 
Descriptive Reading Load: One Chapter per week.
Types and Amounts of Writing Expected: End of Chapter questions plus any .necessary notes.
Lab Fees: The lab fee that is assessed in this class is used to for the upgrade of software licenses.


Lakota Perspective Provided Through:

     The mission of the college is summed up by one word, which is Wolakolkiciyapi ,  meaning Learning Lakota ways of life in community. Oglala Lakota College is chartered by the Oglala Sioux Tribe. Its mission is to provide educational opportunities that enhance Lakota life. These opportunities include community services, certificates, GED, Associate, bachelor, and graduate degrees. Oglala Lakota College provides a framework of excellence for student knowledge, skills, and values towards Piya Wiconi – a new beginning for harmony in fulfillment of aspirations and dreams. Oglala Lakota College is committed to continuous improvement through outstanding teaching, research, community services and assessment. 

Course Requirements:

Complete all assignments and hand them in on time. Take all exams at the scheduled time or prior to the exam time by special arrangement with the instructor. Adhere to the college attendance policy that states that the student may be dropped at the instructor’s discretion after missing three times in a row, and will be dropped after missing five times scattered. If you must be absent you are responsible for making up any work. This class will require extensive work outside of class. Arrange your schedule so you can go in to the computer lab and work at the least 6 to 9 hours outside of class.

Specific Course Objectives and Outcomes:

1. Student will master the Chart of Accounts in QuickBooks
2. Student will master Banking in QuickBooks
3. Student will master handling Customers and Sales in QuickBooks
4. Student will master handling Vendors, Purchases, and Inventory in QuickBooks
5. Student will master handling Employees and Payroll in QuickBooks
6. Student will master producing Reports and Graphs in QuickBooks
7. The Student will master setting up a New Service company in QuickBooks.
8. Students will master handling accounting for a Service company in QuickBooks.
9. Student will master handling Sales, Purchases, and Inventory in a Merchandising Corporation using QuickBooks.
10. Student will master handling Payroll in a Merchandising Corporation using QuickBooks.
11. Student will survey advanced topics in QuickBooks such as exporting to Word and Excel documents, budgeting, estimates, progress billing, credit card sales etc.
Evaluation and Markings:

Course grades will be based on written exercises, skill’s labs, exams and quizzes. Evaluation for this course will be measured in the form of lab projects and by objective testing. The total scores will be totaled and the grade will be based on the percentage of the total points. The grading scale will be:

	A	90-100% of the total points
	B	80-89% of the total points
	C	70-79% of the total points
	D	60-69% of the total points
	F	Below 60% of the total points
	Chapters 1-11 Questions 
	10%

	Chapters 1-11 Practice Sets
	25%

	Comprehensive Problem for Service Based Business 
	20%

	Comprehensive Problem for Merchandising Business 
	20%

	Chapter 12 Create a New Company
	25%

	
	

	Total 	
	100%


Suggestions to the Student:
1. Read all text on each chapter before coming to class.
2. Practice any lessons with which you may have trouble.
3. Be sure to read all text as you are working. It provides an explanation of what you are doing.
4. Arrive to class on time. Any lecture will take place at the beginning of class.
5. If you are absent from class, remember you are still responsible for material covered in class.
6. For most students, it will be impossible to complete all the assignments during class time. Please arrange your schedule so that you can come in to the college center to work in the computer lab to get your work done.
7. Turn your assignments in on time
8. Be sure all assignments are turned in no later than the 14th week. 
9. If you have questions, call or email the instructor.
10. Assignments can be printed and turned in or you cans save them as a PDF file and send them to me as an attachment to an email.
11. Questions should be typed in Microsoft® Word and either printed or emailed to me.

Academic Dishonesty
Academic dishonesty is the taking of an examination or the preparation of papers for credit wherein the student knowingly represents the work of another as his/her own; and/or breaks stated examination rules. A student may be expelled and barred from further classes upon proof in a hearing of academic dishonesty. 

Americans with Disabilities Act
If you have a disability that impairs your ability to attend class or to learn and would like assistance, please contact the OLC Coordinator at 455-6040.

Disclaimer:  Information contained in this syllabus was, to the best knowledge of the instructor, considered correct and complete when distributed for use at the beginning of the semester. However, this syllabus should not be considered a contract between Oglala Lakota College and any student. The instructor reserves the right to make changes in course content or instructional techniques without notice or obligation.


		Weekly Topical Content

	Week
	                         Class work						            Assignments
                        (done in class)                                                               (done outside of class)
	Assignments
Due Date

	
1
	
Chapter 1 – Get Ready for QuickBooks Pro 2008

	· Chapter 1 End of Chapter questions
· Chapter 1 Practice Set

	

Week 2


	2
	
       Chapter 2 – QuickBooks Basics

	· Chapter 2 End of Chapter Questions
· 
	

Week 3

	3
	
Chapter 3 – General Journal Transactions and Reports
	· End of Chapter Questions
· Practice Set

	

        Week 4

	4
	
Chapter 4 – Customer Activities for a Service Based Business

	· End of Chapter Questions
· Practice Set

	Week 5

	5
	
Chapter 5 – Vendor Activities for a Service Based Business

	· End of Chapter Questions
· Practice Set

	Week 6

	6
	
Chapter 6 – Payroll Activities for a Service Based Business

	· End of Chapter Questions
· Practice Set

	Week 7

	7
	
Chapter 7 – Close the Accounting Period for a Service Based Business

	· End of Chapter Questions
· Practice Set

	Week 8

	8
	
· Comprehensive Exam for a Service Based Business

	· Eragon Electrical Contracting

	Week 9

	9
	
Chapter 8 – Customer Activities for a Merchandising Business

	· End of Chapter Questions
· Practice Set

	Week 10

	10

	
Chapter 9-Vendor Activities for A Merchandising Business

	· End of Chapter Questions
· Practice Set

	Week 11

	11
	
Chapter 10 – Payroll Activities for a Merchandising Business

	· End of Chapter Questions
· Practice Set

	Week 12

	12

	
Chapter 11 – Close the Accounting Period for a Merchandising Business

	· End of Chapter Questions
· Practice Set

	Week 13


	13
	
Comprehensive Exam for a Merchandising Business

	· Olsen Office Furniture
	Week 14

	14
	Chapter 12-Create a New Company
Final Exam
	
· Practice Set

	

	15
	Get grades and tie up loose ends
	


	Week 15



