Computerized Accounting, ACCT 131

Spring 2012
	Instructor:  Mr. Moloney, MBA, CPA
Room  BE-10
Phone number (562) 860-2451 X 2742
Days: Wednesday 7 pm to 10:00pm

*Leave voicemail if I do not answer.
Email Address:  PMoloney@cerritos.edu


Website: www.cerritos.edu/PMoloney


Office: SS-32 (in basement of Social Science Bldg.)


Required Text::  
1) ACCT 31 COMPUTERIZED ACCOUNTING WORKBOOK; 2nd ED.; Fronke & Jackson.

Required Supplies::.
2) USB Flash Drive (also known as a THUMB drive) Recommended brands: Memorex, Iomega, & SanDisk 

3) A three-ring binder for your reports.


4) A three-ring binder for your text.

Recommendation regarding homework:

Computer Lab:

See my website for hours and days.

Prerequisite:

A working knowledge of accounting is mandatory to remain in this class.  ACCT 100 or the equivalent with a grade of “C” or better is required.  See the instructor immediately if you have not met the prerequisite for this class.

Course Description: 

This course is designed to develop a working knowledge of basic accounting systems using an IBM compatible microcomputer and IBM compatible software.  We are using MAS 90 for Windows by State of the Art, Inc., a widely used high-end accounting software package.  The software is user friendly and menu driven, thus you should be able to make the transition to most any accounting software on the market.  The accounting functions covered will include structuring the chart of accounts; journalizing; posting to the general ledger, accounts receivable, and accounts payable subsidiary ledgers; the structure and preparation of financial statements.  In addition, forecasting, budgeting, billing, cash, inventory and payroll modules will be utilized.  

Course Objectives:

The purpose of this class is to introduce you to computerized accounting.   You should already be familiar with basic accounting concepts and ready to apply your knowledge using a computer.  While some memorization of facts, terms, and concepts is necessary in this course, learning facts is not sufficient to meet the course objectives. Learning to use a computerized accounting system means that you should learn understand how a computerized system both mirrors and differs from a manual system.  You need to understand how to get the information you need into and out of the computer and how to best assimilate a system to meet your organizations information needs.


RULES
1.
DO NOT PLUG OR UNPLUG ANY EQUIPMENT AT ANY TIME.

2.
DO NOT REMOVE ANY DISK FROM THE DRIVE WHEN THE DRIVE LIGHT IS ON.

3.
MAKE SURE ALL FILES ARE CLOSED/SAVED BEFORE REMOVING DISKS.

4.
EVERYONE IS REQUIRED TO DO THEIR OWN WORK

5.
THE SOFTWARE USED IN THIS CLASSROOM IS UNDER A STRICT LICENSE AGREEMENT FROM “STATE OF THE ART SOFTWARE”.  DO NOT ATTEMPT TO COPY ANY PROGRAM FILES OR ANY WRITTEN MATERIALS.

6.
NO FOOD OR DRINK IS ALLOWED IN THE COMPUTER ROOMS.

Course Requirements:

1. All tests, quizzes and assignments are to be completed on time as specified in the assignment schedule.  A test maybe taken before the class takes the test, but never afterwards.  Arrangements can be made to take them before the assigned date.

2. Homework not completed and not ready to be turned in at the beginning of class is considered homework not done and will be given partial credit if turned in late. If you feel you have extenuating circumstances, please let me know. It is not my responsibility to collect the homework from you; it is your responsibility to turn in the work.  Homework cannot be turned in via email.

3. Serious lack of academic progress, such as consistent failure to complete assignments or pass tests, is cause for dismissal from the class because such behavior impedes the academic progress of other students.

Class work:

Warning:This class can be very difficult, but also very informative, rewarding and fun.  The program is very comprehensive and detailed.  It will require you develop a network of people in the class to help you and for you to help.

You will also need to make a study guide as you go through each chapter that highlights the key points, their page number, and what transactions they illustrate how to perform.

I will make my self available to help with questions for the entire class, but past experience in this class indicates that it will be very difficult to have your questions answered in a timely manner (10 to 20 minutes).  Students who required the least amount of help read the chapters thoroughly, worked slowly, prepared, developed study guides and had a network of students to work with.

Class work will consist of three practical case studies, which are incorporated into the class text.  It is your responsibility to prepare any necessary reports and accumulate them into the three-ring binder in the reverse order they appear in the chapter (1st reports/printouts on the bottom). 
CLEARLY MARK YOUR NAME ON THE SPINE AS WELL AS THE FRONT OF THE BINDER.

The binders will be collected and evaluated at each exam and will be worth 50.  The points come from the following areas: 15 points for your helping and getting help from your group members, and 35 points for your answers from the case study.  

Binders left past the first week of the semester following class will be discarded.

Grading:

The following work scale will be used to compute your grade:
The points will come from the following areas:

A   = 90% - 100%


B   = 80% - 89%
Exams (2@100 points)
200

C   = 70% - 79%
Class work – 3 projects (3 @ 50 points)
150

D   = 60% - 69%
System Documentation (30 for each of two sections)
60

F   = 59% or less
Final Exam 
150

TOTAL POINTS POSSIBLE:
560
Homework:
For each class that an assignment is late, your grade will be reduced by 10% of the total possible points.

Note on class participation:  

I want our classroom to be a place where it is safe and comfortable to learn.  What I am looking for is your input and behavior that supports creating the safe and comfortable environment.  This includes raising your hand and answering questions, as well as ASKING questions.  It also includes allowing others to ask questions without fear of others laughing, gasping or generally making any comments; being on time; professionalism in class (turning off cell phones and pages), arrival on time and attendance.

If you are able to complete your work more quickly than other students, you are still required to attend all classes and remain for the entire class period.  In order to create a “community” college feeling, I need those that are able to complete their work more quickly to help the other students with their work.  This allows those that are able to progress more quickly to learn additional skills by learning how to direct others in the completion of their work.  

Class participation also includes having your text book, assignments and any other materials for each class.

Lab Project:

You will be given a project that involves internet research of MAS90 – the company, the software, etc.  The data accumulated will be used for completion of one of your class lab assignments. The project, which will be turned in during the week before finals, is worth 20 points – 10 points for completing the project and 10 points for lab participation; therefore it is essential that you record the required data on a weekly basis during your lab time. 

Policy Statements: 

Excessive absences, unsatisfactory progress, undesirable citizenship, or falsification of work may serve as a basis for a failing grade and/or dismissal from class. I do not tolerate cheating in any manner.  The college and I take academic honesty issues very seriously.  I expect ethical behavior and integrity inside the classroom. Also, included in the class schedule/school catalogue is a list of some of the things that constitute cheating.  Cheating is not allowed on exams, projects, or any other course work.  Disciplinary action will be followed according to the school’s guidelines in the class schedule/school catalogue.

I would rather find a way for you to get the help you need with material than for you to cheat.

During tests, the teacher must be notified anytime you leave the class.  Taking cells phones outside of the classroom (unless previously notifying the teacher of the need to do so) during a test is considered to be cheating.  All cell phones must be turned off and put away during the exams (and during all classes).  No cell phones, language translators, etc are allowed during quizzes or tests. 

Cells phones are to be turned off before entering the class.  No calls are to be taken during the class unless you are managing a family or other emergency and inform the professor ahead of time.
Anyone texting during class, will be dismissed from class for the day.  No recordings of the lecture without prior approval by the instructor.  
No children or visitors are allowed in the class
Hold onto all homework that is given back, as electronic records of on-line homework will be deleted immediately after the last class.  Your paper copy will be the only record of on-line homework, so immediately follow-up on any grading questions.  Homework is not accepted via email.

Attendance:
One of the most important things you can do this semester is to attend class.  Attendance is two fold: being to class and being to class on time.   Attendance will be taken at every class meeting and is considered to be extremely important for successful completion of the course.  If for some reason, you stop attending class, it is your responsibility to officially withdraw.  If you do not officially withdraw, you may receive an undesirable grade.  

It is the responsibility of the student to attend class regularly.  When the hours of absence exceed one more than twice the number of class hours per week, the student is considered to be excessively absent and is subject to exclusion from class (see Schedule of Classes for the official attendance policy).  If you do miss class, it is your responsibility to find out the information you missed.

Be on time to class.  Excessive tardiness is grounds for being dropped from the class.  Excessive tardiness is being late for more than three classes.  At that point, it is up to the instructor’s discretion to drop you. Exceptional cases should be discussed with the instructor

If you are late on test days, you will have 1 point deducted for each minute that you are late.  The first deduction will be marked at 5 minutes after the exam begins.  If you feel you have extenuating circumstances (e.g. emergency at home) please let me know and I will take that into consideration.

Recommendation regarding homework:

Computer Lab:

I also strongly suggest that you signup for ACCT 1T. This allows you access to computers and teachers in the business building, allowing you to work on homework and projects in these labs.  Once you’ve signed up, you can attend any section.

The lab is offered at a nominal charge and you use it on an as needed basis.  You can sign up using touch-tone registration at 562 865-3276

ACCT 1T

*See my webpage or the class room for lab hours.

Accounting Tutor:

This semester, we are offering a homework lab that is staffed by instructors to assist you on a one-on-one basis or as part of a group depending on your needs.  The lab is offered at a nominal charge and you use it on an as needed basis. The class is ACCT 2T.  You can sign up using touchtone registration at 562 865-3276.  Use one of the following ticket numbers: 

ACCT 2T

*See my webpage or the class room for lab hours.

Other important information:

· If you require special accommodations for class lecture, materials or exams, please let me know.  Also, contact Disabled Students Program and Services. Your first point of contact, Central Intake and Services, is located in the Santa Barbara building. Call for an appointment at (562) 860-2451 Ext. 2333

· For extra help with this class, check in with the Academic Support Center.  It is located on the lower level of the library (LC-166) phone (562) 860-2451 ext 2404.  They can help with a variety of things:  from tutoring to time management to test taking to study habits.

· Always take advantage of the financial aid that is offered via the school.  There is much more aid available than you might think.  See me, if you have questions.

