General Course Information
Textbook Required: 
   Learning QuickBooks Step-By-Step--QuickBooks Fundamentals.  The Sleeter Group.

 
ISBN # 1-932487-17-4.


Student Syllabus for QuickBooks Pro 2005.   Barbara L. Long, Instructor.


Golden West College.  August, 2005.
Course Objectives:

Upon completion of this course you will be able to:

1. Start QuickBooks ® and know the basic components of the screens, menus, and commands.

2. Open a QuickBooks file, enter data, and print out reports.

3. Create new company files, i.e. vendor lists, employee lists, item lists, and chart of accounts.

4. Create and print a Balance Sheet using stored data.

5. Create and print an Income (Profit & Loss) Report.

6. Record cash activities and create checks for payment of debts and payroll.

7. Create budgets and various other reports.

8. Backup data files.

Contact the Instructor
Your instructor will give you his/her contact information.

Attendance:

Students are expected to attend all class meetings and be punctual.  A student who misses the first class meeting may be dropped to make room for students who wish to enroll.  If an absence is anticipated, the student should contact the instructor, in advance.  Students should realize that absences may adversely affect their grade.  Failure to attend class or submit assignments on a regular basis may result in an instructor withdrawing a student from the course.  
It is the student’s responsibility to officially withdraw from a class in order to receive a refund or to avoid a “W” or “F” on the official transcript.  The Golden West College Schedule of Classes gives details on the procedure.

Grading Options
The student may take the class for the Credit/No Credit Option.  This means that the student may elect to receive a grade of “Credit” or “No Credit” instead of the traditional letter grade of “A” through “F”.  To receive “Credit”, the student must earn points at the 70% level.  The official “Credit/No Credit Option Request Form” must be filled out and returned to the Admissions and Records office by the student prior to the deadline published in the class schedule.  The student is also responsible for dropping the course according to the college policy if it becomes necessary.  The instructor will not issue an “Incomplete” grade except under extenuating circumstances.

Course Grade
Each assignment will be assigned points. In addition, a Final Examination will be given during the last class period.  The total points earned will determine the course grade based upon the following criteria:  


A = 90+ %



B = 80-89%



C = 70-79%



D = 60-69%



F = Less than 60%

If you would like an unofficial grade report mailed to you at the end of the class, please provide a stamped, self-addressed envelop to the instructor.   You may pick up graded assignments in Hum 201 after the semester ends.

About QuickBooks and the  Data Files
A word of warning!  QuickBooks data files are sensitive to the version that was used to create them.  QB 2000 data files can be used on QB 2001, QB 2002, QB 2003, QB 2004 or QB 2005, but once the files are updated to the newer version, they cannot be used on a lower QB version.

The files for the assignments are located on the Golden West College server.  You may also download the data files from the Sleeter website at www.sleetergroup.com.  Instructions are in the textbook on page 2.

You must Restore the file each time you are requested to do so.  You will store the files on a section of the Golden West server hard drive that is assigned to you under your DP number.  You may backup your files on a zip disk or flash card.  The files are too large to backup on a floppy disk.
QuickBooks is very date sensitive, so follow the dates in the assignments.  

QuickBooks files are stored in two ways.  Active files have a “qbw” extension.  Backup files, and files stored on the student data disk are stored in compressed form as a file with a “qbb” extension.  When QuickBooks backs up a file it compresses the file and adds the qbb extension instead of the qbw.  In order to use a “qbb” file, you must Restore the file (decompress the file).  The command to do this, after the QuickBooks program is launched, is File, Restore.  The textbook has a detailed explanation of this procedure.
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