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Purpose:
This course is designed to teach students the necessary skills used in a small businesses today.  The course will help students learn many everyday office skills including: Quickbooks, Filing and Ordering, and other Office Skills.   Students will be expected to exemplify these skills and be able to thrive in the small business setting. 

Materials:
· Quickbooks Pro 2006:  South-Western Publishing, 2006

· Creating the Band, Simulation: South-Western Publishing, 2006

· Alphabetic Indexing Rules: South-Western Publishing, 2003

· Office Skills,South-Western Publishing, 1998

· Quickbooks Pro 2006

What we will cover:




Expectations:
Classroom:

· Be on Time

· Show respect to teacher and classmates

· Materials should be put away neatly after each class

Computers:

· Computers will be used for class work ONLY

· NO Internet, Games, or other class work.

· NO youtube or addictinggames

· DO NOT change your background settings

· Students should only be using the Quickbooks software during class

· Log off after each class period
Projects/Tests/Class Work:

· All work is to be completed IN class
· Students will complete their own work. Copying files or printing with another students name is CHEATING and disciplinary actions will be taken.
· Contact teacher immediately about making up missed work.  All make-up work must be completed within one week of absence
· Students will need to make up work during Activity Period, Before/After School, or during Study Halls.  
Mr. Snedden


Room 110


sneddmic@chambersburg.k12.pa.us





Indexing:


Rule 1-2


Order of Filing


Minor Words & Symbols


Rule 3-5


Punctuation and Posessives


Single letters and Abbreviations


Titles and Suffixes


Rule 6-8


Prefixes-Articles and Particles


Numbers in Business Names


Organizations and Institutions


Rule 9-10


Identical Names


Government Names


Others


Subject Filing Method


Numeric Filing Method


Geographic Filing Method





Quickbooks:


Tour of Quickbooks


Preparing a Balance Sheet


Preparing an Income Statement


Preparing a Statement of Cash Flows


Supporting Reports for Business Decisions


Setting up a Business Accounting System


Cash-Oriented Business Activities 


Business Activities


Adjusting Entries


Budgeting


Reporting Business Activities


Payroll





Course Evaluation:


Daily Assignments – 10%


Written Tests – 10%


Simulation – 20%


Indexing – 20%


Projects – 40%





District Grading Scale:


92-100 	A


83-91		B


74-82		C


65-73		D


64-Below	F





Time Allocation:


Quickbooks– 9 Weeks


Simulation – 3 Weeks


Indexing – 5 Weeks


Review – 1 Week











