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CBEDS Code 4600 Accounting

Bookkeeping	 30 weeks 

Course Information:
VACE’s Bookkeeping program prepares students 
for entry-level to intermediate bookkeeping 
and accounting-support careers in 720 hours of 
instruction. Students build a foundation in computer 
and internet fundamentals and business math, then 
develop full proficiency across the Microsoft Office 
Suite before advancing into accounting coursework — 
Accounting Principles, Accounting 1, and Accounting 
2 — paired with hands-on training in QuickBooks 
Online and payroll accounting.

Students learn to prepare and process the everyday 
documents of a bookkeeping role: customer invoices, 
vendor bills, and purchasing forms, along with bank 
reconciliations, ledger posting, collections, and 
check issuance. Electronic calculator proficiency 
and AI Prompt Engineering round out the skill set, 
positioning graduates to use both traditional and 
emerging tools in the modern back office.

The program concludes with an Accounting 
Capstone Project and workforce readiness training, 
giving students a real, applied deliverable and 
practical preparation for an entry-level accounting or 
bookkeeping role.

Career Technical Education	 Business and Accounting Programs

Financial Aid Available
to those who qualify

Program Courses			   Credits
Computer & Internet Fundamentals	 2	
Business Math				    2
Microsoft Office Suite		               	 6
AI Prompt Engineering			  2
Accounting Principles			   2
Accounting 1				    1
Accounting 2				    2
QuickBooks Online			   2
Payroll Accounting			   2
Workforce Readiness			   1
Accounting Capstone Project		  2

TOTAL				                	 24

Software: 
Microsoft programs including Windows, Word, 
Excel, and Access; QuickBooks

Employment Opportunities:
Accounting Clerk, Accounts Receivable Clerk, 
Accounts Payable Clerk, Billing Clerk, Payroll 
Clerk, Office Assistant

The accounting program was an amazing 
experience. The instructors were knowledgeable, 
patient, and always took the time to answer my 
questions. The open-door policy made it easy 
to get help whenever I needed it, which made 
my learning journey even better. I will always 
be thankful for this experience and highly 
recommend the accounting program to anyone 
looking to further their education.

Melanie N. 


