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Basic Course Information

	Course Title:
	QuickBooks 2011 DL

	CTE Industry Sector:
	Business and Finance

	Career Pathway:
	Financial Services


	Course Level:
	x
	Introductory
	x
	Concentration
	
	Capstone


	Course Number:
	2660

	CBEDS Title:
	Accounting/Computer Accounting

	CBEDS Number:
	4600


	Course Hours:
	320

	Prerequisites:
	Recommended: Accounting 1

	Evaluation:
	Satisfactory completion of required online assignments and assessments.

	Conditions for Repetition:
	Students who have failed to meet the objectives because of insufficient attendance or inability to master content may repeat the course

	Articulation Information:
	Southwestern College
Computerized Accounting/Using Quickbooks ACCT 12

	Articulation Credit:
	3 Units 

	High School elective Credit:
	

	Advisory Committee Meetings:
	


Course Description

	In this online course students will learn how to perform essential tasks within QuickBooks, such as setting up new managing lists, items, sales, purchases, and payroll.  Students will also learn how to customize QuickBooks to fit individual business needs and create reports detailing business’s financial stability.  The material in this course is presented in a way that makes it very easy to understand and apply in the real world.


Instructional Strategies

	


Instructional Materials

	Textbooks: Online material


Career Plan:  How this Course fits into the Course Sequence 

	Sequence of Courses
	Course Level
	Primary Funding Source
	Perkins

Funded
	Total Duration

	Name of Course
	Intro.
	Concentration
	Capstone
	District/COE
	ROCP
	Yes or No
	(In hours)

	
	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Yes
	

	· Student can choose from the following groups:

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Yes
	

	
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Yes
	


Occupations for Identified Pathway

	Pathway occupations organized by level of education and training required for workplace entry.

(Asterisked occupations require certification or licensure.)

	Postsecondary Training

(certification and/or AA degree)
	College University

(bachelor’s degree or higher)

	· Articulated with Southwestern College for college credit toward Business or Accounting Degree.

	•



Course Goals

	1. Gain an understanding of the basics of the QuickBooks program and the course objectives.

	2. Analyze a manual payroll system and convert into a computerized system; add bank accounts, customers, vendors, and items.

	3. Learn how to perform backups on QuickBooks data and restore data files.

	4. Learn how to customize the QuickBooks database to meet specific needs.

	5. Learn how to create, add or edit information such as customers, employees, taxes and other employee data.

	6. Gain an understanding of Items and how to manipulate them.  This includes the ability to set standard pricing, fixed percentage price and per item prices.

	7. Analyze sales transactions, record, and generate documents and reports to include invoicing, receipts, statements and memos.

	8. Analyze, record, and generate documents and reports associated with purchase transactions, manage inventory and pay bills.

	9. Learn how to work with inventory and manage credit and debit cards.

	10. Learn how sales tax applies to customers, how to set up sales tax in QuickBooks, how to make tax payments, and how to run reports.

	11. Analyze, record, and generate documents and reports associated with general accounting transactions and end of period procedure.  

	12. Learn about the different forms used in payroll and how to run payroll reports. 

	13. Analyze a manual payroll system and apply operational procedures necessary to set up and operate a computer payroll system.  Use the Payroll Setup Wizard to set up company payroll, employees, and employee benefits.

	14. Learn how to track time, review and create paychecks, run reports, and understand federal forms.

	15. Learn how to create and use reports available in QuickBooks and gain an introduction to QuickReport.

	16. Develop an understanding of accounting terminology and learn how to work with cash and accrual entries.

	17. Gain an understanding of QuickBooks shortcuts and time savings techniques.


Instructional Module/Unit

	Unit 1
	Introduction
	Class Hrs.
	
	Lab Hrs.
	12



Description:

	Students will gain an introduction to the class and class expectations.  They will be introduced to the basics of QuickBooks and how to set up a new company.  Students will participate in online real-world activities that reinforce the skills learned in this unit.

	Unit 1 Competency:  Upon Completion of this unit, the student is able to:

	1. Identify the course’s learning objectives.

	2. Convert previous version data.

	3. Gather company information and start up to create a new company.

	4. Have an understanding of the basics of QuickBooks customization. 

	5. Set a start date in QuickBooks.

	6. Demonstrate an understanding of Income/Expense Accounts.


	Unit 2
	QuickBooks Setup
	Class Hrs.
	
	Lab Hrs.
	16



Description:

	Students will be introduced to the procedure of setting up QuickBooks with new bank accounts, customers and vendors.  They will also be introduced to “Items”.  Students will participate in online real-world activities that reinforce the skills learned in this unit.

	Unit 2 Competency:  Upon Completion of this unit, the student is able to:

	1. Add bank accounts.

	2. Understand the computerized accounting system and perform a variety of QuickBooks setup tasks.

	3. Add customers in the Customer Center.

	4. Add vendors in the Vendor Center.

	5. Understand the basics of “Items”.

	6. Convert data from a manual system into a computerized system.


	Unit 3
	General Product Knowledge
	Class Hrs.
	
	Lab Hrs.
	8



Description:

	Students will be introduced to the procedure for checking the version of QuickBooks as well as the differences found in each version.  They will also be shown how to make backups and restore data files.  Students will participate in online real-world activities that reinforce the skills learned in this unit.

	Unit 3 Competency:  Upon Completion of this unit, the student is able to:

	1. Identify the main objectives of this section.

	2. Identify different versions and editions of QuickBooks and how they differ from each other.

	3. Navigate through QuickBooks.

	4. Perform backups.

	5. Use automatic backup options.

	6. Restore data files.


	Unit 4
	Customizing QuickBooks
	Class Hrs.
	
	Lab Hrs.
	6



Description

	Students will be instructed as to the differences in user modes, how to set up username and passwords for additional users, and how to customize QuickBooks for your specific needs.  Students will participate in online real-world activities that reinforce the skills learned in this unit.

	Unit 4 Competency: Upon Completion of this unit, the student is able to:

	1. Determine release number/version.

	2. Update QuickBooks.

	3. Identify the differences between single-user and multi-user mode.

	4. Understand QuickBooks password considerations.

	5. Set up users and passwords.

	6. Customize QuickBooks preferences.


	Unit 5
	List Management
	Class Hrs.
	
	Lab Hrs.
	24



Description:

	Students will be introduced to how they can use QuickBooks list management to do a variety of tasks.  Students will participate in online real-world activities that reinforce the skills learned in this unit.

	Unit 5 Competency:  Upon Completion of this unit, the student is able to:

	1. Use QuickBooks lists.

	2. Create a chart of accounts.

	3. Create a new account.

	4. Add/edit customers and employees.

	5. Set up employee taxes.

	6. Define employment information.

	7. Set up sick time, vacation time, and direct deposits.

	8. Add/edit vendors.

	9. Merge and delete list items.


	Unit 6
	Working with Items
	Class Hrs.
	
	Lab Hrs.
	24



Description:

	Students will be introduced to several scenarios where they will be working with items and pricing. Students will participate in online real-world activities that reinforce the skills learned in this unit.

	Unit 6 Competency:  Upon Completion of this unit, the student is able to:

	1. Define an “Item”.

	2. Identify item types and scenarios.

	3. Set standard pricing.

	4. Set a fixed percentage price level.

	5. Set up a per item price level.

	6. Work with associating lists for customers.


	Unit 7
	Working with Sales
	Class Hrs.
	
	Lab Hrs.
	24



Description

	Students will be introduced to all aspects of sales including invoicing, creating receipts, pulling statements, and creating memos.  Students will participate in online real-world activities that reinforce the skills learned in this unit.

	Unit 7 Competency: Upon Completion of this unit, the student is able to:

	1. Understand the sales workflow.

	2. Understand invoices, receipts, statements and memos.

	3. Do invoicing.

	4. Set up and manage an Accounts Receivable.

	5. Create sales receipts.

	6. Receive payments, apply credits, and make deposits.


	Unit 8
	Working with Purchases
	Class Hrs.
	
	Lab Hrs.
	24



Description:

	Students will be introduced to the Vendor Center and given an overview of what you can do through the Vendor Center.  They will also work with accounts payable, vendor credits, inventory and taxes.  Students will participate in online real-world activities that reinforce the skills learned in this unit.

	Unit 8 Competency:  Upon Completion of this unit, the student is able to:

	1. Understand the Vendor Center and how it is used.

	2. Understand the Purchase Workflow.

	3. Understand accounts payable and vendor credits.

	4. Manage inventory and apply sales tax.

	5. Enter and pay bills.

	6. Create and print a payment summary.

	7. Work within Accounts payable.

	8. Understand vendor credits and how to apply them.


	Unit 9
	Working with Inventory
	Class Hrs.
	
	Lab Hrs.
	24



Description

	Students will be introduced with all tasks required in working with inventory.  Students will participate in online real-world activities that reinforce the skills learned in this unit.

	Unit 9 Competency: Upon Completion of this unit, the student is able to:

	1. Enable inventory preferences.

	2. Create purchase orders.

	3. Receive inventory.

	4. Write checks from QuickBooks.

	5. Manage credit and debit cards.


	Unit 10
	Working with Sales Tax
	Class Hrs.
	
	Lab Hrs.
	24



Description:

	Students will be introduced to sales tax and how it applies to customers.  They will also be instructed on how to work with the sales tax payable register and how to run tax liability reports.  Students will participate in online real-world activities that reinforce the skills learned in this unit.

	Unit 10 Competency:  Upon Completion of this unit, the student is able to:

	1. Understand sales tax considerations and how to set up sales tax.

	2. Determine taxable items and how to apply tax to them.

	3. Apply tax to customers.

	4. Work within the sales tax payable register.

	5. Understand what the sales tax liability report is used for and how to run it.

	6. Make sales tax payments.


	Unit 11
	Reconciliation
	Class Hrs.
	
	Lab Hrs.
	16



Description

	Students will be introduced to the process for reconciling QuickBooks accounts.  When this process is completed students will learn how to run the appropriate reports.  Students will participate in online real-world activities that reinforce the skills learned in this unit.

	Unit 11 Competency: Upon Completion of this unit, the student is able to:

	1. Demonstrate an understanding of the reconciliation process and how to begin the process.

	2. Make checks and payments.

	3. Run reconciliation reports.

	4. Make equity transfers and other adjustments.


	Unit 12
	Payroll
	Class Hrs.
	
	Lab Hrs.
	12



Description:

	Students will be introduced on the payroll process of setup and tracking time.  They will also be instructed on the different types of forms and reports associated with payroll.  Students will participate in online real-world activities that reinforce the skills learned in this unit.

	Unit 12 Competency:  Upon Completion of this unit, the student is able to:

	1. Understand payroll basics and payroll service types.

	2. Understand the considerations involved in setting up payroll.

	3. Track time in payroll.

	4. Understand payroll schedules, liabilities and forms.


	Unit 13
	Payroll Setup Wizard
	Class Hrs.
	
	Lab Hrs.
	12



Description

	Students will be instructed on how to use the Payroll Setup Wizard. Students will participate in online real-world activities that reinforce the skills learned in this unit.

	Unit 13 Competency: Upon Completion of this unit, the student is able to:

	1. Use the Payroll Setup Wizard to set up payroll, employees, and employee benefits.

	2. Use Payroll Setup Wizard to set up company payroll.

	3. View year-to-date payroll.


	Unit 14
	Tracking Time/Running Payroll
	Class Hrs.
	
	Lab Hrs.
	28



Description:

	Students will be introduced to the process for tracking time in QuickBooks and running payroll for employees.  Students will participate in online real-world activities that reinforce the skills learned in this unit.

	Unit 14 Competency:  Upon Completion of this unit, the student is able to:

	1. Enter time options.

	2. Track time using weekly and single date timesheets.

	3. Track time via invoicing.

	4. Add/edit a payroll schedule.

	5. Assign payroll schedules to employees.

	6. Run a payroll.

	7. Use preview to view paycheck data.

	8.  Review and create paychecks.

	9. Manually print paychecks.

	10. Demonstrate an understanding of Payroll liabilities, how to run a liabilities report, and how to pay payroll liabilities.

	11. Prepare and complete payroll forms.

	12. Demonstrate an understanding of the form 941 Interview.

	13. Demonstrate an understanding of the form W-2/W-3 Interview.


	Unit 15
	Reports
	Class Hrs.
	
	Lab Hrs.
	32



Description

	Students will be given an overview of the variety of reports QuickBooks has to offer.  They will also learn how to run specific reports and customize and modify them.  An introduction into QuickReport will be included as well.  Students will participate in online real-world activities that reinforce the skills learned in this unit.

	Unit 15 Competency: Upon Completion of this unit, the student is able to:

	1. Demonstrate an understanding of QuickBooks Reports Considerations.

	2. Demonstrate an understanding of report categories.

	3. Use the report center to process single and multiple reports.

	4. Export reports into Excel.

	5. Customize and modify reports.

	6. Filter and memorize reports.

	7. Create and memorize a QuickReport.


	Unit 16
	Basic Accounting
	Class Hrs.
	
	Lab Hrs.
	24



Description:

	Students will be given an overview of basic accounting terminology and procedures.  Students will participate in online real-world activities that reinforce the skills learned in this unit.

	Unit 16 Competency:  Upon Completion of this unit, the student is able to:

	1. Demonstrate an understanding of basic accounting terminology.

	2. Prepare financial statements.

	3. Demonstrate an understanding of the differences between cash and accrual.

	4. Demonstrate an understanding of cash/accrual reports.

	5. Make journal entries.

	6. Set a closing date and complete closing procedures.

	7. Generate end-of-period reports and graphs.

	8. Make end-of-period adjustments.


	Unit 17
	Saving Time & Shortcuts
	Class Hrs.
	
	Lab Hrs.
	10



Description

	Students will be given an overview on time saving options and shortcuts available in QuickBooks.  Students will participate in online real-world activities that reinforce the skills learned in this unit.

	Unit 17 Competency: Upon Completion of this unit, the student is able to:

	1. Set up multiple users and accounts.

	2. Add/grant user access.

	3. Demonstrate an understanding of custom fields and custom item fields and how to create them.

	4. Customize invoices and use invoice templates.

	5. Preview changes.

	6. Use additional options available through QuickBooks.

	7. Get invoice designs online.


	Totals
	Theory Hrs.
	
	Lab Hrs.
	320
	Total Hrs.
	320


APPENDIX A:

MATRIX FOR ALL ASPECTS OF THE INDUSTRY

All Aspects of the Industry is a key element of the Carl D. Perkins Vocational and Applied Technology Education Act and the School-to Work Opportunities Act.  Both acts emphasize giving students a comprehensive perspective and range of skills across an industry.  The Perkins Act requires programs to “provide students with strong experience in and understanding of all aspects of the industry students are preparing to enter”.  The Act identifies eight aspects in particular, which are common to any business or industry. Programs receiving Perkins funds are required to include the teaching of these concepts to provide students with the skills necessary to be successful in their employment.
STRATEGIES

Below is a matrix showing the components of “All Aspects of the Industry for the name of Course.”  A list of strategies is provided for each component.
	ASPECTS
	SEQUENCE OF COURSES 

	
	Course 1: QuickBooks DL 



	Planning
	Students will use time management skills to schedule their time and plan how to complete online coursework and assessments.  

	Management
	Students will learn the basic operational components of businesses as it pertains to setting up vendors and employees accounts.  Students are also responsible to effectively manage their time throughout the course.

	Finance
	Students will develop job specific skills by setting up vendors, employees’ payroll, taxes, writing checks, managing and receiving inventory, and many other aspects involved in business finance.

	Technical &

Production Skills
	Students develop job-specific computerized accounting skills to include math, finance and basic communications.

	Underlying Principles

Of Technology
	Students will use computer skills to access online course material and complete computerized lessons and assessments.

	Labor Issues
	Students will gain an understanding of certification requirements for QuickBooks.  They will also learn the correct policies and procedures when dealing with employees and their payroll.

	Community Issues
	Students learn skills to become more productive members of the community.

	Health, Safety, &

Environmental Issues
	Students learn health and safety procedures and how they transfer to the workplace.


Standards-Aligned Course:  QuickBooks (QB) Pro Comprehensive

	Instructional Unit/Subunit
	Concepts/Skills
	Benchmarks
	Student Learning Outcomes
	Model Curriculum Standards

	
	
	
	
	K & P Anchor
	
	Pathway
	
	Academic.

	1.1
	Identify learning objectives for course
	Student will learn the overall objectives of completing the course.
	Students will be able to identify the areas of QuickBooks they will be learning and determine how they will benefit from the learning.
	1.0, 2.3, 2.5, 3.1, 3.4, 4.1, 11.2
	
	A1.1, A1.4, A3.1, A4.2, A7.1, A7.2
	
	LS: 11.1, 11.2, 11.3, 11.6

RSIT: 11.2

	1.2, 1.3, 1.4, 1.5
	Learn and apply knowledge in opening and identifying basic use of QB program
	Students will be able to open the QB program and learn basic program characteristics
	Students will be able to determine QB version in use, gather company information, create a new company, customize preferences for use with the specific company, set company start date, and save information in the QB program with appropriate company file name.
	1.0, 2.4, 3.3, 4.1, 4.4, 4.6, 5.1, 5.2, 5.3, 6.2, 7.1, 8.1, 8.3, 11.2
	
	A1.1, A1.4, A3.1, A4.2, A7.1, A7.2, B6.1
	
	LS: 11.1, 11.2, 11.3, 11.5, 11.6

RSIT: 11.2, 11.3, 11.4

	1.6
	Basic accounting terminology
	Students will be able to identify Assets, Liabilities, Owner’s Equity, Income and Expense Accounts
	Students will understand the definition of debits and credits, be able to create “T” accounts in each account category, and label the Debit/Credit sides, and determine normal balance of each account category.
	1.0, 2.4, 3.3, 4.1, 4.4, 4.6, 5.1, 5.2, 5.3, 6.2, 7.1, 8.1, 8.3, 11.2
	
	A7.1, A7.2, B1.1, B2.1
	
	LS: 11.1, 11.2, 11.3, 11.5, 11.6

RSIT: 11.2, 11.3, 11.4

	2.1, 2.2., 2.3, 2.4
	QuickBooks Setup
	Students will learn how to add accounts in QB
	Students will be able to add accounts for the company/organization including bank accounts, customers, and vendors/suppliers.
	1.0, 2.4, 3.3, 4.1, 4.4, 4.6, 5.1, 5.2, 5.3, 6.2, 7.1, 8.1, 8.3, 11.2
	
	A7.1, A7.2, B1.1, B2.1
	
	LS: 11.1, 11.2, 11.3, 11.5, 11.6

RSIT: 11.2, 11.3, 11.4

	2.5
	QuickBooks Setup
	Students will understand including “Items” in Items List
	Students will understand the use of Items in the QB system for purpose of charging and paying for specific items used in the specific company/organization.
	1.0, 2.4, 3.3, 4.1, 4.4, 4.6, 5.1, 5.2, 5.3, 6.2, 7.1, 8.1, 8.3, 11.2
	
	A7.1, A7.2, B2.1
	
	LS: 11.1, 11.2, 11.3, 11.5, 11.6

RSIT: 11.2, 11.3, 11.4

	2.6
	QuickBooks Setup
	Students will learn to convert data
	Students will understand why and how to convert data from a manual system of accounting to a computerized system such as QB for managing accounts and payroll.
	1.0, 2.4, 3.3, 4.1, 4.4, 4.6, 5.1, 5.2, 5.3, 6.2, 7.1, 8.1, 8.3, 11.2
	
	A7.1, A7.2
	
	LS: 11.1, 11.2, 11.3, 11.5, 11.6

RSIT: 11.2, 11.3, 11.4

	3.1, 3.2, 3.3, 3.4, 3.5, 3.6
	QuickBooks Product Knowledge
	Students will be able to identify the different versions and specific uses of QB and navigate the program.
	Students will be able to identify the versions and editions of QB to understand the limitations and benefits of each.  They will also be able to navigate through QB, perform backups of data, set automatic backup options, and to restore data files.
	1.0, 2.4, 3.3, 4.1, 4.4, 4.6, 5.1, 5.2, 5.3, 6.2, 7.1, 8.1, 8.3, 11.2
	
	A7.1, A7.2, A7.4
	
	LS: 11.1, 11.2, 11.3, 11.5, 11.6

RSIT: 11.2, 11.3, 11.4

	4.1, 4.2, 4.3., 4.4
	Customizing QuickBooks
	Students will understand identifying the program release and version number and set up for specific use.
	Students will understand the differences in user modes, how to set up username and passwords for additional users, how to customize the program for specific needs, and participate in real-world activities which reinforce skills learned in the unit.
	1.0, 2.4, 3.3, 4.1, 4.4, 4.6, 5.1, 5.2, 5.3, 6.2, 7.1, 8.1, 8.3, 11.2
	
	A7.1, A7.2, A7.4
	
	LS: 11.1, 11.2, 11.3, 11.5, 11.6

RSIT: 11.2, 11.3, 11.4

	5.1, 5.2, 5.3, 5.4, 5.5, 5.6, 5.7, 5.8, 5.9
	List Management
	Students will have a comprehensive understanding of List Management and how Lists are the backbone of the QB program.
	Students will use List Management in performing creating QuickBooks Lists for creating a chart of accounts, create new accounts, add and edit customers and employees, set up employee taxes, define employment information, set up sick, vacation, and direct deposits, add and edit vendors, and to merge and delete list items.
	1.0, 2.4, 3.3, 4.1, 4.4, 4.6, 5.1, 5.2, 5.3, 6.2, 7.1, 8.1, 8.3, 11.2
	
	A7.1, A7.2, B5.4
	
	LS: 11.1, 11.2, 11.3, 11.5, 11.6

RSIT: 11.2, 11.3, 11.4


	6.1, 6.2, 6.3, 6.4, 6.5, 6.6
	Item Management
	Students will be able to define an “Item” by types and set pricing
	Students will be introduced to several scenarios in working with items and pricing and participate in online real-world activities to reinforce the use of items in working with associating specific items to customers and vendors.
	1.0, 2.4, 3.3, 4.1, 4.4, 4.6, 5.1, 5.2, 5.3, 6.2, 7.1, 8.1, 8.3, 11.2
	
	A7.1, A7.2
	
	LS: 11.1, 11.2, 11.3, 11.5, 11.6

RSIT: 11.2, 11.3, 11.4

	7.1, 7.2, 7.3, 7.4, 7.5, 7.6
	Working with Sales
	Students will be able to perform and tasks associated with cash and credit sales
	Students will understand the sales workflow, prepare invoices, receipts, statements, and memo entries, invoice customers, set up and manage Accounts Receivable, create sales receipts, and receive payments, apply credits, and make deposits.
	1.0, 2.4, 3.3, 4.1, 4.4, 4.6, 5.1, 5.2, 5.3, 6.2, 7.1, 8.1, 8.3, 11.2
	
	A7.1, A7.2, B2.1
	
	LS: 11.1, 11.2, 11.3, 11.5, 11.6

RSIT: 11.2, 11.3, 11.4

	8.1, 8.2, 8.3, 8.4, 8.5, 8.6, 8.7, 8.8
	Recording Purchases
	Students will understand and use the Vendor Center of QB
	Students are introduced to the Vendor Center and provided an overview of why can be done in the Vendor Center, including working with Accounts Payable, Vendor credits, maintaining inventory, and applying taxes and credits.
	1.0, 2.4, 3.3, 4.1, 4.4, 4.6, 5.1, 5.2, 5.3, 6.2, 7.1, 8.1, 8.3, 11.2
	
	A7.1, A7.2
	
	LS: 11.1, 11.2, 11.3, 11.5, 11.6

RSIT: 11.2, 11.3, 11.4

	9.1, 9.2, 9.3, 9.4, 9.5
	Working with Inventory
	Students will understand all tasks involved in recording and maintaining item inventories
	Students will learn to enable specific inventory preferences, create purchase orders, receive and make payments for inventory items through check, credit, and debit card payments.
	1.0, 2.4, 3.3, 4.1, 4.4, 4.6, 5.1, 5.2, 5.3, 6.2, 7.1, 8.1, 8.3, 11.2, 10.7
	
	A7.1, A7.2
	
	LS: 11.1, 11.2, 11.3, 11.5, 11.6

RSIT: 11.2, 11.3, 11.4

	10.1, 10.2, 10.3, 10.4, 10.5, 10.6
	Working with Sales Tax
	Students will be able to determine sales tax requirements on purchases and sales
	Students will learn sales tax considerations and how to set up sales tax.  They will be able to determine taxable items and how to apply sales tax if required, apply taxes to customers, work with the sales tax payable register, understand what the sales tax liability report is used for and how to prepare it, and to make sales tax payments.
	1.0, 2.4, 3.3, 4.1, 4.4, 4.6, 5.1, 5.2, 5.3, 6.2, 7.1, 8.1, 8.3, 11.2, 10.9, 10.10, 10.11
	
	A7.1, A7.2, B5.4
	
	LS: 11.1, 11.2, 11.3, 11.5, 11.6

RSIT: 11.2, 11.3, 11.4

	11.1, 11.2, 11.3, 11.4
	Performing Account Reconciliations
	Students will be able to process reconciliations of all QuickBooks accounts
	Students will understand the reconciliation process and how to complete the process, make checks and payments, prepare and run reconciliation reports, and make equity transfer and other adjustments that may be needed to reconcile accounts.
	1.0, 2.4, 3.3, 4.1, 4.4, 4.6, 5.1, 5.2, 5.3, 6.2, 7.1, 8.1, 8.3, 11.2
	
	A7.1, A5.3, A7.2, B2.2, B2.3
	
	LS: 11.1, 11.2, 11.3, 11.5, 11.6

RSIT: 11.2, 11.3, 11.4

	12.1, 12.2, 12.3, 12.4
	Payroll
	Students will be able to set up and prepare company payroll
	Students will understand payroll basics and payroll service types, understand the considerations involved in setting up payroll, track time in payroll, and understand and prepare payroll schedules, liabilities, and forms.
	8.4, 8.7, 10.9, 10.101.0, 2.4, 3.3, 4.1, 4.4, 4.6, 5.1, 5.2, 5.3, 6.2, 7.1, 8.1, 8.3, 11.2, 
	
	A7.1, A7.2, B4.4, B5.4
	
	LS: 11.1, 11.2, 11.3, 11.5, 11.6

RSIT: 11.2, 11.3, 11.4

	13.1, 13, 2, 13.3
	Payroll Setup Wizard
	Students will be able use the Payroll Setup Wizard for setting up company payroll
	Students will use the Payroll Setup Wizard to set up payroll, employees, and employee benefits, set up company payroll, and view year-to-date payroll.
	8.4, 8.7, 10.9, 10.10, 1.0, 2.4, 3.3, 4.1, 4.4, 4.6, 5.1, 5.2, 5.3, 6.2, 7.1, 8.1, 8.3, 11.2
	
	A7.1, A7.2
	
	LS: 11.1, 11.2, 11.3, 11.5, 11.6

RSIT: 11.2, 11.3, 11.4

	14.1, 14.2, 14.3, 14.4, 14.5, 14.6, 14.7, 14.8, 14.9, 14.10, 14.11, 14.12, 14.13
	Tracking Employee Time and Running Payroll
	Students will be able to track employee time in QB and run payroll for employees.
	Students will be able to enter employee time options, track time using weekly and single date timesheets, track time using invoicing, add and edit payroll schedules, run payroll, complete payroll forms, and know and use 941/W-2/W-3 forms.
	8.4, 8.7, 10.9, 10.101.0, 2.4, 3.3, 4.1, 4.4, 4.6, 5.1, 5.2, 5.3, 6.2, 7.1, 8.1, 8.3, 11.2, 
	
	A7.1, A7.2
	
	LS: 11.1, 11.2, 11.3, 11.5, 11.6

RSIT: 11.2, 11.3, 11.4

A-SSE:2b


	15.1, 15.2, 15.3, 15.4, 15.5, 15.6, 15.7
	Reports
	Students will be able to prepare a variety of QB reports and be able to export to other programs such as Excel
	Students will understand and be able to produce various reports available in QB, customize reports for employers, and filter and memorize reports for future use.
	1.0, 2.4, 3.3, 4.1, 4.4, 4.6, 5.1, 5.2, 5.3, 6.2, 7.1, 8.1, 8.3, 11.2
	
	A7.1, A7.2, A7.4, B3.2, B3.3, B4.3
	
	LS: 11.1, 11.2, 11.3, 11.5, 11.6

RSIT: 11.2, 11.3, 11.4

	16.1, 16.2, 16.3, 16.4, 16.5, 16.6, 16.7, 16.8
	Basic Accounting
	Students will understand basic accounting terminology and procedures
	Students will understand basic accounting terminology, prepare and understand the use of various financial statements, understand the difference between cash and accrual methods of accounting, prepare and understand cash and accrual reports, set closing dates and perform closing procedures, generate end-of-period reports and graphs, and make end-of-periods adjustments for reconciliations.
	1.0, 2.4, 3.3, 4.1, 4.4, 4.6, 5.1, 5.2, 5.3, 6.2, 7.1, 8.1, 8.3, 11.2, 10.1, 10.2, 10.5
	
	A7.1, A7.2, B2.1, B2.2, B2.3, B2.4, B2.5, B5.4, B6.1
	
	LS: 11.1, 11.2, 11.3, 11.5, 11.6

RSIT: 11.2, 11.3, 11.4

	17.1, 17.2, 17.3, 17.4, 17.5, 17.6, 17.7
	Using Shortcuts to Save Time
	Students will understand timesaving options and shortcuts available in QB.
	Students will be able to set up multiple users and accounts, add and grant user access, prepare custom fields, customize and use invoice templates, preview changes, use additional options through QB, and get additional forms online.
	1.0, 2.4, 3.3, 4.1, 4.4, 4.6, 5.1, 5.2, 5.3, 6.2, 7.1, 8.1, 8.3, 11.2
	
	A7.1, A7.2
	
	LS: 11.1, 11.2, 11.3, 11.5, 11.6

RSIT: 11.2, 11.3, 11.4
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