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TECH 3112 – Applied Accounting (100% On-line Format)
Course Syllabus - Spring 2012

Individuals with disabilities who need to request accommodations should contact the Disability Services Coordinator, Student Center 255, 678-466-5445, disabilityservices@mail.clayton.edu. 
Course Description:
Number and Title: 
TECH 3112 (CRNs 23734-90 and 26187-92)) 
Applied Accounting
Credit Hours: 
3.0 semester credit hours (3-0-3)
Catalog Description:

This course is a survey of basic financial and managerial accounting for skilled workers and technicians moving into managerial roles. It covers theory, concepts, terminology, and generally accepted accounting principles. Emphasis is on preparing and interpreting accounting information for business decisions. This course is not open to BBA students and will not count toward a BBA.  A grade of C or higher is required for this course to count toward graduation in the BAS program.
Note:  We currently offer at least one section of this course, TECH 3112, in 100% on-line format. It is our plan to offer enough other courses in the BAS program 100% on line so that a student can complete the BAS degree completely on line. HOWEVER, we have not been approved to offer the entire BAS program 100% on line at this time. Information will be available on the College of Arts and Sciences web site when we are approved to offer the entire BAS program 100% on line.
Course Prerequisites and Co-Requisites:
Junior status
Computer Requirements:
Each CSU student is required to have ready access throughout the semester to a notebook computer that meets faculty-approved hardware and software requirements for the student's academic program. Students will sign a statement attesting to such access.  For further information on CSU's Official Notebook Computer Policy, please go to http://itpchoice.clayton.edu/policy.htm.  

Students must have access to the Internet, either through the local area network on campus, or through an Internet Service Provider (ISP) of their choice (the costs for the ISP are their responsibility).  No excuses will be accepted for inability to access the Internet.  

It is recommended that students use a high-speed Internet connection to take tests and quizzes because these evaluations may have a time limit.

Students must activate their CSU Student E-mail accounts.  For directions on activation, go to http://thehub.clayton.edu E-mail is the official mode of communication at CSU.  Please monitor your account on a regular basis.
. 
In order to protect student privacy, all e-mail communication between CSU students and faculty should be done using Clayton State University E-mail accounts or GeorgiaVIEW, not students’ personal or business accounts.

Software Requirements:
1. To properly access the course content, students need to download the following free software:

The latest version of Java at www.java.com
The latest version of Adobe Reader at http://get.adobe.com/reader/ 

2. Students are required to have Microsoft Office installed on their notebook computers.  This is available as part of the technology fee assessed to each student.  To schedule installation, see http://thehub.clayton.edu.
3. Students are required to use Internet Explorer as their browser when taking course tests.   Some browsers do not support all of the types of questions available in GeorgiaVIEW.  Students who choose to use a browser other than Internet Explorer will lose points for question types that they are unable to answer because their browser won’t allow it.  Safari and Google Chrome have known issues with GeorgiaVIEW.  If you use either of these browsers for taking tests, you may not be able to answer all of the question types.  There may also be other browsers that are not entirely compatible with GeorgiaVIEW.
4. Students are required to purchase an access code for CengageNOW for the appropriate edition of the text as described below under “Textbook Information.”  This software will be used to submit chapter exercises and problems for each of the chapters as shown in the course schedule.
Computer Skill Prerequisites:

Students must be proficient in the following:

· Using the Windows™ operating system 

· Using Microsoft Word™

· Using Microsoft Outlook™

· Using GeorgiaVIEW (accessible at http://clayton.view.usg.edu) to access course materials, take all course evaluations, submit assignments, and use functions such as Mail, Discussions, and Chat
· Using a Web browser to search the Internet for information on assigned topics

· Attaching files to messages and retrieving attached files from messages

· Using an auxiliary Internet site to submit assignments as directed by the instructor

· Navigating PDF files

E-mail and Internet competency are assumed as stated in the Academic Catalog in the section about on-line instruction.  Students should not register for on-line courses unless they are already thoroughly competent at sending and receiving e-mail, navigating the Internet, and using Windows-based programs.  No class time will be spent on basic computer instruction.  Students should be aware that taking on-line classes requires excellent time management skills and good self-discipline.
In-class Use of Student Notebook Computers:
Since this section is 100% on line, no in-class use of computers will be required.  However, all students must have access to the Internet as discussed above under computer requirements.
BAS Program Learning Outcomes:
This course contributes to the following program goals for students who earn a Bachelor of Applied Science degree:
· Workplace acumen

· Information technology skills
Course Learning Outcomes:
Each student will demonstrate knowledge of the following by completing course assignments, quizzes, and tests with a passing grade:

· Basic concepts, theory, and terminology of financial and managerial accounting

· Analysis of business transactions using the accounting equation and generally accepted accounting principles

· The process used to record business transactions and prepare financial statements

· Cost behavior and cost-volume-profit analysis for decision making

· The budgeting process

· Standard cost systems and variance analysis
Course Requirements:
Students must satisfactorily complete all of the following items in order to earn a passing grade in the course, regardless of grades earned on tests and quizzes:
1. Each student will complete the course outcomes pre-test and post-test by the assigned due dates.

2. Each student will complete and submit the student agreement by the assigned due date.

3. Each student will complete all course assignments satisfactorily using the method prescribed by the instructor.

4. Each student will complete the required number of tests and quizzes with an average grade of at least 60 percent.

5. Each student will actively participate in on-line class activities. 

GeorgiaVIEW records all chat, mail, discussions postings, and assessments for the course.  This gives the instructor a permanent record of the frequency and content of each student’s on-line participation.
Instructor Information:
Instructor: 
Name:  R. I.  Ahmann
Dept. Phone: (678) 466-4600
Dept. Fax: (678) 466-4669

E-mail: ReneeAhmann@clayton.edu 
Internet: http://a-s.clayton.edu/ahmann
Office: None assigned
Office hours: On line in GeorgiaVIEW on Mondays from 7-8 p.m. from January 9 – April 30 except for January 16 and March 5
E-Mail Accessibility:

Please use the GeorgiaVIEW Mail feature for all class-related e-mail messages.  If you are unable to access GeorgiaVIEW, please use the CSU e-mail address listed above.  All e-mails will be answered within one business day unless notified otherwise by the instructor.

Class Format:
1) This class is 100% on line, so there are no class meetings.  However, please confirm class participation by completing the first five on-line participation assignments shown on the class schedule at the end of the syllabus.
2) Students are required to participate in on-line class activities in a timely and contributory manner.  GeorgiaVIEW activities include learning modules, assignments, discussion postings, mail messages, and assessments.  See the course schedule for specific due dates for assignments, quizzes, and tests.  Additional assignments, such as discussions, may be posted on line throughout the semester.  Please complete the virtual orientation located on the course home page to get started with the course.
3) In addition to the class activities in GeorgiaVIEW, the end-of-chapter exercises and problems are to be submitted on line using CengageNOW.  The site will grade the assignment.  Students may work on the assignment an unlimited number of times before the due date.  Late CengageNOW homework will be reduced in grade by 20% for the first day late.  An additional 10% will be deducted for each additional day the assignment is late.  Instructions for registering in CengageNOW and completing the assignments are posted in GeorgiaVIEW.
GeorgiaVIEW (Online Classroom):

All on-line activity will take place in GeorgiaVIEW, the virtual classroom for this course.  If needed, students may attend a workshop on GeorgiaVIEW or get individual help with GeorgiaVIEW in Student Software Support Services located in the lower level of the library building.  There is also a Help function in GeorgiaVIEW.
To gain access to GeorgiaVIEW, sign on to the SWAN portal and select “GaVIEW” on the top right side of the screen.  If you experience any difficulties in GeorgiaVIEW, please email or call The HUB at Hub@mail.clayton.edu or (678) 466-HELP. You will need to provide the date and time of the problem, your GeorgiaVIEW username, the name of the course that you are attempting to access, and your instructor's name.  

Before you can log into GeorgiaVIEW, you must activate your Clayton State University e-mail account.  In addition, in order to use GeorgiaVIEW effectively, each student must have his or her computer configured correctly.  You may want to use the “Check Browser” feature in GeorgiaVIEW.  Please be aware that if your computer is not configured properly, you may not be able to see everything that the instructor has included in GeorgiaVIEW for this course.  You also may not be able to submit assignments or take evaluations.  Students frequently have difficulty using GeorgiaVIEW if they have a pop-up blocker running on their computers.  This feature must be disabled to allow GeorgiaVIEW to function properly.  Another common problem is that students do not have the latest version of Java installed on their computers.  It is each student’s responsibility to verify that his or her computer is configured correctly for GeorgiaVIEW.
GeorgiaVIEW will be unavailable during scheduled maintenance times.  Please note the list of scheduled GeorgiaVIEW maintenance times and plan your GeorgiaVIEW activities accordingly.
On-line Feedback:

All on-line work (assignments, quizzes, discussions, and assessments) will be graded within one week of the due date unless otherwise indicated by the instructor.

Textbook Information:
Text:
Warren, Carl S.  Survey of Accounting 5e.  United States:  Cengage Learning, 2011, with Access code for CengageNOW.  ISBN-10:  1111409285 at the LOCH Shop or 9781111409289 at www.CengageBrain.com 
Text Coverage:  Chapters 1 – 8 and 10 - 13
Evaluation and Grading:
	50%
	Average of highest three of the four course tests

	20%
	Average of chapter quizzes in GeorgiaVIEW (several for each chapter)

	20%
	Average of End-of-Chapter assignments (submitted in CengageNOW)

	10%
	Average of on-line participation assignments


	A
	90 - 100%

	B
	80 - 89%

	C
	70 - 79%

	D
	60 - 69%

	F
	below 60%


Mid-term Progress Report:
The mid-term grade in this course, which will be issued between February 14-28, 2012, reflects approximately 35% of the entire course grade.  Based on this grade, students may choose to withdraw from the course and receive a grade of “W.”  Students pursuing this option must fill out an official withdrawal form, available in the Office of the Registrar, or withdraw on line using the Swan by mid-term, which occurs on March 2, 2012.  Instructions for withdrawing are provided at this link.
The last day to withdraw without academic accountability is Friday, March 2, 2012.
Course Policies:
General Policy:
Students must abide by policies in the Clayton State University Student Handbook, and the Basic Undergraduate Student Responsibilities.
University Attendance Policy:

Students are expected to attend and participate in every class meeting. Instructors establish specific policies relating to absences in their courses and communicate these policies to the students through the course syllabi. Individual instructors, based upon the nature of the course, determine what effect excused and unexcused absences have in determining grades and upon students’ ability to remain enrolled in their courses. The university reserves the right to determine that excessive absences, whether justified or not, are sufficient cause for institutional withdrawals or failing grades.
NEW University NO SHOW Policy:

It is very important that all students get off to a strong start each semester by attending class during the first week (no later than the second week) of class.  A student who does not attend by the posted deadline on the academic calendar (January 19) must be reported to the Registrar as a NO SHOW.

Student registration in the class will be cancelled for all NO SHOW students.  There may be serious financial aid consequences for students because their number of enrolled credit hours will be reduced.

Please see the course document titled “New NO SHOW Policy” located on the course home page in GeorgiaVIEW for more details and directions on what to do if you are mistakenly reported as a NO SHOW or if you want to appeal a NO SHOW report.

For this 100% on-line course, attendance for purposes of the NO SHOW policy is determined as described below under “Course Attendance Policy.”
Course Attendance Policy:
1) This class is 100% on line, so there are no class meetings.  However, students must confirm class participation by completing the first five on-line participation assignments as shown in the course schedule located at the end of this syllabus.  These first five assignments replace first physical attendance in a face-to-face class.  Students who do not complete these assignments will be reported as NO SHOWS.
2) Since this is a 100% online course, “attendance” will not be taken in the traditional sense.  However, students should check the course in GeorgiaVIEW at least every other day for any new information posted by the instructor.  Course attendance includes reading communications from the instructor (Discussion Postings, Announcements, and Mail messages), replying to those postings if requested, completing quizzes and tests on time, and submitting assignments on time.  Failure to attend to these activities by the due dates will result in reduced grades (including grades of zero) as described under “Missed Work” below.
3) Students who do not participate in on line activities for three weeks will be considered to have excessive absences and will be subject to withdrawal from the course.  Exceptions may be granted with a verifiable physician’s note, court document, or other written excuse from a competent authority, at the sole discretion of the instructor.

Missed Work:
Since it is not in students’ best interests to get behind in the course schedule, exceptions to the following policies will be granted only in extreme cases with a verifiable physician’s note, court document or other written excuse from a competent authority.  Such decisions are at the sole discretion of the instructor.
1)  Chapter exercises and problems must be completed electronically using CengageNOW by the assigned date and time as shown on the course schedule.  The software will grade the assignments.  Students may work on the assignments an unlimited number of times before the due date.  When students have completed the assignments, they must SUBMIT them for grading to receive credit.

Late CengageNOW assignments will be reduced in grade by 20% for the first day late.  An additional 10% will be deducted for each additional day the assignment is late.  All chapter homework assignments are available at the beginning of the course, so no makeups are allowed for missed chapter assignments.  No extra credit assignments are available for this course.  
PLEASE NOTE:  Simply completing an assignment in CengageNOW is not enough to get credit for it.  Students must SUBMIT the assignment for grading to prevent late penalties from accruing and to get credit for completing the assignment.  CengageNOW assignments that are not submitted for grading by the time the late penalties expire will receive a grade of zero.
2)  Each chapter has several quizzes that are to be completed in GeorgiaVIEW by the due date and time shown on the course schedule.  The quizzes are located in the Learning Module (on the course home page) for the appropriate chapter.  Students may take the chapter quizzes as many times as they like.  Only the last score submitted will be recorded for each quiz.  Quizzes submitted after the due date and time will receive a grade of zero.  Since all chapter quizzes are available at the beginning of the course, no makeups are allowed.
3)  Three semester tests plus a comprehensive final exam will be given on line.  A course test average will be calculated using the three highest of the four test grades for each student.  No makeup tests will be given.  Missed assessments will receive a grade of zero regardless of the reason for missing the test.  The zero for the missed test will be dropped as the lowest test grade when calculating the course test average.
The tests will be available on line for a designated two-day period.  Students may complete the tests at any time during the two-day period.  Students will have a specific number of minutes to complete each test.
4)  On-line participation assignments will be reduced in grade by 50% if they are posted late and will receive a grade of zero if not posted at all.  Please note that additional on-line participation assignments may be posted by the instructor throughout the semester.
Academic Dishonesty:
Any type of activity that is considered dishonest by reasonable standards may constitute academic misconduct. The most common forms of academic misconduct are cheating and plagiarism.  All instances of academic dishonesty will result in a grade of zero for the work involved.  All instances of academic dishonesty will be reported to the Office of Student Life/Judicial Affairs.  Judicial procedures are described beginning on page 14 of the Student Handbook (Procedures for Adjudicating Alleged Academic Conduct Infractions).   
Disruption of the Learning Environment:
Behavior which disrupts the teaching–learning process during class activities will not be tolerated.  While a variety of behaviors can be disruptive in a classroom setting, more serious examples include belligerent, abusive, profane, and/or threatening behavior.  A student who fails to respond to reasonable faculty direction regarding classroom behavior and/or behavior while participating in classroom activities may be dismissed from class.  A student who is dismissed is entitled to due process and will be afforded such rights as soon as possible following dismissal.  If found in violation, a student may be administratively withdrawn and may receive a grade of WF. 

A more detailed description of examples of disruptive behavior and appeal procedures is provided at:  
http://a-s.clayton.edu/DisruptiveClassroomBehavior.htm.  
Operation Study:
At Clayton State University, we expect and support high motivation and academic achievement. Look for Operation Study activities and programs this semester that are designed to enhance your academic success such as study sessions, study breaks, workshops, and opportunities to earn Study Bucks (for use in the LOCH Shop) and other items.
Center for Academic Success:
Students are encouraged to visit Clayton State’s Center for Academic Success (CAS).  CAS offers a variety of personalized academic services to all Clayton State University students, including staff, and peer tutoring in a variety of subjects and multimedia instruction. CAS tutors not only can help students understand the content of their classes, but also can help them develop the skills and strategies necessary to continue learning throughout their lifetimes. CAS Hours are Monday-Thursday: 8:00 a.m. - 8:00 p.m. Friday: 8:00 a.m. 5:00 p.m.  Call 678-466-4070 or visit the website at http://adminservices.clayton.edu/caa/ .
In Case Of Campus Emergency:
If there is an emergency on campus, please contact the Clayton State University Department of Public Safety. They are fully trained for emergency responses and they will contact 911 if necessary. The CSU Department of Public Safety can be reached by dialing 770-961-3540. Please program this number into your cell phone. You can also use one of the Emergency Blue Light Network phones located around campus. To activate one of the Blue Light phones pick up the phone and press the black button. You will automatically be connected to the University Police Communications Center.
University Policy on Course and Instructor Surveys: 
After midterm Clayton State University will remind you to complete two surveys for this course: the course survey and the instructor survey.  Both of these will be available through the DUCK.  Failure to complete the surveys during the given time frame will mean that you will not be able to see your final grade for this course on the DUCK until approximately two weeks after the semester ends.
Course Schedule:

The schedule is subject to change at the discretion of the instructor.  Additional assignments may be given.  You may omit all chapter appendices in the text.
	DATE
	END-OF-CHAPTER ASSIGNMENTS ARE DUE IN CENGAGENOW (CNOW) BY 11:50 P.M. ON THE DUE DATE SHOWN BELOW

	F, Jan 13

	1) Submit the Student Agreement located under Assignments in GeorgiaVIEW according to the instructions in the document. (On-line Participation or OLP #1)
2) Complete the Course Pre-Test located in the Learning Module called Tests on the course home page in GeorgiaVIEW.  Time limit is 20 minutes (OLP #2)
3) Complete the procedures quiz located in the Learning Module called Tests on the course home page in GeorgiaVIEW.  (OLP #3)  No time limit.  Three attempts allowed.
4) Complete the Introduction Assignment located under Discussions in GeorgiaVIEW. (OLP #4)
5) Enroll in this class in CNOW using the access code you purchased and the instructions provided in the Learning Module titled Using CengageNOW located on the course home page in GeorgiaVIEW.  (OLP #5)

	T, Jan 17 
	Ch. 1 Ex. 1, 4, 5, 6, 9, 12, 14, 17, 18, 26, 27, and Problem 1 (found at the end of the chapter and in CNOW).  Submit in CNOW by 11:50 p.m.
Complete the three on-line quizzes in GeorgiaVIEW for this chapter by this date. (The quizzes are located in the Learning Module on the course home page in GeorgiaVIEW for the appropriate chapters, such as Ch. 1-4.)  Please note that the quizzes in CNOW are not assigned.

	R, Jan 19
	Students not “attending” class by this date will be withdrawn from the class according to University policy.  Completion of OLP assignments 1-5 satisfies the attendance requirement for this 100% on-line class.

	M, Jan 23
	Ch. 2 Ex. 1, 4, 6, 10, 17-19, and Problems 2 and 5.  Submit in CNOW by 11:50 p.m.
Complete the four on-line quizzes in GeorgiaVIEW for this chapter by this date.

	M, Jan 30
	Ch. 3 Ex. 1, 6, 8-10, 13, 14, 25-26 and Problems 1-3.  Submit in CNOW by 11:50 p.m.
Complete the four on-line quizzes in GeorgiaVIEW for this chapter by this date.

	Sat, Feb 04
	OLP Assignment #6 due in GeorgiaVIEW.  Details to be posted under Discussion groups.

	M, Feb 06
	Ch. 4 Ex. 1-3, 6, 7, 10, 15-17, 20, 21 and Problems 3 and 4 (assume perpetual inventory and purchases on account).  Submit in CNOW by 11:50 p.m.
Complete the five on-line quizzes in GeorgiaVIEW for this chapter by this date.

	Sun-Mon
Feb 12-13
	TEST ONE on Ch. 1-4 in GeorgiaVIEW.  Students may take the test once during this time period.  Time limit is 100 minutes.  Details to be posted in GeorgiaVIEW.

	Feb 14 – 28
	Midterm grade submission period

	Sat, Feb 18
	OLP Assignment #7 due in GeorgiaVIEW.  Details to be posted under Discussion groups.

	M, Feb 20 
	Ch. 5 Ex. 12, 13, 16-20, 23 and Problem 3.  Submit in CNOW by 11:50 p.m.
Complete the four on-line quizzes in GeorgiaVIEW for this chapter by this date.

	M, Feb 27
	Ch. 6 Ex. 2, 7, 9, 14, and 15.  Submit in CNOW by 11:50 p.m.
Complete the three on-line quizzes in GeorgiaVIEW for this chapter by this date.

	F, Mar 02
	Last day to withdraw without academic accountability

	March 3-10
	Spring Break – no classes.

	M, Mar 12
	Ch. 7 Omit Depreciation for Federal Income Tax on pages 252-253
Ch. 7 Ex. 1, 7-9, 11, 14 and Problems 2 and 3.  Submit in CNOW by 11:50 p.m.
Complete the three on-line quizzes in GeorgiaVIEW for this chapter by this date.

	Sat, Mar 17
	OLP Assignment #8 due in GeorgiaVIEW.  Details to be posted under Discussion groups.

	M, Mar 19
	Ch. 8 Ex. 2, 5, 9-11, 14, 15, 19, 24, 25 and Problem 2.  Submit in CNOW by 11:50 p.m.
Complete the five on-line quizzes in GeorgiaVIEW for this chapter by this date.

	Sun-Mon

Mar 25-26
	TEST TWO on Ch. 5-8 in GeorgiaVIEW.  Students may take the test once during this time period.  Time limit is 100 minutes.  Details to be posted in GeorgiaVIEW.

	Sat, Mar 31
	OLP Assignment #9 due in GeorgiaVIEW.  Details to be posted under Discussion groups.

	M, Apr 02
	Ch. 10 Ex. 1, 3-5, 10, 11, 13, 15, 17, 29, and Problem 1.  Submit in CNOW by 11:50 p.m.
Complete the five on-line quizzes in GeorgiaVIEW for this chapter by this date.

	M, Apr 09
	Ch. 11 Ex. 1, 2, 4, 7, 9, 11, 13, 21, and 23 step a only.  Submit in CNOW by 11:50 p.m.
Complete the four on-line quizzes in GeorgiaVIEW for this chapter by this date.

	M, Apr 16
	Ch. 12 Omit Objective 3, pages 482-484.  

Ch. 12 Ex. 1, 3, 6, 8, 10, and 12.  Submit in CNOW by 11:50 p.m.
Complete the four on-line quizzes in GeorgiaVIEW for this chapter by this date.

	Apr 16-30
	Course and Instructor Evaluations

	M, Apr 23
	Ch. 13 Ex. 1, 4, 7, 9, 11, 13, 15, 18, 20, and 22-23.  Submit in CNOW by 11:50 p.m.
Complete the five on-line quizzes in GeorgiaVIEW for this chapter by this date.

	Sun-Mon
Apr 29-30
	1) TEST THREE on Ch. 10-13 in GeorgiaVIEW.  Students may take the test once during this time period.  Time limit is 100 minutes.  Details to be posted in GeorgiaVIEW.  
2) Complete the Course Post-Test in GeorgiaVIEW (OLP #10).  Time limit is 20 minutes.

	Tues-Weds May 01-02
	COMPREHENSIVE FINAL EXAM on Ch. 1-8 and 10-13 in GeorgiaVIEW.  Students may take the test once during this time period.  Time limit is two hours.  Details to be posted in GeorgiaVIEW.
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