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CIP Code: 52.0302
CIP Title: Accounting Technology
Planned Hours: 980

CIP Description:

A program that prepares individuals to provide technical administrative support to professional
accountants and other financial management personnel. Includes instruction in posting
transactions to accounts, record-keeping systems, accounting software operation, and general
accounting principles and practices.

Component Courses:

610 - Financial and Career Explorations (120 hours)

This course consists of two main components: Financial Literacy and Career Explorations. The
Financial Literacy component is designed for students to build a strong foundation of personal
financial skills to assist in preparation for adulthood. Emphasis will be placed on the following:
managing personal spending to meet financial goals, understanding and controlling the use of
credit and debt, developing an awareness of the impact of education on earning potential,
exploring how money can work for us through saving and investing, using financial services,
and the protection of assets through risk management. Students will use real-world examples
and take part in activities including goal writing, personal budgets, investing simulations, and
checking and savings account applications. The career portion of the class emphasizes the
Pennsylvania Academic Standards for Career Education and Work. The class will provide
students with the opportunity to begin or continue their examination into the future beyond
high school. Students will have the opportunity to identify their personal aptitudes, abilities,
and interests and connect those to possible career placements. Satisfactory completion of Smart
Futures activities 1, 2, 3, 6, 7, 12, 14, and 15 is required to earn the credit for the course.

631- Accounting I (120 hours)

Students are taught basic double-entry accounting principles as an overall background to
business organization and operations for vocational and personal use. Emphasis is placed on
the principles and methods of recording business transactions and the preparation of financial
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statements for sole proprietorship and service businesses. The course is highly recommended
for students planning on majoring in business at college.

641- Accounting II (120 hours)
College in the High School Course
REQUIRED: SUCCESSFUL COMPLETION OF ACCOUNTING I

Students are given a review of the fundamental principles of double-entry bookkeeping.
Emphasis is placed on the accounting cycle for merchandising corporations, including sales,
purchases, and financial statements for corporations. This class will provide students with the
foundation skills necessary for entry-level employment in business and for building a career in
accounting and or finance. This is a College in the High School course offered through an
articulation agreement with Thaddeus Stevens.

645 - AP Business with Personal Finance (120 hours)

AP Business with Personal Finance is a college-level course that introduces students to core
business concepts —including entrepreneurship, marketing, management, accounting, and
finance —while building essential personal financial literacy skills. Students learn how
businesses identify customer needs, compete in markets, make strategic and ethical decisions,
and manage operations using real-world case studies and project-based learning. Satisfactory
completion of Smart Futures activities 1, 2, 3, 6, 7, 12, 14, and 15 is required to earn the credit for
the course. The course also equips students with practical financial skills such as budgeting,
saving, borrowing, managing risk, and investing for long-term goals. Major projects include
developing a new product through a Business Canvas Project and completing a Financial
Advisor Project.

651 - Accounting III (120 hours)
REQUIRED: SUCCESSFUL COMPLETION OF ACCOUNTING II

Students are given a review of the principles of Accounting I and II. Students are introduced to
using an electronic accounting method by using QuickBooks software. The class offers fully
integrated computer activities to reinforce accounting instruction. Emphasis is placed on
accounting for special procedures and accounting for payroll systems. This class will provide
students with the foundation skills necessary for entry-level employment in business and for
building a career in accounting and/or finance.

652 - Business Law (120 hours)
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Students will explore the foundations of business law as well as the application of legal
concepts. Topics include contracts, the law of sales, property law, agency and employment law,
legal forms of business organization, borrowing money, and paying bills.

660 - Microsoft Office (120 hours)

Microsoft Office is a comprehensive course designed to teach students intermediate-level
software applications using Microsoft Office. This course includes Word, Excel, PowerPoint,
and the Internet. In addition, students will complete integrated projects and internet research
tasks. Students will have the opportunity to earn a Microsoft Office Specialist credential
through Certiport. These software application skills benefit students in all areas of life.

661- Management & Leadership (120 hours)
College in the High School Course

Are you a leader or aspiring leader in our school? Do you want to improve your leadership
abilities? The Management & Leadership course introduces students to key leadership and
ethical knowledge and skills, including integrity, trust, accountability, transparency, fairness,
and respect. Students will use real-world situations to help strengthen their leadership and
ethical decision-making skills through the planning, implementation, and evaluation of a class
service-learning project. Students may opt to receive college credit for this course through an
articulation agreement with York College.

662 - Advanced Microsoft Office (120 hours)

Advanced Microsoft Office is a comprehensive course designed to teach students
advanced-level applications in Microsoft Office. Students will have the opportunity to utilize
and develop broader skills learned in Microsoft Office. Emphasis is placed on the following
advanced applications: Word, PowerPoint, and Excel. Internet search strategies will be used to
gather/collect information from websites to create and enhance student projects. Priority will
focus on the integration of software packages and student application projects. Skills learned in
the advanced course will benefit students in their academic, personal, and business lives.
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610 - Financial and Career Explorations or 645 Associated Tasks 120 Hours

AP

Unit 1: Financial Goals & Money Management Tools | 101, 108, 206, 905 12

Unit 2: Income 206, 404-407, 601, 23
905

Unit 3: Spending & Credit 206, 303, 308, 314, 19
601, 905

Unit 4: Saving & Investing 206, 905 18

Unit 5: Risk & Insurance N/A 11

Unit 7: Career Acquisition & Preparation N/A 18

Unit 8: Career Retention & Advancement N/A 19

631- Accounting I Associated Tasks 120

Hours

Unit 1: Introduction to the Role of Accounting in 901, 902, 903, 904, 905, 16

Business 906, 907

Unit 2: Understanding and Recording Transactions 201, 202, 203, 204 40

Unit 3: Posting to the General Ledger 205 18

Unit 4: The Six-Column Worksheet 206, 601, 608 10

Unit 5: Key Financial Statements 208, 209 10

Unit 6: Complete Accounting Cycle for a Sole 207,210 18

Proprietorship

Unit 7: Cash Control & Banking 310,311 ]
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651 - Accounting IIT

641- Accounting 11 Associated Tasks 120
Hours

Unit 1: Payroll Accounting 317:401, 402, 403, 404, 405, |28

407, 408, 409, 410
Unit 2: Special Journals: Sales and Cash Receipts | 205, 303, 304,305, 306, 307, | 50

308, 309, 313, 320, 321
Unit 3: Adjustments and the ten-column 207 10
worksheet
Unit 4: Corporate Financial Statements 101, 205, 207, 315, 501, 502, |32
503
Associated Tasks 120 Hours

Unit 1: Cash Funds. 904, 905, 906 10
Unit 2: Plant Assets and Depreciation 901,902, 903, 907 11
Unit 3: Uncollectible Accounts Receivable 201 10
Unit 4: Inventories 202 12
Unit 5: Notes Payable and Receivable 203 10
PROJECT: Complete Accounting Cycle for a 204 12
Merchandising Corporation

Unit 6: Introduction to Partnership 205 10
Unit 7: Financial Statements and Liquidation of a [201, 202, 203, 204, 205 11
Partnership

PROJECT: Complete the Accounting Cycle for a |[Accounting: 206, 601, 608 12
Partnership

Unit 8: Ethics in Accounting 208, 209 12

NOCTI Prep

All above, plus 207, 210

10
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652 - Business Law Associated Tasks 120 Hours
Unit 1: Laws and Their Ethical Foundation 701 6
Unit 2: Constitutional Rights & the Court System |702, 703 19
Unit 3: Civil Law and Procedure 704 7
Unit 4: Contracts 20
705
Unit 5: Ownership and Risk of Loss in Sales 4
706
Unit 6: Consumer Protection 707 7
Unit 7: Real Property Laws 706 16
Unit 8: Insurance, Trusts, and Estates N/A g
Unit 9: Employment Law 708 8
Unit 10: Legal Business Structures 707, 709 15
Unit 11: Credit N/A 10
660 - Microsoft Office Associated Tasks 120 Hours
Unit 1: Hardware & the Internet 101, 108 8 hours
Unit 2: Word - Flyers, Letters, and Reports 101, 102, 108, 801, 802, 803 | 42 hours
Unit 3: Excel - Spreadsheets with Formulas and 101, 102, 108, 201, 208, 42 hours
Charts 601, 602, 604, 606, 607, 804
Unit 4: PowerPoint - Presentations with Themes | 101, 102, 108, 805 30 hours
and Graphics
Unit 5: Introduction to Simple Databases 101, 102, 108 8 hours
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661- Management & Leadership Associated Tasks 120 Hours
Unit 1- Course Policies, Expectations, and N/A 11 hours
Procedures

Unit 2 - Planning & Organizing 606, 901 30 hours
Unit 3 - Organizational Culture and Managing in | 706.709, 901, 902, 903 14 hours

a Global Environment

Unit 4 - Staffing & Directing 904, 905, 906 35 hours
Unit 5 - Customer Service 905, 906 10 hours
Unit 6 - Leading 906 20 hours
662 - Advanced Microsoft Office Associated Tasks 120 Hours
Unit 1: Word - Watermarking, Forms, Merge, 101, 102, 108, 801, 802, 803 | 30 hours
Templates

Unit 2: Excel - Spreadsheets with Advanced 101, 102, 108, 201, 208, 40 hours
Formulas 601, 602, 604, 606, 607, 804 | hours

Unit 3: PowerPoint - Presentations with 101, 102, 108, 805 25 hours
Embedded Elements

Unit 4: Databases & Forms 101, 102, 108 25 hours
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