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Using the CCI Accounting 
Instructor Resources 

CCI is pleased to provide instructor resources for the Accounting series. These resources are designed to 
provide additional tools you can use to deliver the topics and assist students in building and applying their 
knowledge and skill level to successfully work with a computerized accounting program. 

Looking at the Content 
The CCI Accounting Instructor Resources kit provides an instructor with tools to aid in teaching the noted 
accounting software program using the CCI courseware. Included are tips and general information that can 
be used in your discussions with the class, as well as other tools to assist the student obtain and reinforce 
the skills gained in this course The Instructor Resource kit includes these items: 

• Instructor Notes 

• Answers to Review Questions 

• Set of instructor or completed data files  

• Lesson plan with suggestions on topics to include and timing 

• Additional Exercises 

• Project Exercise 

• Paper-based Practice Exam with Answer Key 

• Paper-based Final Exam with Answer Key 

• Sample Syllabus, Course and Course/Instructor Evaluation Forms 

To obtain the Instructor Resources for a specific product, or for further information on this product, please 
contact CCI Learning Solutions Inc. at 1-800-668-1669. 

Using the Instructor Notes 
The Instructor Notes included with the CCI Instructor Resources have been developed based on our writer’s 
experience as an instructor and general office requirements. These Notes include tips on how to teach using 
our books as well as notes for discussion with your students. Any updates to hardware or software will also 
be included or referenced in the Notes if these updates occurred after release of our books and at the time 
of development of these Notes.  
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Working with the Instructor Data Files 
The set of data files provided with the Instructor Resources are the completed versions of the exercises 
required in the CCI courseware. These files are examples of what and how the file should appear if all steps 
are completed as directed in the exercise. These files are provided to you for reference purposes only: 

• Occasionally a student may ask how to complete an exercise and you may want to use the files provided 
in the Instructor Resources for further explanation. 

• You may want to check that the files submitted by students (as appropriate) are similar to the ones 
provided with this Guide. 

• The exercises here were completed by an instructor who chose to complete the task as per the 
instructions in the exercise. These are meant as demonstration of one method to complete the task; 
marks can be allocated per your teaching curriculum. 

A full set of student and n data files are provided for each book in the CCI series. There also are backup files 
for each lesson that you can use if you need to replace a data file that was corrupted or lost between lessons 
(these can be restored to the student’s workstation). 

Using the Lesson Plan 
A Lesson Plan has been provided for you to use as reference in structuring your course. The lesson plan 
displays the following information: 

Page # The page the topic is located. 

Lesson Title The lesson name for the topic. 

Lesson Subtitle Title of the subtopic. 

Ex Number of exercises provided for this topic. 

Opening File Name of the file the student is asked to open, as applicable. This includes the text, 
“Create new”, when a new file is to be created as well as the name of the saved 
document from a previous exercise, as applicable. 

Saved File Name of the file to be used when the steps in the exercise require the student to save 
the file. The Lesson Plan shows the generic name of <File name> - Your Name; adjust 
this based on which option you use for your students. 

Suggested Timing: 
Content & Exercise 

As noted, suggested timing based on our instructor’s experience in teaching the 
accounting and/or software topics. This is a guide only and can be expanded or 
condensed based on the length of your course and students’ interests. Timing has 
been provided for the content as well as the exercises. These are based on the average 
typing speed of 40 wpm; you can adjust these based on the class. 
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Working with the Project Exercise 
CCI has developed an additional project that can be assigned on completion of the CCI courseware and can 
be used as additional practice for students. The company used in this project is different than the one used 
in the courseware, giving students another opportunity to apply the skills they have learned in the CCI 
courseware towards a different company. 

The project is also set up in an extended manner, thereby requiring students to use their resources to 
complete the tasks, applying skills and knowledge learned previously. 
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Where applicable, a student file is made available for use. A completed instructor data file is also available 
for reference. Depending on the courseware, there may also be an Answer Key that consists of screens for 
reference. 

Using the Practice Exam 
CCI has developed a practice exam that can be used to assess a student’s knowledge acquired through the 
class, as well as working through any of the exercises assigned. This is a paper-based test that can be printed 
and distributed to students. 

The questions have been written in the same content flow as the CCI courseware. However, the questions 
are set up with automatic numbering so that you can customize the test as required, e.g., remove headings 
for lessons, move questions around, etc. 

The Answer Key is incorporated into the paper test and will be displayed when you use the Show/Hide feature 
in Microsoft Word. To print a copy of this Answer Key, be sure to set the Hidden Text option in the View tab 
of the Tools, Options menu. 

 
 


	Using the CCI Accounting
	Instructor Resources
	Looking at the Content
	Using the Instructor Notes
	Working with the Instructor Data Files
	Using the Lesson Plan
	Working with the Project Exercise
	Using the Practice Exam



<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /All
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.5
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.0000
  /ColorConversionStrategy /CMYK
  /DoThumbnails true
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize false
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 300
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages false
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages false
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 300
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages false
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages false
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages false
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages false
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile (None)
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /CreateJDFFile false
  /Description <<

    /BGR <>
    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000500044004600206587686353ef901a8fc7684c976262535370673a548c002000700072006f006f00660065007200208fdb884c9ad88d2891cf62535370300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef653ef5728684c9762537088686a5f548c002000700072006f006f00660065007200204e0a73725f979ad854c18cea7684521753706548679c300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /CZE <>
    /DAN <>
    /DEU <>
    /ESP <>
    /ETI <>
    /FRA <>
    /GRE <>

    /HRV <>
    /HUN <>
    /ITA <>
    /JPN <>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020b370c2a4d06cd0d10020d504b9b0d1300020bc0f0020ad50c815ae30c5d0c11c0020ace0d488c9c8b85c0020c778c1c4d560002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /LTH <>
    /LVI <>
    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken voor kwaliteitsafdrukken op desktopprinters en proofers. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)
    /NOR <>
    /POL <>
    /PTB <>
    /RUM <>
    /RUS <>
    /SKY <>
    /SLV <>
    /SUO <>
    /SVE <>
    /TUR <>
    /UKR <>
    /ENU (Xerox Digital Press Settings)
  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /ConvertColors /NoConversion
      /DestinationProfileName ()
      /DestinationProfileSelector /NA
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements false
      /GenerateStructure true
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles true
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /NA
      /PreserveEditing true
      /UntaggedCMYKHandling /LeaveUntagged
      /UntaggedRGBHandling /LeaveUntagged
      /UseDocumentBleed false
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


