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Application Software


QuickBooks Fundamentals For Business Owners     2 Days
Discover everything that QuickBooks can do for you. In this course, students will examine how to use QuickBooks to best meet the needs of your business, by being introduced to its basic features. If you want to reduce frustration and increase accuracy, then this QuickBooks class is for you! 

Who Should Attend

This course is designed for a person with no prior knowledge of how to use QuickBooks or someone familiar with the software who wants to learn new features and functionality.
what you will achieve
· Learn to set up a company

· Learn to work with lists 

· Learn to set up inventory 

· Learn to invoice for services

· Learn to work with bank accounts

· Learn to process payments 

· Learn to enter and pay bills 

· Learn to use online banking

What you will learn 

UNIT 1. Getting Started

Topic A. Overview of course
Topic B. How to get around in QuickBooks

Topic C. Common business Terms 

UNIT 2.  Setting Up
Topic D. Decisions to make before using QuickBooks.

Topic E. Create a new company file using EasyStep interview.

Topic F. Record Opening Balance for checking account.

Topic G. Entering Customers, Jobs, Vendors, Accounts, and Items. 

UNIT 3. Working With Lists
Topic H. Edit the Chart of Accounts.

Topic I. Add a new customer to the Customer: Job List.

Topic J. Manage Lists in QuickBooks 

UNIT 4. Managing Bank Accounts 

Topic K. Record Deposits

Topic L. Pay Using Checks

Topic M. Maintain the Check Register

Topic N. Transfer Funds Between Accounts

Topic O. Reconcile the Accounts

UNIT 5. Using Other Accounts in QuickBooks
Topic P. Introduce the other account types available in QuickBooks.

Topic Q. Learn how to track credit card transactions in QuickBooks.

Topic R. Reconcile a credit card account.

Topic S. How to make a credit card payment.
UNIT 6. Managing Inventory 

Topic T. Place Purchase Orders

Topic U. Record Receipt of Inventory

Topic V. Make Payments

Topic W. Update Inventory Manually

UNIT 7. Creating Service Invoices 

Topic X. Create a Service Invoice

Topic Y. Record Statement Charges

Topic Z. Generate a Billing Statement

UNIT 8. Receiving Payments and Making Deposits
Topic AA. Record customer payments in QuickBooks.

Topic AB. Enter cash back from a deposit in QuickBooks.

Topic AC. How to process credit cards. 

UNIT 9. Entering and Paying Bills

Topic AD. Different ways you can handle bills.

Topic AE. Using the “Pay Bills” window to pay a bill.

Topic AF. Entering a discount on a bill.
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