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Instructor Notes Lesson 1

QuickBooks Premium 2011 Level 2
Instructor Notes

Lesson 1 - Setting Up Data Files and Customizing Settings

QuickBooks manual Page 1

Discuss the points for Lesson 1.

Explain that we will do it slow and easy, one step at a time, following mostly the manual.
Discuss the fact that after having taken the QuickBooks Level 1 and Level 2 courses, the students are not
necessarily qualified to open a bookkeeping office. The courses have taught them how QuickBooks works, but
there are many bookkeeping concepts that they would have to master before becoming bookkeepers. Keep
learning at every opportunity.
Open QuickBooks

We will set up a new company from scratch—one that has been in operation using a different way of doing
books, such as manual paper-based bookkeeping, Simply Accounting, MYOB, etc.

Review with the students the information in the first few pages, explaining what you must have in order to do
so, and some of the options available in QuickBooks.

1. Select File, New Company.
In the Easy Step Interview screen, click Start Interview.
Name & Address — refer to manual, type in the text, click Next and wait.

Select the Retail Shop or Online Commerce, click Next.

2
3
4
5. Company organization — Corporation, click Next.
6. Fiscal Year Start Date — January, click Next.

7 Password — skip, and click Next.

8

File Name > What & Where is the Data file stored
Browse -> store according to local network click Save.

9. Finish >wait for the program to set up the data file.
Customizing the data file. Click Next.

10. Take the students through the next 16 screens, referring to the manual for the correct
entries/choices.

11. Start Date — explain what these dates mean. Tell them about the easy way of entering dates, either
opening the calendar or using shortcuts. As long as a date is entered into any field into the current
year, the program automatically adds the year and reformats the date to the date format chosen in
the Settings area.

Start 11711

12. Bank account — Yes, enter the required information, click Next.
13. Review the general ledger accounts, discuss with class, then click Next to accept.

14. Click Finish, close the QuickBooks coach.
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Lesson 1

Instructor Notes

QuickBooks Preferences
Click Edit, Preferences from the menu bar, and discuss the contents of each window as you work your
way through them.

Accounting

Bills

Chequing
Desktop View
Finance Charge
General
Integrated Apps.
Iltems/Inventory
Jobs & Estmts

Explain why we are removing the 90 days warning, this is because the dates we
will be using are more than 90 days in the past from the current date in the
computer.

Discuss due dates, relevant to discounts etc.

Discuss the benefits of default accounts for speed in entering.

Review the option available, discuss preferences etc.

These will be used in a later lesson, accept defaults for now.

Accept defaults.

Accept defaults.

Review the options, complete the selections as instructed.

Accept defaults.

Currencies Discuss the ability to have multiple currencies, accept default.
Payroll/Empl. Complete as instructed.

Reminders Accept defaults.

Reports/Graphs  Accept defaults.

Sales/Customers Accept defaults.

Sales Tax Accept defaults.

Send Forms Accept defaults.

Service Conn. Accept defaults.

Spelling Complete as instructed

Time/Exp. Accept defaults.

Click OK, click on the Home icon if necessary.

General Ledger — Income & Expenses

Students should, by this time, know how to create and edit accounts. Have them open the Chart of Accounts,
and do a review of the accounts that QuickBooks has provided, based on the type of industry selected in the
Easy Step interview.

Work them through the next steps in the manual for creating and modifying specific accounts.

Discuss entering Opening Balances — the importance of accuracy. Discuss the fact that QuickBooks does not
allow you to enter detailed invoice amounts for outstanding receivables and payables.

Entering Suppliers, Supplier Balances, Customers and Customer Balances

If there is an amount in the Accounts Payable account, there will have to be a corresponding Supplier(s) with
such amount.

If there is an amount in the Accounts Receivable account, there will have to be a corresponding Customer(s)
with such amount.

For the sake of brevity only the names are entered here, rather than full contact information. (Saves typing).
Work with the students to complete the instructions, making sure they enter the correct opening balances as
well as the correct date.

Adding accounts to the General Ledger

In this exercise we will work with account numbers, Select Edit, Preferences, Accounting, Company
Preferences, and click Use account numbers. OK

Review the Chart of Accounts, reviewing the information provided in the manual.

Take students through the addition or editing of the accounts listed in steps 5 through 10. Review the Chart of
Accounts once these are completed.
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Instructor Notes Lesson 1

Entering G/L Opening Balances

There will be three accounts in the General Ledger for which you will NOT enter an opening balance. They are,
Accounts Receivable, Accounts Payable, and Inventory. The balances in each of these accounts will be
calculated by QuickBooks when opening balances are made to customers, vendors, and inventory items.
Discuss the requirement of entering either positive or negative numbers.

Work students through the next exercise to enter the balances for the three accounts listed.

Take students through the next two exercises, creating the reports as instructed.

Entering Customer Opening Balances

Review the information provided, reminding students of the fact that previous receivables will be entered into
Uncategorized Income, and no details can be entered at this time. Allow the students to complete the exercise
as instructed. Bring their attention to the increase in the Accounts Receivable account.

Entering Vendor Opening Balances

Review the information provided, reminding students of the fact that previous payables will be entered into
Uncategorized Expense, and no details can be entered at this time.

Allow students to complete the exercise as instructed. Bring their attention to the increase in the Accounts
Payable account.
Entering Inventory Opening Balances

Explain what is required to use the inventory module. Each item requires a) a number b) an individual name
c) selling price d) linking of which accounts are accessed when an item is bought or sold.

The list is provided. The total of the balances of each item has to correspond to the amounts stored in the
corresponding inventory account in your trial balance.

Services

Explain the difference between Inventory and Service. Service still requires some information but not as much.
Work with the students to add the new inventory and service items taking special care with the As of dates.
Review the additions to the Chart of Accounts.

Entering Employees and Payroll History

Open the Payroll Ledger and go through each tab, explaining the “must haves” and the items which are needed
but not mandatory.

Enter the information for MICHAELS, Jordan as shown.

Always enter names as Last, First.

Discuss the importance of the Use column for Income as well as Deduction items.

Preferences Review
Explain that these items do not affect how the program operates, but are there to “personalize” some of the
settings.
- Edit > Preferences Discuss the difference between My and Company
Accounting Review the options in the Company preferences tab.
Desktop View Review the options in the My preferences tab.
General Review the options in both tabs.

ltems/Inventory Review the options in the Company preferences tab. This might be a good time
to discuss the options in Multiple U/M

Currencies Discuss the ability to have multiple currencies.
Reminders Review the options in both preferences tabs.

Sales/Customers Review the options in the Company preferences tab.
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Instructor Notes Lesson 1

Close the Preferences window.

Take the students through the backup process for the data file.

Review the summary, and assign the Practice the Skill exercise and the Review Questions as you
consider appropriate.
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Courseware 1752

QuickBooks Premier 2011 - Level 2

MasterTrak™ Accounting Series

Course Description

QuickBooks Premium 2011 Level 2 is a continuation of basic features for daily accounting tasks using
QuickBooks and will introduce some of the more advanced functions and capabilities of QuickBooks.

Students will look at how to create company files, and deal with more advanced tasks for receivables,
payables, inventory and payroll.

Basic Skills Checklist

The following list summarizes skills learned in Microsoft Windows — Level 1 that students should be
comfortable with for this courseware. It is assumed that the student has completed or is familiar with
accounting fundamentals. In addition, it is important to understand how a business functions to fully
understand the concepts discussed.

Take a few minutes to review the following items to ensure you are familiar with them:

oo oUoUUd ooodd

moving around the screen
using the Start button
using the Control button

using the Minimize, Restore, and Close
buttons

getting Help in Windows

moving around with the mouse and keyboard

accessing menus and making menu choices
using Windows programs

sizing and moving windows

using the scroll bars

managing documents

using the toolbar and ruler

oo ooU0U oooodd

running multiple programs
using the Clipboard
finding documents
navigating folders

creating, deleting, renaming, copying, and
moving files and folders

working with the Explorer
emptying the Recycle Bin

using flash drives or burning CD’s
working with the Control Panel
using the Print Manager

using TrueType fonts

using the Accessories

The following is a list of basic accounting terms that you should also be familiar with before taking this
course:

COooooDo

Canada: 1-800+668+1669
United States: 1:888<997+4224

assets, liabilities, and equity
balance sheet

trial balance

income statement

debits and credits

ledger accounts

entering journal transactions

On the web:
www.ccilearning.com

O OO0 oo

posting transactions

entering payables and receivables
transactions

inventory tracking

provincial government remittance process
for PST

federal government remittance process
for GST/HST
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Courseware 1752

QuickBooks Premier 2011 - Level 2

MasterTrak™ Accounting Series

Courseware Outline

About This Courseware

Courseware Description
Course Objectives

Course Design
Conventions and Graphics

Setting up Data Files and
Customizing Settings

Objectives of Lesson 1

- Using the EasyStep
Interview

QuickBooks Preferences
- Income and Expenses
- Opening Balances

Adding Accounts to the General
Ledger

Entering G/L Account Opening
Balances

Entering Vendor Opening
Balances

Entering Inventory Opening
Balances

QuickBooks Preferences
Review

Lesson 1 Summary

Practice the Skill

Review Questions

Banking and Credit Cards

Objectives of Lesson 2

Creating Inventory Accounts

Creating Inventory Items

Creating Service Items

Changing Inventory & Service
Item Data

Inventory Reports

Summary of Lesson 2

Practice the Skill

Review Questions

Budgets, Classes, Inventory
and Security

Objectives of Lesson 3
Budgeting
- Creating, Reporting &
Updating a Budget
Handling Accounting by Class
- Activating the Class Feature
- Creating Classes
- Allocating Expenses and
Revenues
-, Reporting by Performance by
Class
Managing Inventory
- Generate Inventory Count
Worksheet

- Writing off Inventory
- Creating an ltem Assembly
- Building the Item
Adding Passwords & Security
Logging in as the System
Administrator
- Adding a User
- Changing or Deleting a
User’s Password
- Deleting a User
- Removing Security Options
from the Data File
Lesson 3 Summary
Practice the Skill
Review Questions

Additional Payroll Features

Objectives of Lesson 4
Checking the Tax Tables
Payroll Item List
Pay Cheque Deductions
Employee Benefits
Updating Employee Payroll
Records
Allocating Payroll Expenses to
Classes
Generating a Payroll Run
Remitting Payroll
Deductions/Contributions
Employee Departures
- Generating a Record of
Employment
- Changing an Employee’s
Record to Inactive
Generating T4 Slips
- Setting up and Printing T4
Slips
Personal Tax Credits
Handling Direct Deposit
Lesson 4 Summary
Practice the Skill
Review Questions

Working with Foreign
Currencies
Objectives of Lesson 5
Dealing with Foreign Currency
Setting up with Foreign
Currency
- Updating the Foreign
Currency Exchange Rate
Setting up a Foreign Currency
Bank Account
Making Purchases in Foreign
Currency

- Creating Accounts Payable
in Foreign Currency
- Setting up Foreign Vendors
- Entering & Paying Billsin a
Foreign Currency
Pricing Inventory and Services
- Price List Report with
Foreign Prices
Setting Up for Sales to Foreign
Customers
- Creating Accounts
Receivable in Foreign
Currency
- Setting up Foreign
Customers
- Sales & Payments in a
Foreign Currency
Foreign Currency Reporting
Lesson 5 Summary
Practice the Skill
Review Questions

Miscellaneous Items

Objectives of Lesson 6
Preparing Customer Statements
- Printing or E-mailing a
Customer Statement
Charging Interest on Overdue
Accounts
- Activating & Applying
FinanceCharges
NSF Cheques
- Setting up, Handling and
Processing
Bad Debts
- Setting Up and Writing Off
Managing Sales Taxes
WCB Premiums
Customizing Reports
Accessing the QB website
Using Job Tracking
Creating Estimates
Summary of Lesson 6
Practice the Skill
Review Questions

Appendices

A Quick Review of Basics

Setting Up New Company Data
Files

Practice Exercises

Glossary of Terms

Answers to Review Questions

Index

Canada: 1-800+668+1669
United States: 1:888<997+4224

On the web:
www.ccilearning.com
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Using the
GGl Accounting
Instructor Resources

CCl 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 CCl 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

e  Set of instructor or completed data files

. Lesson plan with suggestions on topics to include and timing

. List of data files required to complete all exercises

e Additional Exercises

. Project Exercise

. Paper-based Practice Exam with Answer Key

e  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.
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Instructor Resources User’s Guide

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. 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.

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:

e  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.

e 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 instructor 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: As noted, suggested timing based on our instructor’s experience in teaching the

Content & Exercise 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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Instructor Resources

User’s Guide

A B C D E F G

1 Lesson Plan — QuickBooks Premier 2011 — Level 2
2 [ Data Files [ Suggested Timin
3 Pg #] Lesson Title | Subtitle I | Opening File Saved File [ Content [Exercise
4 About This Courseware
5 viii| Course Description Course Series 2
6 Course Length 2
7 Course Prerequisites 2
8 Classroom Setup 2
9 viii|Course Objectives 2
10 viii|Course Design 2
1 ix|Conventions and Graphics 2
12 Lesson 1 - Setting Up Data Files and Customizing Settings
13 1|Objectives of Lesson 1 5
14 2|Creating a New Company Data File Using the EasyStep Intenview Ex |Create new West Coast Computers Ltd - Your Name 5 20
15| 6 Company Info
16 10 Start Date
17 12|QuickBooks Preferences Ex |West Coast Computers Ltd. - Your Name |West Coast Computers Ltd. - Your Name
18 13 Income and Expenses Ex |West Coast Computers Ltd. - Your Name |West Coast Computers Ltd. - Your Name
19 14) Opening Balances Ex |West Coast Computers Ltd. - Your Name |West Coast Computers Ltd. - Your Name

14 Adding Accounts to the General Ex [West Coast Computers Ltd. - Your Name [West Coast Computers Ltd. - Your Name 5 10
20 Ledger

17|Entering G/L Account Opening Ex |[West Coast Computers Ltd. - Your Name [West Coast Computers Ltd - Your Name 5 7
21 Balances
22| 20|Entering Customer Opening Balances Ex |West Coast Computers Ltd. - Your Name |West Coast Computers Ltd - Your Name 3 5
23 21|Entering Vendor Opening Balances Ex_|West Coast Ci Ltd. - Your Name [West Coast Computers Ltd - Your Name 3 3
24| 21|Entering Inventory Opening Balances Ex |West Coast Computers Ltd. - Your Name |West Coast Computers Ltd - Your Name 5 10
25 _ 23|QuickBooks Preferences Review Ex |West Coast Computers Ltd. - Your Name |West Coast Computers Ltd - Your Name 5 15
26 28|Summary of Lesson 1 5
27 __ 28|Practice the Skill exercises Ex |West Coast Computers Ltd. - Your Name |West Coast Computers Ltd. - Your Name 20
28 | 28|Review Questions 15

Working with the Project Exercise

CCl has developed an additional project that can be assigned on completion of the CCl 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’'ve 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.

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.

QuickBook

Pren

er 2011 — Level 2

Project Exercise

This handout contains additional practice forworking with QuickBooks. This exercise should be attempted only
on completion of the entire QuickBooks Premier 2011 — Level 2 course

A data file has been provided for you to complete the project exercise. Check with your instructor to determine
the location of this file and ensure you save it with your name as noted in the instructions.

Burlington Computers company data file has a data conversion date of March 1, 2011. You will use this data
file to perform various accounting functions. The sales tax rate in this file was set at GST/HST 13%.

1. Locate the company data file Burlingfon Computers - student name using Windows Explorer, and change
the name of the file so that student name is replaced with your own name.

2. Start QuickBooks and open the company data file Burlington Computers - <student name=.

3. Change the company name in the Company Information dialog box to Burlington Computers - <student
name> where <student name> is your own name.

A Rat un rlace trackina and A

Dramnt tn
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Instructor Resources User’s Guide

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.

QuickBooks-Premier-2011-—Level-2 -+ Practice-Exam

i‘est-ﬂuestionsﬂ

vourtype-ofbu when-building the-new-companyfiles. 1

3. Ifconverting-from-another-accounting-systemto-QuickBooks,it-may be-easierto-create-them- from-scratch
ol -True - O-Falsef

4. - Which- of the following-date options-is not the best choice forthe start-date-when- converting to

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 Word
Options menu.
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