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Instructor:  
Class Schedule
Frequency:	
Length of class:	
Location:	 
Course Text
Title:	QuickBooks Premier 2015 Level 1
Publisher: CCI Learning Solutions
Price: $ 
Work Standards
Please arrive on time for each class. Each class will begin with a review of topics covered previously. 
Please notify me if you must leave early or will be late for any class session. 
Follow the ground rules of the course. 
Ground Rules
[bookmark: _GoBack]3-Minute Rule
When you work at the computer, don’t struggle with a task that is not working for more than 3 minutes before you ask for help. 
“NDQ” Rule
There are no dumb questions in our classroom - only questions that go unanswered. All questions are welcome. 
Interruptions are Welcome
Feel free to raise your hand to ask a question at any time.
Contact Information
You can send me email at: 

Course Description
QuickBooks Premium 2015 Level 1 teaches you how to perform daily accounting tasks in the General Ledger, Inventory, Accounts Receivable, Accounts Payable, and Payroll. This course is geared towards someone who will primarily be doing data entry in QuickBooks.

Course Objectives
By the end of this course you will be able to:
start and exit QuickBooks Premier
access QuickBooks Help feature
create, modify, find, edit, and delete General Ledger accounts
save changes to company data files
enter, adjust, and delete General Journal transactions
backup company data
change company information
create and change inventory and service items
create and modify vendor records
enter and modify bills 
write cheques
issue and fill purchase orders
pay vendor bills and print cheques
create new and modify existing customers
enter new cash and credit sales invoices for customers
record payments received from customers
record deposits of customer payments in order to update your bank balance
print invoices, statements and related forms for customers
bank any undeposited funds
set up the payroll module and preferences 
set up and modify the employee defaults 
edit individual employee data 
add a new employee 
set payroll preferences 
create and use payroll schedules
write and print payroll cheques and paystubs 
create payroll reports 
remit government and other payroll liabilities 
run reports on accounts, inventory, customers, vendors, and employees 
work with the calendar, snapshot, and the reminder list
understand year end procedures
be familiar with QuickBooks Online screens
Evaluation
Your performance in the course is evaluated on your performance in Assessment Exercises with the following skills:

