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Instructor Notes
Lesson 1 – Introduction
The following notes to instructors are provided based on the personal experiences and background of the writer of these notes. Additional anecdotal items should be added by the instructor based on their own personal experiences as required and as deemed appropriate for the class being taught.
Day 1
Why are students taking QuickBooks course?
Explain that they will not be qualified bookkeepers by end of course without additional training and /or practice.
Mouse use is almost mandatory, although keyboard controls are also available.
Discuss specific Network System – Deepfreeze often used by Colleges and schools to safeguard programs.
Discuss special ways of handling data files in your institution.
Page ii – Downloading the CCI Learning data files
Follow the instructions in the book and expand as needed.
Managing QuickBooks files
[bookmark: _GoBack]Discuss some file management tasks, how to start QuickBooks, what the No Company Open window contains, and the method to open and restore files.
Restore Berron’s Music Emporium Inc. – Student.qbb file. Save to the appropriate folder.
What is QuickBooks?
Explain what a fully integrated Accounting program is.
Briefly review the different Editions available.
Discuss Home Screen; review the components of each section. The Insights Tab is a new feature this year, and needs some brief discussion, but we will explore more fully in level 2. 
Dialog boxes - Open a receive payment window and discuss the fields and options available such as the drop-down menus.
Using the Icon Bar, discuss the four sections and review what icons are included. Select Customers, to open the Customer Centre – review the information contained in the various screens available in the centre. This is a brief overview only; more detail about centres will be covered in later lessons. Follow the manual, explaining and discussing steps as you go.


Review Chart of Accounts G/L, 
 Chart of Accounts – Discuss Balance Sheet and Income Statement components.
Discuss in Detail  Acct / Name/Group / Type / Balance
Briefly discuss Debit / Credit Theory
Briefly discuss account number option.
Review the Chart of Account window, and various views and reports.
Let’s create an Account:
Type: Bank 	Name: BMO Chequing	Description: Bank of Montreal Chequing
Let’s try another
Type: Bank	Name: Cash	Description: Cash Summary
Save and close - Now review the Accounts list again.
Discuss types of accounts, Do Cash accounts to explain how the type influences the structure of a report.
Do Find and Modify an account.
Discuss the various ways of doing it.
Select Royal Bank Chequing Account  change to – Subaccount of: Cash
Complete details as per screen capture in manual to complete the remaining exercises.
	Allow time for class to complete Learn the Skill exercises.
Do Deleting Accounts
Discuss creating a company from scratch (QuickBooks always creates more accounts than necessary), you may have accounts you don’t need. Also issue warning about used accounts.
Select Uniforms and click the Remove icon.
Now review the Accounts list again.
	Discuss how QB will automatically place new accounts in alphabetic order within each type.
QuickBooks Preferences
Have the students open the Preferences dialog box, and take them through the categories listed on the left of the screen. Work with them through the exercise to modify some preferences.
Company Information
 Company  Company Information
Add your name to the name of the company.
Fill in contact information for Berron’s Music Emporium Inc. as shown.
Various Reports – Chart of Accounts, Balance Sheet, Income Statement
Select Reports, List, Account Listing – menu bar
Note the difference from the last list we viewed. This can be printed.
Do a Print Preview (Let’s save a tree) Close Print Preview.
In Report Centre select  Company & Financial  Balance Sheet & Net Worth, Standard.
Discuss what a Balance sheet represents.
Then do Profit & Loss (income statement), Standard.
Discuss what an Income Statement represents.
Discuss Dates and various formats accepted by QuickBooks. Also remind them that QuickBooks generally uses the current real time date, regardless of when the exercises are being completed. This requires extra vigilance by the user.
General Journal
	Discuss what it is used for. See list in manual. General Journal used for Nothing else!
Now let’s do one  Company, make General Journal entries
Discuss how to enter, note automatic numbering by QuickBooks, Show how to do dates and discuss the fact that QuickBooks tries to balance the entry, and they must make the decision as to how to proceed.
Now do the next one from the Learn the Skill exercise. Allow time for class to complete the Learn the Skill exercises.
Memorized transactions
Discuss the concept. Do Loan Payment shown exercise, but do not Post.
Discuss the memorize transaction dialog box, work them through the process, then OK. Save and Close in the GJ window.
Recalling memorized transactions
Lists, Memorized transactions, discuss window components 
Select LRS, click Enter transaction. Note the date change.
Save & Close. Allow class to proceed through the monthly insurance exercise.
Discuss the Memorized Transaction List, contents, how and when it will appear.
Adjusting General Journal Transactions
Work the class through the petty cash entry adjustment exercise.
Reversing General Journal Transactions
Discuss general parameters about all corrections; and the need to be in the journal where the original entry was made in order to make a modification or correction.
Take class through the “Find” exercise and proceed to complete the correction as per manual.
Discuss new loan, need to void the second entry we made.
Bring the entry up, right click, VOID General Journal, Save & Close.
Display the General Journal Report
Reports, Accountant & Taxes, Journal
Discuss the dates, discuss date change, and refresh (important to remind them about refresh).
Discuss the entries. Do not close the Journal Report
Backing up QuickBooks.
Take the class through the back up process, step by step, reviewing the specific location for the student’s data files.
Lesson Summary
	Review the points covered.
Practice the Skill & Review Questions
	Refer the students to the practice exercises, and allow time in class if possible to complete the exercises.
The Answer Key for the Exercises and the Review Questions is available as part of the Instructor Resources and could be used as extra items for students to complete or as a mini exam at the end of a Lesson.
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