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Instructor:  
Class Schedule
Frequency:	
Length of class:	
Location:	 
Course Text
Title:	QuickBooks Premier 2015 Level 2
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
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 Premier 2015 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.

Course Objectives
By the end of this course you will be able to:
use the EasyStep Interview to set up your company data file
enter the company information
set up data file preferences
enter the data file start date 
set up the General Ledger income and expense accounts
add General Ledger accounts manually
[bookmark: _GoBack]enter the opening balances for each customer, vendor, inventory and General Ledger account
  review and modify preferences 
reconcile a bank account
download and import online statements 
create credit/debit card accounts 
set up credit cards for sales and purchases
account for customer sales on credit card
account for purchases on credit cards
reconcile credit card accounts for sales and purchases 
create and update budgets 
report against the budget
navigate and use the Insights Tab
activate class tracking
create classes
report on performance by class
generate an inventory count worksheet
write off inventory 
create and build using item assembly 
understand the need for passwords and security
add a password for the system administrator
add new users, user passwords, and adjust access rights
change or delete a user password
delete a user
remove security options from the data file
check the version of the tax table
view and update the payroll item list
create pay cheque deduction items
create employee benefit items
update employee payroll records
Course Objectives
use time tracking 
allocate payroll expenses to classes
generate payroll runs
handle employee advances	
remit payroll deductions and company contributions to Canada Revenue Agency
handle employee departures and prepare records of employment
update personal tax credits
print T4 slips and T4 summary forms
understand the use of an Exchange Gain/Loss account
update currency exchange rates
create foreign currency vendors and customers
set item prices in foreign currency
create reports using foreign currency
activate the foreign currency feature
set up General Ledger accounts for foreign currency
enter and pay bills in foreign currency
enter sales invoices and receive payments in foreign currency 
prepare customer statements
account for NSF cheques and NSF bank charges
make customers’ and vendors’ records inactive
account for and remit WCB premiums
customize QuickBooks reports
charge interest on overdue customer accounts
write off bad debts
account for and remit GST/HST and PST
access the QuickBooks Web site
use job tracking

Evaluation
Your performance in the course is evaluated on your performance in Assessment Exercises with the following skills:

