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	Discuss the points for Lesson 1.  
	Explain that we will do it slow and easy, one step at a time, mostly following the manual.
Discuss 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, Sage 50 Accounting, MYOB, for example.
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.
Spend some time discussing the EasyStep Interview, the two options, and what they allow. 
1.	Select File, New Company.
2.	In the Let’s get your business set up quickly, click Advanced Setup/Detailed Start.  Explain that QB keeps changing some minor items so wording from one version to the next may be slightly different.
3.	Name & Address – refer to manual, type in the text, click Next and wait.
4.	Select Retail Shop or Online Commerce, click Next.
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 and 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 15 screens, referring to the manual for the correct entries/choices. 
[bookmark: _GoBack]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 in the current year, the program automatically adds the year and reformats the date to the date format chosen in the Settings area. This is a good time to explain again that QB likes to use the computer (real time) date for some entries.
		Start 		1/1/15
12.	Review the general ledger accounts, discuss with class, and then click Next to accept.
13.	Click Go to Setup.


14.	View the Add/Edit Multiple List Entries window and discuss the options here. It is important to note the steps to add customers and vendors. It is critical to add first the customers, then the vendors, and then input the opening balances for both in the one screen after adding the vendor information.
15.	Take the students through the steps to enter customers, vendors, and then the opening balances for each. 
16.	Next take the students step by step through adding the bank accounts.
17.	Close the Quick Start window.
18.	Next take the students step by step through adding Inventory (Service Items) from the Item List. 
	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. Review the Inventory Asset and Cost of Goods Sold.
19.	Now take students through adding Inventory Part Items from the Add/Edit Multiple List. 
QuickBooks Preferences
Click Edit, Preferences from the menu bar, and discuss the contents of each window as you work your way through them.
Accounting	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.
Bills		Discuss due dates, relevant to discounts etc.
Chequing	Discuss the benefits of default accounts for speed in entering.
Desktop View	Review the option available, discuss preferences etc.
Finance Charge	These will be used in a later lesson, accept defaults for now.
General	Accept defaults.
Integrated Apps.	Accept defaults.
Items/Inventory	Review the options, complete the selections as instructed.
Jobs & Estmts	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 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. 
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.
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 Additional Customers & Balances
This is an opportunity to show an alternate method of creating customers. 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 Additional Vendors & Balances
This is an opportunity to show an alternate method of creating vendors. 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.
Working with Registers
Review the purpose of registers, how to access them, and take the students through the exercise.
Entering Additional Inventory & Balances
This is an opportunity to show an alternate method of creating inventory items. 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.
Take 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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