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Basic Bookkeeping 

 

 

Description 

Accurate bookkeeping is an integral part of any  
business. The Basic Bookkeeping Workshop is designed  
to teach you what you need to know about your  
accounting responsibilities and duties regardless of  
which accounting method or software program you  
are utilizing. Learn accounting terminology, duties, and 
 how to understand common financial statements so  
that you can develop an accounting system to suit  
your needs. 

Objectives 

By the end of this workshop you will be able to: 

 Identify account types and set up a  
chart of accounts 

 Understand the roles and responsibilities  
of a bookkeeper 

 Read and interpret a Trial Balance report  
and basic Financial Statements 

 

Target Audience 

This information based workshop is intended as an  
introduction to Accounting. No computers are used  
and there are no prerequisites to taking this  
workshop. Individuals with bookkeeping responsibilities  
seeking basic knowledge in the accounting field are  
encouraged to attend. This workshop is an excellent  
introduction to our computerized accounting software  
courses QuickBooks or Simply Accounting 

 

Content 

 Business organization types 
o Sole Proprietorship 
o Partnership 
o Corporation 

 The Fiscal Year 
 Account Types 

o Assets 
o Liabilities 
o Equities 
o Income 
o Expense 
o Cost of Goods Sold 

 The Chart of Accounts 
 The Trial Balance 
 Types of Transactions 

o Accounts Payable 
o Inventory 
o Accounts Receivable 
o Payroll 

 GST responsibilities 
 Reconciling Accounts 
 Basic Financial Statements 

o Profit & Loss 
o Statement of Owners Equity 
o Balance Sheet 

 Year End Preparation 
 
 
 
 
 

 

 


