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QuickBooks – Level 2 

 

 

Description 

Learn to use customized features of the QuickBooks  
accounting software program to manage your business  
accounting needs.  Topics include recording and tracking 
inventory, using the QuickBooks payroll module, modifying  
and customizing reports, letters, & forms, using class  
tracking, creating budgets and forecasts, and strategies  
for recording job costing. 
Students will receive a free 60 day trial of the  
full Premiere with Payroll program as well as a  
20% discount off any purchased programs.  A great  
package for a business choosing QuickBooks for their  
accounting needs. 

 

Objectives 

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

 Set up and Track your Inventory 
 Use the Payroll Module 
 Customize Reports, Letters, & Forms 
 Enable Department Tracking & Job Costing  
 Create Budgets & Forecasts 
 Memorize Recurring Transactions and Reports 

 

Target Audience 

This course is intended for business owners or office  
professionals using the QuickBooks program to manage 
their financial records. Basic features of the QuickBooks 
Accounting program are not covered in this Level 2 course. 
Participants should be already using a current version of the 
Program or have completed the Level 1 course. Basic knowledge  
of computers and keyboarding skills are also helpful. 

 

Content 

 Customizing your Company File 
o Customizing Company 

Preferences 
o Customizing Customer Forms 
o Creating your own template 

letters 
 Managing Your Company File 

o Set up & Track Inventory 
o Sales Orders 
o Purchase Orders 
o Estimates 
o Memorizing Transactions 
o Create Budgets & Forecasts 
o Enable Department Tracking 
o Job Costing 

 Using the QuickBooks Payroll 
Module 

 Modify & Customize Reports 
o Filtering Reporting 

Information 
o Memorizing Customized 

Reports 
o Exporting Reports & Lists 

 


