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Simply Accounting 

 

Description 

Focus on your business, not your accounting.   
Manage your cash flow, cost containment, invoicing  
and billing.  Keep your financial affairs in compliance  
and access a diverse line of accounting options for  
your business as it changes and grows. Topics include  
company set up, invoicing, accounts payables, accounts  
receivables, GST, inventory, payroll, account  
reconciliations, and financial reporting. 

Objectives 

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

 Manage your company file in Simply Accounting 
 Record your income 
 Manage your expenses 
 Reconcile your accounts 
 Track your Inventory 
 Use Simply Accounting Payroll System 
 Create and modify customized reports. 

Target Audience 

This course is intended for business owners or office  
professionals using the Simply Accounting program to  
manage their financial records. No prior bookkeeping  
experience is required however if students are new  
to bookkeeping or payroll the Basic Bookkeeping  
and Alberta Payroll Regulations Workshops are  
recommended.  Basic knowledge of computers and  
keyboarding skills are also helpful. 

 

Content 

 Managing your Company File 
o Company Set-up 
o Opening & Closing your 

company files 
o Saving copies and backups 
o Customizing your QuickBooks 

 Database Management 
o Working with the Chart of 

Accounts 
o Updating and maintaining 

product and service lists 
o Vendor, customer and employee 

lists 
 Recording Income 

o Invoicing 
o Sales Receipts 
o Customizing templates 
o Receiving payments 
o Depositing funds 
o Transferring funds 

 Managing Expenses 
o Entering and Paying Bills 
o Writing Cheques 
o Recording debit and 

preauthorized withdrawal 
transactions 

o Recurring transactions 
o Journal Entries 
o Credit Card Transactions 

 Reconciling Accounts 
 Tracking Inventory 
 Simply Accounting Payroll System 

o Setting up Employees 
o Paying Employees 
o Source Deductions 
o T4’s 
o Record of Employment Forms 

 Customized Reports 

 


