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Simply Accounting 2009 - The Essentials & Advanced z To be paid 5 days in advance
25%o0ff Classoom Course to celelrate 20% Anniersary!
(ClasgletailsPage 1) 2 daysl4 hrs @ $35/hr =$490+ HSE $553.70

(One-on-one Qustom details Page 214 hrs @$48/hr =$672+ HSF $759.36

20 Willow Truro Classroom 2 days~8:30am- Noon, 1 - 4:30pm
IncludesCertificate, Binder (copyrighted) SA 2000 Demo CDspring water
Does notinclude:a computerbackuptools, travelcost, lunchor snacksMay kring own laptop.

GETTING STARTED
Discussoffice set-up for filing system(Bank, Visa,Sales, Vendors see page tw

1 Create a new company, set up Company Info & Dates
1 Explore Menu Bar, Backups, Compact DB, Help, Manuals, Search Tools

ESSENTIAL MODULES

1 General: Accounts = General Ledger. Groupings to produce Trial Balance

1 Payables: Vendors/Accounts Payable sub-ledger/ Purchase orders for
Suppliers, Set-up payment cheques and payments by credit card

1 Receivables: Customers/Accounts Receivable sub-ledger/ Sales invoices,

Quotes, orders, receivables/receipts/credit card receipts, Invoice & logo

Tips: Recurring entries, auto adjustments

Bank & Visa : Deposit Slips, Transfers, Manual monthly Reconciliation

)l
T

SETTING UP_INVENTORY & SERVICES, REPORTING
1 Create and link accounts and avoid common errors

9 Sales Invoice, Packing Slip, and Purchase Invoice using | & S
1 Purpose of many | & S Reports

AUDIT. MANAGEMENT., JOB COSTING REPORTING
1 Setup Allocations / Projects — look at Project Income Statement
1 Setup Departments, analyze reports

1 The Accounting EquationAssets = Liabilities + Equity
1 Audit proof! Know GAAR Revenue-Matching Principle, audit trail

PAYROLL & HST - THE CRA TRUST ACCOUNTS
1 Payroll: Employee Payroll sub-ledger — govt deductions, withholdings
Print monthly employee detail report and Balance Sheet for PD7A, WCB

1 HST: Pay Quarterly HST Report & Print appropriate Balance Sheet

1| Page
Diana ReadMiedema, Tel:902-895-6074 Fax: 902895-3038
20 Willow St Truro, Nova Scotia, £ B2N4Z74 (revised 0ct27/08)



Simply

Accountmg
by

FlNANglA'-S" One Stop for Small Business 1988-2008 - 20 YEARS o o

Simply Accounting 2009 - The Essentials & Advanced z To be paid 5 days in advance
25%o0ff Classoom Course to celelrate 20% Anniersary!
(ClasgletailsPage 1) 2 daysl4 hrs @ $35/hr =$490+ HSE $553.70

(One-on-one Qustom details Page 214 hrs @$48/hr =$672+ HSF $759.36

CustomTrainingc Usevour databaseand actual records

ThreeMethods of Support
1. Long disance done bysecureCirix GoToAssistemote screen $aring. $90/h
2. Youcomeherewith computer. $48/hr ( sparemonitor, keyboard & mouseherefor you)
3. Itravelto your office: $1.25/kmreturn (+ overnight accommodatiof $48/hr at your desk.
Bring a Banker’s Box with your files organized in labeled hanging files:
Bank/Visa Stmts, cancelled chgs, deposit slips, in monthly file folders
All Sales in a file folder in numerical/date order for HST auditor
Service Revenue: Clients should be in their own folder
Retail Revenue: with Daily register printouts - file by week or month
Receivables and Payables in separate file folders. (until paid)
Vendors in their own folder for quick reference & HST auditor
COGS Inventory Suppliers must be in date order in own folder
Payroll — bring TD1s,TD1NS, ROES, Blue WCB, Green PD7As,
Manual Inventory Counts or any info you think will be helpful

¢ Bring previous year’s Tax return with T2124 Self Employed Earnings

O CCA Depreciation Schedule, showing all assets of business
O Auto Expenses and km Log Book (all gas, all R&M, Insur, loan)
O Business-in-Home Expense (Mortg, Insur, Tax, Heat, Elect, R&M)
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