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This certificate is designed for those who want to become a bookkeeper or for small business 
owners who would like to understand bookkeeping better. Increase your skills in payroll, 
QuickBooks, and tax knowledge to enable you to perform bookkeeping accurately and efficiently.  
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Accounting Basic Concepts
Designed for the non-accountant bookkeeper, office 
manager or owner of a business. Learn basic accounting 
terms including revenues, expenses, assets, and liabilities. 
Learn to build and read the income statement, balance 
sheet, and statement of cash flows. Become familiar with 
accounting debits and credits as you learn how to record 
transactions in this hands-on course. 

QuickBooks Pro® Online
If you subscribe to QuickBooks Online®, this hands-on 
training seminar is for you! Learn how to set up a company, 
customer and vendor files, and a chart of accounts. 
Learn how to manage money coming in and money going 
out, including sales, invoicing, paying bills, and tracking 
expenses. You’ll learn how to reconcile accounts, use 
inventory and payroll, and use reports to understand your 
business, including profitability and sales trends. Bring 
your questions. Book, materials, and light lunch included. 
Basic computer knowledge is required.

Payroll Accounting
It’s a fact of business—if a company has employees, it has to 
account for payroll, fringe benefits, and payroll taxes. This 
comprehensive course will guide you through processing a 
new employee, calculating payroll and payroll taxes, payroll 
tax reporting, and periodic and year end payroll reporting to 
the government. 

Understanding Your Business Taxes
Income tax, sales tax, payroll tax, and the list goes on for 
taxes your business pays.  Discussion will center on the 
various business taxes, forms and ways to file and pay the 
taxes, and things you can do in your record keeping system 
to better understand and lessen your tax burden.  Par-
ticipants will receive all materials and are encouraged to 
bring specific questions.


