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Program Hours: 300 hours
Tuition: $2895.00
Recommended Duration:  6 months

The Certificate in Accounting and Bookkeeping Studies is for anyone who desires to have a better understanding of basic accounting and bookkeeping procedures or who desires to work in a bookkeeping/ accounting department. The Certificate in Accounting and Bookkeeping Studies is particularly well suited for anyone who has recently assumed some bookkeeping and/or accounting responsibilities; anyone who works in business and wants a foundation in bookkeeping and/or accounting, or anyone who wants better understanding of the principles of bookkeeping and/or accounting.
An Introduction to Accounting: The Accounting Cycle
This course introduces the student to basic accounting terminology as well as examines the fundamental principles of basic accounting and the accounting cycle.

Objectives
 
Journals, Ledgers and Worksheets
This course develops the practical skills necessary to record transactions in chronological order by using journals, and categorize them by account using ledgers. Introduction to Accounting: The Accounting
Cycle is a prerequisite.
Financial/Accounting Management
This course provides an understanding of how to summarize business transactions that have been recorded in journals and ledgers into financial statements. In addition, you will learn how to interpret financial statements, use them to determine company profitability, and measure cash flow. Introduction to Accounting: The Accounting Cycle is a prerequisite.
Payroll accounting
In this course you will be introduced to the standard requirements of the payroll process. It will cover payroll expenses, liabilities, taxes, forms, laws, and regulations as well as a variety of other payroll functions.
Accounting for Accounts Payable
In this course you will be introduced to the proper accounting procedures for working with accounts payable.
Accounting for Accounts Receivable
In this course you will be introduced to the proper accounting procedures for working with accounts receivable.
Budgeting Essentials
In this course you are introduced to the fundamentals of the budgeting process including understanding not only how to prepare a budget but how to manage a budget within the context of a hierarchical organizational structure. You will be exposed to the various components of a budget and how they work together as well as how to prepare, organize, and structure your budget using basic financial statements.
QuickBooks
Many small businesses use some type of accounting software. Many small businesses use only a portion of the functionality of the accounting software. In this course participants will learn the basic functions of QuickBooks, including establishing an appropriate general ledger, entering data in the correct fields, and generating basic reports.
Excel
This course will teach students how to use Excel as a tool for scheduling, listing, and formulating data. You will learn how to utilize the spreadsheet for a variety of uses within bookkeeping and accounting functions as well as for organizing or collecting information within a business environment.
Understanding Financial Statements
In this course students will learn the fundamentals of understanding financial statements for purposes of obtaining financing. It is critical that every business owner understand how to interpret and explain the financial condition of his/her business.
Outline
I. An Introduction to Accounting: The Accounting Cycle
II. Journals, Ledgers and Worksheets
III. Financial/Accounting Management
IV. Payroll Accounting
V. Accounting for Accounts Payable
VI. Accounting for Accounts Receivable
VII. Budgeting Essentials
VIII. QuickBooks
IX. Excel
X. Understanding Financial Statements
Instructor:

This class supported by an Educational Mentor. Our educational mentors have worked or are working in the subject they mentor. Educational Mentors reviews student work, student progress, and interacts with students as needed. They respond to any questions or concerns you might have, as well as encouraging and motivating you to succeed. 
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