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Sage Training Level 1 — Course Qutline

Course is ained at:
= Bookkeepers new to sage

= Owmner / managers doi ng the books thensel ves BOOgles Ltd

= Staff with the responsibility of using sage

= Students doi ng AAT, ACCA, C MA, Bookkeeping Level 1, 2, or who have done a sage

course previously

| deal for:
= Building confidence and increasing confort level with the software — the aim
really is to understand the software and not just data entry with no
under st andi ng
= New users or as a refresher

Sem nar agenda
What is double entry

Overvi ew of Sage Accounts
= Sal es | edger
= Creating accounts
= Enter manually prepared invoices and credit notes
= Producing free text invoices via invoice production
= Refunds and wite offs
= Contra entries

Purchase Ledger
= Creating accounts
= Entering invoices and credit notes
= Disputing invoices

Bank Transacti ons

Suppl i er paynents

Custonmer receipts

Bank paynents and receipts

Petty cash paynents and receipts
Credit card paynents

Bank transfers

Nomi nal Ledger
= Overview

Gener al nmi ntenance
= Back up and restore
= FError correction
= Short cut keys
= Reports

The cost for Basic Training is £149.00 (no VAT). The fee includes training session
930am to 5pm student course notes and refreshnents.

Sage trainers:

Trainers are experienced instructors and have years of applied accounting,
bookkeepi ng and busi ness experience. These are practical, useful, training sessions.
Each course is limted to 12 participants, who will be instructed via |ecture,
exanpl es & exerci ses and question and answer questions.
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Sage Training Level

Course is ained at:

2 — Course Cutline

= Bookkeepers who want to inprove on their sage skills
= Owmner / managers of grow ng businesses doi ng the books thensel ves
= Staff with the responsibility of using sage

= Students doi ng AAT, ACCA, Cl MA, Bookkeepi ng Leve

1

for:

1, 2 who have conpleted |eve

= Building upon the basics of what you already know, but want to know t he ot her

parts to fully understand the ful
want tips,

Prerequi sites:

potenti al
= Peopl e who have been using the software regularly for at
tricks and techni ques to maxim se productivity

of this software
| east 12 nont hs and

= A good understandi ng of doubl e-entry bookkeeping is required

Sem nar

Furt her Bank Procedures
= Bank reconciliation
= Cheque Printing

Nomi nal Ledger
= Nom nal | edger reports
» Journal entries

= Skeleton journals

VAT

= VAT reporting & reconciling
transacti ons

Setting Up The System
= Setting defaults and preferences
= Planning and creating chart of

accounts

= Settings progranme options

= Entering opening bal ances

= Altering and designing stationery
| ayout s

The cost for

Basic Training is £149.00 (no VAT).

agenda

Asset Regi ster
= Creating categories
= Recording assets

Mont h End Procedures
= Recurring entries
= Prepaynents and accrual s
= Depreciation
= Closing off

Year End Procedures
= Zeroing bal ances
= Closing off

Further Reporting
= Sales, purchase, nominal and bank
reports
= Budget and prior year conparisons
= Gaph

The fee includes training session

930am to 5pm student course notes and refreshnents.

Sage trainers:

Trainers are experienced instructors
bookkeepi ng and busi ness experience.
Each course is limted

and
These are practical

to 12 participants,
exanpl es & exerci ses and question and answer questions.

have years of applied accounting,
useful, training sessions.

who will be instructed via |ecture,
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