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REGISTRATION 

Internet: www.teachmethebooks.com 

Mail: Detach or photocopy this panel and mail with 
payment to: 12042 SE Sunnyside Rd., #518 
Clackamas, OR 97015 

Phone: 503-885-0776 (to register or ask questions) 

Fax: Complete this form and fax entire panel and 
payment information to 503-698-5147 

This course provides you instruction at your own 
pace and awards a certificate in Bookkeeping upon 
successful completion.  Course tuition is $849.00 
and includes the cost of your student textbook and 
other learning materials provided during the 
course.  This is a correspondence course. 

Name:                                                                                  

 

Business Name:      

 

Address:      

 

City:                        State:            Zip:    

 

Phone:       

 

E-mail:       

PAYMENT INFORMATION 
 

�� Check enclosed payable to: 
ebs Associates 

�� Charge to credit card (circle one) 

Visa     MasterCard 

Exp. Date ____________ Amt. Pd. $ ____________ 

Name on Card ______________________________ 

Card #  ____________________________________ 

Signature __________________________________ 

Our Accounting Fundamentals Correspon-
dence Course is geared at developing and 
improving skills necessary for accurate 
bookkeeping and financial management.  
Professionals will learn a wide array of 
skills crucial to maintaining accurate re-
cords, creating various financial state-
ments as well as understanding the funda-
mental concepts of accounting. 
 
Correspondence courses are tailored for 
busy professionals.  It allows you to study 
at home when you choose. 
 
Upon completion, you will have earned a 
valuable Certificate in Bookkeeping as well 
as the necessary confidence to independ-
ently deal with the numerous challenges 
found in accounting. ����

Meet Your Correspondence Director  
 
 

Denise A. Loter 
 

Certified  
QuickBooks  
ProAdvisor 

 
 
 

denise@teachmequickbooks.com 
 
Since 1982, Denise has helped literally hun-
dreds of businesses improve their bookkeep-
ing procedures and customize their Quick-
Books software to work best for them. She 
has experience helping business owners in a 
wide variety of industries that includes every-
thing from law firms, to vineyards, to construc-
tion companies, to medical practices, and eve-
rything in between.  She is an expert with 
QuickBooks Pro, Premier, Enterprise Solu-
tions, and all the industry-specific versions of 
the software. 

Accounting 
Fundamentals 

Correspondence 
Course 2009 

Presented By: 
Denise A. Loter 

Certified QuickBooks ProAdvisor 
President and Founder of ebs Associates, Inc  

A comprehensive correspondence course that 
allows you to work at your own pace and will help 

you develop and improve skills  
necessary for accurate bookkeeping and financial 

management 

12042 SE Sunnyside Rd. 
Suite 518 

Clackamas, OR  97015  

56077 Gothard Way 
Bend, OR  97707  



Accounting Fundamentals 

Principles of Accounting 
Learning the functions of accounting.  Completing 
an accounting equation.  Preparing a balance 
sheet.  Demonstrating the process of recording 
transactions in equation form. 
 
The Effect of Revenue and Expenses 
Analyzing business transactions involving revenue 
and expenses.  Recording the effects of revenue 
and expenses in the accounting equation.  Com-
puting net income or net loss. 
 
Asset, Liability, and Owner’s Equity Accounts 
Setting up T accounts and entering opening bal-
ances.  Recording debits and credits in asset, li-
ability, and owner’s equity accounts.  Footing and 
balancing the accounts.  Proving the accounting 
equation. 
 
Revenue and Expense Accounts 
Learning the rules of debits and credits and how 
to record them in revenue, expense, and with-
drawal accounts. 
 
The Trial Balance 
Learning to prepare a trial balance and locate and 
correct the errors in the trial balance and ledger 
accounts. 
 
Financial Statements 
Learning to prepare an income statement, balance 
sheet, and statement of owner’s equity. 
 

The General Journal 
Learning to use the chart of accounts and how to 
record transactions and correct errors in the general 
journal. 
 
The General Ledger 
Setting up the general ledger accounts and posting 
entries from a general journal to the general ledger 
accounts.  Completing the balance columns in the 
general ledger  accounts and correcting errors in the 
ledgers.  Learning to prepare a trial balance from the 
general ledger accounts. 
 
The Worksheet and the Financial Statements  
Learning to record the trial balance on a worksheet 
and preparing the income statement, statement of 
owner’s equity, and balance sheet from the work-
sheet. 
 
Closing The Ledger 
Recording closing entries and posting them to the 
general ledger accounts and preparing a post-
closing trial balance. 
 
Intro to Merchandising Businesses: Sales 
Learning the differences between cash, charge ac-
count, and credit card sales.  Computing sales tax 
and the discount and amount of payment due on an 
invoice.  Learning procedures for handling sales re-
turns and allowances. 
 
Intro to Merchandising Businesses: Purchases 
Learning procedures for checking the accuracy of 
invoices and handling purchase returns and allow-
ances and computing purchase discounts. 
 

Accounting for 
Purchases 
Recording entries 
for the purchase of 
merchandise with 
cash or credit, the 
purchase of sup-
plies and other as-
sets, purchase dis-
counts, freight in, 
and purchase re-
turns and allow-

ances. 
 
Accounting 
for Sales 
Recording en-
tries for the 
sale of mer-
chandise for 
cash or credit, 
sales dis-

counts, sales returns and allowances, and sales tax. 
 
The Sales Journal 
Recording sales of merchandise on credit in a sales 
journal and total, prove, and rule the sales journal. 
 
The Purchases Journal 
Recording purchases of merchandise on credit in a 
purchases journal and total, prove, and rule the pur-
chases journal. 
 
The Cash Receipts Journal 
Recording transactions in a cash receipts journal 
and total, prove, and rule the cash receipts journal. 
 
The Cash Payments Journal 
Recording transactions in a cash payments journal 
and total, prove, and rule the cash payments journal. 
 
The Accounts Receivable Ledger 
Posting to the accounts receivable ledger and pre-
paring a schedule of accounts receivable, statement 
of account, and A/R aging report.  Learning to record 
transactions involving notes receivables. 
 
The Accounts Payable Ledger 
Posting to the accounts payable ledger and prepar-
ing a schedule of accounts payable.  Learning to 
record transactions involving notes payable. 
 
Worksheet Adjustments 
Learning about the need for worksheet adjustments 
and how the adjustments are calculated and re-
corded on the worksheet.  Learning the procedure 
for writing off an uncollectible account receivable.  
Completing the Adjusted Trial Balance section of the 
worksheet. 
 

Cost of Goods Sold and Statements 
Learning to complete a 10 column worksheet 
and preparing an income statement, statement 
of owner’s equity, and balance sheet from the 
worksheet. 
 
Adjusting and Closing the General Ledger 
Journalizing adjusting and closing entries, post-
ing the adjusting and closing entries, and prepar-
ing a post-closing trial balance. 
 
Banking Procedures 
Learning procedures for opening and using a 
checking account, endorsing checks, preparing 
deposit slips, completing check stubs and writing 
checks, and reconciling the bank account. 
 
Petty Cash and Other Special Cash Proce-
dures 
Setting up and using a petty cash fund.  Proving 
and replenishing a petty cash fund.  Using a 
change fund and providing travel advances.  Ac-
counting for cash shortages and overages. 
 
Payroll  
Procedures 
Computing gross 
earnings using 
different pay 
plans.  Reading 
a timecard and 
computing regu-
lar hours and 
overtime hours.  
Computing de-
ductions and net 
pay.  Preparing a 
payroll register 
and employee 
earnings record.  
Journalizing the 
payroll and pay-
roll taxes. 
 
The Combined Journal 
Recording transactions in a combined journal 
and totaling, proving and ruling the combined 
journal. 


