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Training Manual Template for Word: A Practical Guide to Streamline Your
Training Materials

training manual template for word is an essential resource for businesses,
educators, and trainers who want to create clear, organized, and professional
training documents with ease. Whether you’re onboarding new employees,
rolling out new software, or conducting workshops, having a well-structured
manual can make all the difference. Microsoft Word, being one of the most
widely used word processing tools, offers a versatile platform to design
these manuals efficiently. In this article, we’ll explore how to leverage a
training manual template for Word to save time, maintain consistency, and
deliver impactful learning experiences.

Why Use a Training Manual Template for Word?

Creating a training manual from scratch can be overwhelming. You need to
organize content logically, ensure readability, and maintain a consistent
design throughout the document. This is where a training manual template for
Word comes into play. It offers a pre-designed framework that you can
customize according to your training needs.

Templates help you:

- **Save Time:** Instead of formatting every page manually, you can focus on
the content.
- **Maintain Consistency:** Uniform fonts, headings, and styles enhance
professionalism.
- **Improve Readability:** Structured layouts guide readers smoothly through
the material.
- **Enhance Engagement:** Incorporating visuals and interactive elements
becomes easier with a solid layout.
- **Simplify Updates:** As procedures or policies change, updating the manual
is straightforward.

Using Microsoft Word as the platform also means compatibility and ease of
sharing. Most users are familiar with Word, and its features such as styles,
tables, and images make it ideal for creating detailed guides.

Key Elements of an Effective Training Manual
Template for Word

Before diving into customization, it’s important to understand what makes a



training manual effective. A well-crafted template should incorporate the
following components:

1. Clear Title and Introduction

Start with a prominent title page that includes the manual’s name, the
company or organization logo, and version information. The introduction
should outline the purpose of the manual and what learners can expect.

2. Table of Contents

A clickable table of contents (TOC) improves navigation, especially for
longer documents. Word’s built-in TOC feature allows automatic updating as
you add or remove sections, making it user-friendly.

3. Section Headings and Subheadings

Consistent use of headings helps break information into manageable chunks.
Using Word’s style settings ensures that headings stand out and contribute to
the TOC.

4. Step-by-Step Instructions

Training manuals often include procedures or workflows. Formatting these
steps clearly—using numbered lists or bullet points—makes it easy for users
to follow along.

5. Visual Aids

Screenshots, diagrams, charts, and icons can clarify complex information. A
good template reserves space and formatting for visuals to maintain a clean
layout.

6. Tips, Warnings, and Notes

Highlighting important advice or cautionary notes draws attention to critical
points without disrupting the flow of the main text.



7. Glossary and Appendices

Providing definitions of jargon or additional reference material helps
learners grasp concepts more thoroughly.

How to Customize a Training Manual Template in
Word

Getting started with a training manual template for Word is straightforward.
Here’s a step-by-step approach to tailoring it to your needs:

Step 1: Choose the Right Template

Microsoft Word offers built-in templates, but many websites provide free or
premium training manual templates designed specifically for various
industries. Look for templates that suit your subject matter, whether it’s
customer service, technical training, or safety protocols.

Step 2: Update the Cover Page

Personalize the cover with your company’s branding, training title, and date.
Adding contact information or the trainer’s name can also be helpful.

Step 3: Modify Styles and Formatting

Adjust fonts, colors, and paragraph spacing to align with your brand
guidelines. Using Word’s style feature ensures that changes apply
consistently across headings, body text, and captions.

Step 4: Insert Your Content

Replace placeholder text with your training material. Organize the content
logically, maintaining a balance between text and visuals.

Step 5: Add Visual Elements

Use Word’s Insert tab to add images, charts, or SmartArt. Resize and position
graphics to complement the text without overwhelming the pages.



Step 6: Create Interactive Features

For digital manuals, include hyperlinks within the TOC or external resources.
Bookmarks and cross-references in Word can enhance navigation.

Step 7: Review and Test

Proofread the manual and test all links and formatting. Sharing a draft with
colleagues or trainees can provide valuable feedback before final
distribution.

Tips for Creating a User-Friendly Training
Manual Using Word

Even with a great template, the way you present the content matters a lot.
Here are some practical tips to elevate your training manual:

- **Keep Language Simple and Direct:** Avoid jargon unless necessary, and
explain terms clearly.
- **Use Consistent Terminology:** This reduces confusion and reinforces
learning.
- **Incorporate White Space:** Avoid clutter; ample spacing improves
readability.
- **Highlight Key Points:** Use bold, italics, or colored text sparingly to
emphasize important information.
- **Include Summary Sections:** Brief recaps at the end of chapters help
reinforce learning.
- **Make it Accessible:** Consider font size and color contrast for readers
with visual impairments.
- **Utilize Templates for Checklists and Quizzes:** Engaging elements can
reinforce knowledge retention.

Benefits of Using Microsoft Word for Training
Manuals

Although there are many specialized tools for creating manuals and e-learning
content, Microsoft Word remains a popular choice for several reasons:

Familiar Interface

Most organizations already use Microsoft Office, meaning employees and



trainers are comfortable navigating Word.

Flexible Formatting

From tables to headers and footers, Word offers comprehensive formatting
tools that adapt to different training needs.

Easy Collaboration

Using Word’s track changes and commenting features facilitates collaborative
editing and feedback collection.

Compatibility and Portability

Word documents can be converted to PDFs, printed, or shared electronically
with minimal compatibility issues.

Cost-Effectiveness

For companies with existing Microsoft Office subscriptions, using Word avoids
additional expenses on specialized software.

Where to Find Quality Training Manual Templates
for Word

If you’re ready to start but need a solid template, here are some reliable
sources to explore:

- **Microsoft Office Templates:** The official template library offers free
training manual formats.
- **Template Websites:** Platforms like Template.net or Envato Elements
provide professionally designed templates.
- **Industry-Specific Resources:** Some industry associations offer templates
tailored to their standards.
- **Freelance Designers:** Hiring a designer to create a custom template can
ensure it perfectly fits your branding and training goals.

When selecting a template, consider the document’s length, the complexity of
your content, and whether you want a minimalist or highly visual style.



Final Thoughts on Using a Training Manual
Template for Word

A training manual template for Word is more than just a starting point—it’s a
strategic tool that can enhance learning effectiveness and streamline your
training process. By choosing the right template and customizing it
thoughtfully, you provide your audience with clear instructions and a
pleasant reading experience. With practice, creating and updating training
manuals in Word becomes second nature, empowering you to focus on what truly
matters: delivering valuable knowledge and skills. Whether you’re a small
business owner, a corporate trainer, or an educator, embracing these
templates can transform how you communicate essential information.

Frequently Asked Questions

What is a training manual template for Word?
A training manual template for Word is a pre-designed document format created
in Microsoft Word that helps users easily develop structured and professional
training manuals by providing layouts, headings, and styles.

Where can I find free training manual templates for
Word?
You can find free training manual templates for Word on Microsoft Office's
official website, template marketplaces like Template.net, and platforms like
Google search, Pinterest, or Canva that offer downloadable Word templates.

How do I customize a training manual template in
Word?
To customize a training manual template in Word, open the template file,
replace placeholder text with your content, modify headings and formatting as
needed, add images or tables, and save the document with a new name.

What are key sections to include in a training
manual template?
Key sections to include are: Introduction, Objectives, Training Schedule,
Course Content, Procedures, Safety Guidelines, Assessment Methods, FAQs, and
Contact Information.



Can I use a training manual template in Word for
different industries?
Yes, training manual templates in Word are usually versatile and can be
adapted to suit various industries by modifying the content to reflect
industry-specific procedures and terminology.

How can I make my training manual template more
engaging in Word?
In Word, you can make your training manual more engaging by using visuals
like images and charts, applying consistent and clear formatting,
incorporating interactive elements like hyperlinks, and using bullet points
for easy readability.

Is it possible to convert a Word training manual
template into a PDF?
Yes, Microsoft Word allows you to easily convert your training manual into a
PDF by selecting 'Save As' and choosing PDF format, which helps preserve
formatting and makes the manual easier to distribute and print.

Additional Resources
Training Manual Template for Word: Streamlining Employee Training
Documentation

training manual template for word serves as an essential resource in the
creation and distribution of comprehensive employee training materials. In
today’s fast-paced corporate environment, organizations increasingly rely on
streamlined documentation to ensure consistency, efficiency, and clarity in
onboarding and continuous learning processes. Utilizing Microsoft Word’s
versatile platform for developing training manuals offers several advantages,
from ease of customization to wide accessibility. This article explores the
significance of training manual templates designed specifically for Word,
evaluates their features, and discusses best practices for leveraging these
templates to optimize workplace training.

The Role of Training Manual Templates in
Organizational Learning

Training manuals are foundational documents that guide employees through
company procedures, policies, and job-specific skills. A well-structured
training manual template for Word acts as a blueprint, simplifying the
process of manual creation by providing pre-formatted sections, styles, and



layouts. These templates help standardize the presentation of content, reduce
the time and effort required to compile training materials, and ensure that
all essential topics are covered systematically.

Moreover, the use of Word-based templates allows trainers and HR
professionals to integrate multimedia elements such as images, tables,
charts, and hyperlinks seamlessly. This flexibility enhances the learning
experience by making complex information more digestible. Given Word’s
ubiquitous presence across business environments, training manuals created on
this platform are easily shareable and compatible with various devices and
operating systems.

Why Choose a Training Manual Template for Word?

Opting for a training manual template tailored for Word comes with distinct
advantages:

User-friendly Interface: Microsoft Word’s intuitive design supports
users with varying technical skills in creating polished documents.

Customization: Templates can be modified to match corporate branding,
incorporate specific instructional design elements, and adjust to the
particular needs of different departments.

Consistency: Templates promote uniformity in font choices, heading
structures, and spacing, which enhances professionalism and readability.

Cost-Effectiveness: Many training manual templates for Word are
available for free or at low cost, reducing the need for specialized
software or consultants.

Compatibility: Word files are widely supported, enabling easy
distribution via email, intranet portals, or printed handouts.

Key Features of Effective Training Manual
Templates in Word

When selecting or designing a training manual template for Word, several
features contribute to its effectiveness:



Structured Layout and Navigation

A coherent structure featuring a table of contents, clearly defined sections,
and headers improves navigability, allowing trainees to locate information
quickly. Templates often include built-in heading styles that facilitate
automatic generation of a contents page, which updates dynamically as the
document changes.

Predefined Styles and Formatting

Consistent use of fonts, colors, and paragraph styles ensures the manual
looks professional and is easy to read. Templates typically provide these
predefined styles, which users can apply to headings, subheadings, body text,
and bullet points without manual adjustments.

Instructional Elements

Effective training manuals include space for learning objectives, step-by-
step instructions, checklists, and quizzes. Word templates can incorporate
placeholders or sections specifically designed for these elements,
encouraging thorough content development.

Visual Integration

Incorporating visuals such as diagrams, screenshots, and infographics
enhances comprehension. Word supports embedding various image formats, and
templates often reserve dedicated areas or recommend sizes and placements to
maintain visual balance.

Accessibility Considerations

Modern templates may incorporate features to improve accessibility, including
alt text for images, appropriate contrast levels, and font sizes that
accommodate readers with visual impairments. This ensures inclusivity in
training materials.

Comparing Popular Training Manual Templates for
Word

The market offers a variety of training manual templates designed for



Microsoft Word. These range from simple, minimalist designs to feature-rich,
visually engaging formats. For instance, some templates focus heavily on
textual content with basic formatting, suitable for straightforward process
documentation. Others employ colorful themes, iconography, and interactive
elements to engage learners more effectively.

Free templates available through Microsoft Office’s online repository often
serve as a starting point. However, many organizations prefer premium
templates from third-party providers that offer advanced customization
options, enhanced layouts, and additional instructional design features.

When choosing a template, it’s important to consider:

Industry Relevance: Templates tailored to specific sectors (e.g.,
healthcare, manufacturing) may contain relevant sample content and
terminology.

Document Length: Some templates are optimized for brief manuals, while
others accommodate extensive training materials with multiple chapters.

Compatibility with Corporate Branding: The ability to easily apply
company logos, color schemes, and fonts is crucial for brand
consistency.

Ease of Updating: Templates that allow quick edits and version control
support ongoing training updates.

Pros and Cons of Using Word Training Manual
Templates

While training manual templates for Word bring numerous benefits, certain
limitations should be acknowledged:

Pros:

Widespread availability and familiarity of Microsoft Word.

Customizable and easy to update as training needs evolve.

Cost-effective compared to specialized authoring tools.

Supports a variety of media types and formatting options.



Cons:

Limited interactivity compared to dedicated e-learning platforms.

Potential formatting inconsistencies across different versions of
Word or devices.

Manual effort required to ensure accessibility compliance.

Less suitable for multimedia-heavy or highly animated content.

Best Practices for Creating Training Manuals
with Word Templates

To maximize the effectiveness of a training manual template for Word,
organizations should adopt certain best practices:

Define Clear Learning Objectives: Begin with a precise outline of what1.
the manual intends to teach, ensuring content relevance and focus.

Maintain Consistency: Use the template’s styles uniformly to avoid2.
visual clutter and confusion.

Incorporate Visual Aids Strategically: Use images and diagrams to3.
complement text, not overwhelm it.

Update Regularly: Periodic reviews and revisions keep the manual current4.
with policy changes and best practices.

Solicit Feedback: Gather input from trainees and trainers to improve5.
clarity and usefulness.

Optimize for Accessibility: Ensure the manual is usable by employees6.
with disabilities by following accessibility guidelines.

Additionally, integrating hyperlinks to supplementary resources or company
portals can enhance the manual’s utility without increasing its physical
length. Leveraging Word’s commenting and track changes features also
facilitates collaborative manual development.



Customization and Branding Considerations

Brand identity plays a crucial role in reinforcing organizational culture
through training materials. Word templates allowing flexible insertion of
logos, corporate colors, and custom fonts help manuals align with company
branding guidelines. This not only fosters brand recognition but also lends a
professional tone that underscores the importance of the training content.

Looking Ahead: The Future of Training Manuals
in Word

Despite the rise of digital learning platforms and interactive e-learning
modules, Word-based training manuals remain relevant due to their simplicity,
accessibility, and adaptability. Innovations such as embedding QR codes
linking to video tutorials or integrating cloud-based collaboration tools
with Word documents are enhancing how training manuals serve modern workforce
needs.

Furthermore, advances in AI and document automation might soon enable the
dynamic generation of personalized training manuals using Word templates,
tailored to individual employee roles and learning paces. Such developments
could further solidify the role of Word as a versatile platform for corporate
training documentation.

In summary, a training manual template for Word continues to be a practical,
accessible, and customizable solution for organizations aiming to create
clear and consistent training documentation. By selecting the right template
and employing strategic content development practices, companies can improve
knowledge transfer and foster employee competency effectively.
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21.2- Recalculating Word Formulas 21.3- Viewing Formulas Vs. Formula Results 21.4- Inserting a
Microsoft Excel Worksheet CHAPTER 22- Inserting page elements 22.1- Inserting Drop Caps 22.2-
Inserting Equations 22.3- Inserting Ink Equations 22.4- Inserting Symbols 22.5- Inserting Bookmarks
22.6- Inserting Hyperlinks CHAPTER 23- Outlines 23.1- Using Outline View 23.2- Promoting and
Demoting Outline Text 23.3- Moving Selected Outline Text 23.4- Collapsing and Expanding Outline
Text CHAPTER 24- MAILINGS 24.1- Mail Merge 24.2- The Step by Step Mail Merge Wizard 24.3-
Creating a Data Source 24.4- Selecting Recipients 24.5- Inserting and Deleting Merge Fields 24.6-
Error Checking 24.7- Detaching the Data Source 24.8- Finishing a Mail Merge 24.9- Mail Merge
Rules 24.10- The Ask Mail Merge Rule 24.11- The Fill-in Mail Merge Rule 24.12- The If…Then…Else
Mail Merge Rule 24.13- The Merge Record # Mail Merge Rule 24.14- The Merge Sequence # Mail
Merge Rule 24.15- The Next Record Mail Merge Rule 24.16- The Next Record If Mail Merge Rule
24.17- The Set Bookmark Mail Merge Rule 24.18- The Skip Record If Mail Merge Rule 24.19-
Deleting Mail Merge Rules in Word CHAPTER 25- SHARING DOCUMENTS 25.1- Sharing
Documents in Word Using Co-authoring 25.2- Inserting Comments 25.3- Sharing by Email 25.4-
Posting to a Blog 25.5- Saving as a PDF or XPS File 25.6- Saving as a Different File Type CHAPTER
26- CREATING A TABLE OF CONTENTS 26.1- Creating a Table of Contents 26.2- Customizing a
Table of Contents 26.3- Updating a Table of Contents 26.4- Deleting a Table of Contents CHAPTER
27- CREATING AN INDEX 27.1- Creating an Index 27.2- Customizing an Index 27.3- Updating an
Index CHAPTER 28- CITATIONS AND BIBLIOGRAPHY 28.1- Select a Citation Style 28.2- Insert a
Citation 28.3- Insert a Citation Placeholder 28.4- Inserting Citations Using the Researcher Pane
28.5- Managing Sources 28.6- Editing Sources 28.7- Creating a Bibliography CHAPTER 29-



CAPTIONS 29.1- Inserting Captions 29.2- Inserting a Table of Figures 29.3- Inserting a
Cross-reference 29.4- Updating a Table of Figures CHAPTER 30- CREATING FORMS 30.1-
Displaying the Developer Tab 30.2- Creating a Form 30.3- Inserting Controls 30.4- Repeating
Section Content Control 30.5- Adding Instructional Text 30.6- Protecting a Form CHAPTER 31-
MAKING MACROS 31.1- Recording Macros 31.2- Running and Deleting Recorded Macros 31.3-
Assigning Macros CHAPTER 32- WORD OPTIONS 32.1- Setting Word Options 32.2- Setting
Document Properties 32.3- Checking Accessibility CHAPTER 33- DOCUMENT SECURITY 33.1-
Applying Password Protection to a Document 33.2- Removing Password Protection from a Document
33.3- Restrict Editing within a Document 33.4- Removing Editing Restrictions from a Document
  training manual template for word: QuickBooks Desktop Pro 2024 Training Manual
Classroom in a Book TeachUcomp, 2023-11-22 Complete classroom training manual for QuickBooks
Desktop Pro 2024. 315 pages and 194 individual topics. Includes practice exercises and keyboard
shortcuts. You will learn how to set up a QuickBooks company file, pay employees and vendors,
create custom reports, reconcile your accounts, use estimating, time tracking and much more.
Topics Covered: The QuickBooks Environment 1. The Home Page and Insights Tabs 2. The Centers
3. The Menu Bar and Keyboard Shortcuts 4. The Open Window List 5. The Icon Bar 6. Customizing
the Icon Bar 7. The Chart of Accounts 8. Accounting Methods 9. Financial Reports Creating a
QuickBooks Company File 1. Using Express Start 2. Using the EasyStep Interview 3. Returning to
the Easy Step Interview 4. Creating a Local Backup Copy 5. Restoring a Company File from a Local
Backup Copy 6. Setting Up Users 7. Single and Multiple User Modes 8. Closing Company Files 9.
Opening a Company File Using Lists 1. Using Lists 2. The Chart of Accounts 3. The Customers &
Jobs List 4. The Employees List 5. The Vendors List 6. Using Custom Fields 7. Sorting List 8.
Inactivating and Reactivating List Items 9. Printing Lists 10. Renaming & Merging List Items 11.
Adding Multiple List Entries from Excel 12. Customer Groups Setting Up Sales Tax 1. The Sales Tax
Process 2. Creating Tax Agencies 3. Creating Individual Sales Tax Items 4. Creating a Sales Tax
Group 5. Setting Sales Tax Preferences 6. Indicating Taxable & Non-taxable Customers and Items
Setting Up Inventory Items 1. Setting Up Inventory 2. Creating Inventory Items 3. Creating a
Purchase Order 4. Receiving Items with a Bill 5. Entering Item Receipts 6. Matching Bills to Item
Receipts 7. Adjusting Inventory Setting Up Other Items 1. Service Items 2. Non-Inventory Items 3.
Other Charges 4. Subtotals 5. Groups 6. Discounts 7. Payments 8. Changing Item Prices Basic Sales
1. Selecting a Sales Form 2. Creating an Invoice 3. Creating Batch Invoices 4. Creating a Sales
Receipt 5. Finding Transaction Forms 6. Previewing Sales Forms 7. Printing Sales Forms Using
Price Levels 1. Using Price Levels Creating Billing Statements 1. Setting Finance Charge Defaults 2.
Entering Statement Charges 3. Applying Finance Charges and Creating Statements Payment
Processing 1. Recording Customer Payments 2. Entering a Partial Payment 3. Applying One Payment
to Multiple Invoices 4. Entering Overpayments 5. Entering Down Payments or Prepayments 6.
Applying Customer Credits 7. Making Deposits 8. Handling Bounced Checks 9. Automatically
Transferring Credits Between Jobs 10. Manually Transferring Credits Between Jobs Handling
Refunds 1. Creating a Credit Memo and Refund Check 2. Refunding Customer Payments Entering
and Paying Bills 1. Setting Billing Preferences 2. Entering Bills 3. Paying Bills 4. Early Bill Payment
Discounts 5. Entering a Vendor Credit 6. Applying a Vendor Credit 7. Upload and Review Bills Using
Bank Accounts 1. Using Registers 2. Writing Checks 3. Writing a Check for Inventory Items 4.
Printing Checks 5. Transferring Funds 6. Reconciling Accounts 7. Voiding Checks 8. Adding Bank
Feeds 9. Reviewing Bank Feed Transactions 10. Bank Feed Rules 11. Disconnecting Bank Feed
Accounts Paying Sales Tax 1. Sales Tax Reports 2. Using the Sales Tax Payable Register 3. Paying
Your Tax Agencies Reporting 1. Graph and Report Preferences 2. Using QuickReports 3. Using
QuickZoom 4. Preset Reports 5. Modifying a Report 6. Rearranging and Resizing Report Columns 7.
Memorizing a Report 8. Memorized Report Groups 9. Printing Reports 10. Batch Printing Forms
11.Exporting Reports to Excel 12. Saving Forms and Reports as PDF Files 13. Comment on a Report
14. Process Multiple Reports 15. Scheduled Reports Using Graphs 1. Using Graphs 2. Company
Snapshot Customizing Forms 1. Creating New Form Templates 2. Performing Basic Customization 3.



Performing Additional Customization 4. The Layout Designer 5. Changing the Grid and Margins in
the Layout Designer 6. Selecting Objects in the Layout Designer 7. Moving and Resizing Objects in
the Layout Designer 8. Formatting Objects in the Layout Designer 9. Copying Objects and
Formatting in the Layout Designer 10. Adding and Removing Objects in the Layout Designer 11.
Aligning and Stacking Objects in the Layout Designer 12. Resizing Columns in the Layout Designer
Estimating 1. Creating a Job 2. Creating an Estimate 3. Duplicating Estimates 4. Invoicing From
Estimates 5. Updating Job Statuses 6. Inactivating Estimates 7. Making Purchases for a Job 8.
Invoicing for Job Costs 9. Using Job Reports Time Tracking 1. Tracking Time and Printing a Blank
Timesheet 2. Weekly Timesheets 3. Time/Enter Single Activity 4. Invoicing from Time Data 5. Using
Time Reports 6. Tracking Vehicle Mileage 7. Charging Customers for Mileage Payroll 1. The Payroll
Process 2. Creating Payroll Items 3. Setting Employee Defaults 4. Setting Up Employee Payroll
Information 5. Creating Payroll Schedules 6. Creating Scheduled Paychecks 7. Creating
Unscheduled Paychecks 8. Creating Termination Paychecks 9. Voiding Paychecks 10. Tracking Your
Tax Liabilities 11. Paying Your Payroll Tax Liabilities 12. Adjusting Payroll Liabilities 13. Entering
Liability Refund Checks 14. Process Payroll Forms 15. Tracking Workers Compensation Using Credit
Card Accounts 1. Creating Credit Card Accounts 2. Entering Credit Card Charges 3. Reconciling and
Paying Credit Cards Assets and Liabilities 1. Assets and Liabilities 2. Creating and Using an Other
Current Asset Account 3. Removing Value from Other Current Asset Accounts 4. Creating Fixed
Asset Accounts 5. Creating Liability Accounts 6. Setting the Original Cost of Fixed Assets 7. Tracking
Depreciation 8. The Fixed Asset Item List Equity Accounts 1. Equity Accounts 2. Recording an
Owner’s Draw 3. Recording a Capital Investment Writing Letters With QuickBooks 1. Using the
Letters and Envelopes Wizard 2. Editing Letter Templates Company Management 1. Viewing Your
Company Information 2. Setting Up Budgets 3. Using the To Do List 4. Using Reminders and Setting
Preferences 5. Making General Journal Entries 6. Using Payment Reminders 7. Receipt Management
Using QuickBooks Tools 1. Company File Cleanup 2. Exporting and Importing List Data Using IIF
Files 3. Advanced Importing of Excel Data 4. Updating QuickBooks 5. Using the Calculator 6. Using
the Portable Company Files 7. Using the Calendar 8. The Income Tracker 9. The Bill Tracker 10. The
Lead Center 11. Moving QuickBooks Desktop Using the Migrator Tool Using the Accountant’s
Review 1. Creating an Accountant’s Copy 2. Transferring an Accountant’s Copy 3. Importing
Accountant’s 4. Removing Restrictions Using the Help Menu 1. Using Help
  training manual template for word: QuickBooks Desktop Pro 2023 Training Manual
Classroom in a Book TeachUcomp , 2023-02-09 Complete classroom training manual for
QuickBooks Desktop Pro 2023. 315 pages and 194 individual topics. Includes practice exercises and
keyboard shortcuts. You will learn how to set up a QuickBooks company file, pay employees and
vendors, create custom reports, reconcile your accounts, use estimating, time tracking and much
more. Topics Covered: The QuickBooks Environment 1. The Home Page and Insights Tabs 2. The
Centers 3. The Menu Bar and Keyboard Shortcuts 4. The Open Window List 5. The Icon Bar 6.
Customizing the Icon Bar 7. The Chart of Accounts 8. Accounting Methods 9. Financial Reports
Creating a QuickBooks Company File 1. Using Express Start 2. Using the EasyStep Interview 3.
Returning to the Easy Step Interview 4. Creating a Local Backup Copy 5. Restoring a Company File
from a Local Backup Copy 6. Setting Up Users 7. Single and Multiple User Modes 8. Closing
Company Files 9. Opening a Company File Using Lists 1. Using Lists 2. The Chart of Accounts 3. The
Customers & Jobs List 4. The Employees List 5. The Vendors List 6. Using Custom Fields 7. Sorting
List 8. Inactivating and Reactivating List Items 9. Printing Lists 10. Renaming & Merging List Items
11. Adding Multiple List Entries from Excel 12. Customer Groups Setting Up Sales Tax 1. The Sales
Tax Process 2. Creating Tax Agencies 3. Creating Individual Sales Tax Items 4. Creating a Sales Tax
Group 5. Setting Sales Tax Preferences 6. Indicating Taxable & Non-taxable Customers and Items
Setting Up Inventory Items 1. Setting Up Inventory 2. Creating Inventory Items 3. Creating a
Purchase Order 4. Receiving Items with a Bill 5. Entering Item Receipts 6. Matching Bills to Item
Receipts 7. Adjusting Inventory Setting Up Other Items 1. Service Items 2. Non-Inventory Items 3.
Other Charges 4. Subtotals 5. Groups 6. Discounts 7. Payments 8. Changing Item Prices Basic Sales



1. Selecting a Sales Form 2. Creating an Invoice 3. Creating Batch Invoices 4. Creating a Sales
Receipt 5. Finding Transaction Forms 6. Previewing Sales Forms 7. Printing Sales Forms Using
Price Levels 1. Using Price Levels Creating Billing Statements 1. Setting Finance Charge Defaults 2.
Entering Statement Charges 3. Applying Finance Charges and Creating Statements Payment
Processing 1. Recording Customer Payments 2. Entering a Partial Payment 3. Applying One Payment
to Multiple Invoices 4. Entering Overpayments 5. Entering Down Payments or Prepayments 6.
Applying Customer Credits 7. Making Deposits 8. Handling Bounced Checks 9. Automatically
Transferring Credits Between Jobs 10. Manually Transferring Credits Between Jobs Handling
Refunds 1. Creating a Credit Memo and Refund Check 2. Refunding Customer Payments Entering
and Paying Bills 1. Setting Billing Preferences 2. Entering Bills 3. Paying Bills 4. Early Bill Payment
Discounts 5. Entering a Vendor Credit 6. Applying a Vendor Credit 7. Upload and Review Bills Using
Bank Accounts 1. Using Registers 2. Writing Checks 3. Writing a Check for Inventory Items 4.
Printing Checks 5. Transferring Funds 6. Reconciling Accounts 7. Voiding Checks 8. Adding Bank
Feeds 9. Reviewing Bank Feed Transactions 10. Bank Feed Rules 11. Disconnecting Bank Feed
Accounts Paying Sales Tax 1. Sales Tax Reports 2. Using the Sales Tax Payable Register 3. Paying
Your Tax Agencies Reporting 1. Graph and Report Preferences 2. Using QuickReports 3. Using
QuickZoom 4. Preset Reports 5. Modifying a Report 6. Rearranging and Resizing Report Columns 7.
Memorizing a Report 8. Memorized Report Groups 9. Printing Reports 10. Batch Printing Forms
11.Exporting Reports to Excel 12. Saving Forms and Reports as PDF Files 13. Comment on a Report
14. Process Multiple Reports 15. Scheduled Reports Using Graphs 1. Using Graphs 2. Company
Snapshot Customizing Forms 1. Creating New Form Templates 2. Performing Basic Customization 3.
Performing Additional Customization 4. The Layout Designer 5. Changing the Grid and Margins in
the Layout Designer 6. Selecting Objects in the Layout Designer 7. Moving and Resizing Objects in
the Layout Designer 8. Formatting Objects in the Layout Designer 9. Copying Objects and
Formatting in the Layout Designer 10. Adding and Removing Objects in the Layout Designer 11.
Aligning and Stacking Objects in the Layout Designer 12. Resizing Columns in the Layout Designer
Estimating 1. Creating a Job 2. Creating an Estimate 3. Duplicating Estimates 4. Invoicing From
Estimates 5. Updating Job Statuses 6. Inactivating Estimates 7. Making Purchases for a Job 8.
Invoicing for Job Costs 9. Using Job Reports Time Tracking 1. Tracking Time and Printing a Blank
Timesheet 2. Weekly Timesheets 3. Time/Enter Single Activity 4. Invoicing from Time Data 5. Using
Time Reports 6. Tracking Vehicle Mileage 7. Charging Customers for Mileage Payroll 1. The Payroll
Process 2. Creating Payroll Items 3. Setting Employee Defaults 4. Setting Up Employee Payroll
Information 5. Creating Payroll Schedules 6. Creating Scheduled Paychecks 7. Creating
Unscheduled Paychecks 8. Creating Termination Paychecks 9. Voiding Paychecks 10. Tracking Your
Tax Liabilities 11. Paying Your Payroll Tax Liabilities 12. Adjusting Payroll Liabilities 13. Entering
Liability Refund Checks 14. Process Payroll Forms 15. Tracking Workers Compensation Using Credit
Card Accounts 1. Creating Credit Card Accounts 2. Entering Credit Card Charges 3. Reconciling and
Paying Credit Cards Assets and Liabilities 1. Assets and Liabilities 2. Creating and Using an Other
Current Asset Account 3. Removing Value from Other Current Asset Accounts 4. Creating Fixed
Asset Accounts 5. Creating Liability Accounts 6. Setting the Original Cost of Fixed Assets 7. Tracking
Depreciation 8. The Fixed Asset Item List Equity Accounts 1. Equity Accounts 2. Recording an
Owner’s Draw 3. Recording a Capital Investment Writing Letters With QuickBooks 1. Using the
Letters and Envelopes Wizard 2. Editing Letter Templates Company Management 1. Viewing Your
Company Information 2. Setting Up Budgets 3. Using the To Do List 4. Using Reminders and Setting
Preferences 5. Making General Journal Entries 6. Using Payment Reminders 7. Receipt Management
Using QuickBooks Tools 1. Company File Cleanup 2. Exporting and Importing List Data Using IIF
Files 3. Advanced Importing of Excel Data 4. Updating QuickBooks 5. Using the Calculator 6. Using
the Portable Company Files 7. Using the Calendar 8. The Income Tracker 9. The Bill Tracker 10. The
Lead Center 11. Moving QuickBooks Desktop Using the Migrator Tool Using the Accountant’s
Review 1. Creating an Accountant’s Copy 2. Transferring an Accountant’s Copy 3. Importing
Accountant’s 4. Removing Restrictions Using the Help Menu 1. Using Help



  training manual template for word: QuickBooks Desktop Pro 2020 Training Manual
Classroom in a Book TeachUcomp , 2019-10-01 Complete classroom training manual for QuickBooks
Desktop Pro 2020. 296 pages and 189 individual topics. Includes practice exercises and keyboard
shortcuts. You will learn how to set up a QuickBooks company file, pay employees and vendors,
create custom reports, reconcile your accounts, use estimating, time tracking and much more.
Topics Covered: The QuickBooks Environment 1. The Home Page and Insight Tabs 2. The Centers 3.
The Menu Bar and Keyboard Shortcuts 4. The Open Window List 5. The Icon Bar 6. Customizing the
Icon Bar 7. The Chart of Accounts 8. Accounting Methods 9. Financial Reports Creating a
QuickBooks Company File 1. Using Express Start 2. Using the EasyStep Interview 3. Returning to
the Easy Step Interview 4. Creating a Local Backup Copy 5. Restoring a Company File from a Local
Backup Copy 6. Setting Up Users 7. Single and Multiple User Modes 8. Closing Company Files 9.
Opening a Company File Using Lists 1. Using Lists 2. The Chart of Accounts 3. The Customers &
Jobs List 4. The Employees List 5. The Vendors List 6. Using Custom Fields 7. Sorting List 8.
Inactivating and Reactivating List Items 9. Printing Lists 10. Renaming & Merging List Items 11.
Adding Multiple List Entries from Excel Setting Up Sales Tax 1. The Sales Tax Process 2. Creating
Tax Agencies 3. Creating Individual Sales Tax Items 4. Creating a Sales Tax Group 5. Setting Sales
Tax Preferences 6. Indicating Taxable & Non-taxable Customers and Items Setting Up Inventory
Items 1. Setting Up Inventory 2. Creating Inventory Items 3. Creating a Purchase Order 4. Receiving
Items with a Bill 5. Entering Item Receipts 6. Matching Bills to Item Receipts 7. Adjusting Inventory
Setting Up Other Items 1. Service Items 2. Non-Inventory Items 3. Other Charges 4. Subtotals 5.
Groups 6. Discounts 7. Payments 8. Changing Item Prices Basic Sales 1. Selecting a Sales Form 2.
Creating an Invoice 3. Creating Batch Invoices 4. Creating a Sales Receipt 5. Finding Transaction
Forms 6. Previewing Sales Forms 7. Printing Sales Forms Using Price Levels 1. Using Price Levels
Creating Billing Statements 1. Setting Finance Charge Defaults 2. Entering Statement Charges 3.
Applying Finance Charges and Creating Statements Payment Processing 1. Recording Customer
Payments 2. Entering a Partial Payment 3. Applying One Payment to Multiple Invoices 4. Entering
Overpayments 5. Entering Down Payments or Prepayments 6. Applying Customer Credits 7. Making
Deposits 8. Handling Bounced Checks 9. Automatically Transferring Credits Between Jobs 10.
Manually Transferring Credits Between Jobs Handling Refunds 1. Creating a Credit Memo and
Refund Check 2. Refunding Customer Payments Entering and Paying Bills 1. Setting Billing
Preferences 2. Entering Bills 3. Paying Bills 4. Early Bill Payment Discounts 5. Entering a Vendor
Credit 6. Applying a Vendor Credit Using Bank Accounts 1. Using Registers 2. Writing Checks 3.
Writing a Check for Inventory Items 4. Printing Checks 5. Transferring Funds 6. Reconciling
Accounts 7. Voiding Checks Paying Sales Tax 1. Sales Tax Reports 2. Using the Sales Tax Payable
Register 3. Paying Your Tax Agencies Reporting 1. Graph and Report Preferences 2. Using
QuickReports 3. Using QuickZoom 4. Preset Reports 5. Modifying a Report 6. Rearranging and
Resizing Report Columns 7. Memorizing a Report 8. Memorized Report Groups 9. Printing Reports
10. Batch Printing Forms 11. Exporting Reports to Excel 12. Saving Forms and Reports as PDF Files
13. Comment on a Report 14. Process Multiple Reports 15. Scheduled Reports Using Graphs 1.
Using Graphs 2. Company Snapshot Customizing Forms 1. Creating New Form Templates 2.
Performing Basic Customization 3. Performing Additional Customization 4. The Layout Designer 5.
Changing the Grid and Margins in the Layout Designer 6. Selecting Objects in the Layout Designer
7. Moving and Resizing Objects in the Layout Designer 8. Formatting Objects in the Layout Designer
9. Copying Objects and Formatting in the Layout Designer 10. Adding and Removing Objects in the
Layout Designer 11. Aligning and Stacking Objects in the Layout Designer 12. Resizing Columns in
the Layout Designer Estimating 1. Creating a Job 2. Creating an Estimate 3. Duplicating Estimates 4.
Invoicing From Estimates 5. Updating Job Statuses 6. Inactivating Estimates 7. Making Purchases
for a Job 8. Invoicing for Job Costs 9. Using Job Reports Time Tracking 1. Tracking Time and Printing
a Blank Timesheet 2. Weekly Timesheets 3. Time/Enter Single Activity 4. Invoicing from Time Data
5. Using Time Reports 6. Tracking Vehicle Mileage 7. Charging Customers for Mileage Payroll 1.
The Payroll Process 2. Creating Payroll Items 3. Setting Employee Defaults 4. Setting Up Employee



Payroll Information 5. Creating Payroll Schedules 6. Creating Scheduled Paychecks 7. Creating
Unscheduled Paychecks 8. Creating Termination Paychecks 9. Voiding Paychecks 10. Tracking Your
Tax Liabilities 11. Paying Your Payroll Tax Liabilities 12. Adjusting Payroll Liabilities 13. Entering
Liability Refund Checks 14. Process Payroll Forms 15. Tracking Workers Compensation Using Credit
Card Accounts 1. Creating Credit Card Accounts 2. Entering Credit Card Charges 3. Reconciling and
Paying Credit Cards Assets and Liabilities 1. Assets and Liabilities 2. Creating and Using an Other
Current Asset Account 3. Removing Value from Other Current Asset Accounts 4. Creating Fixed
Asset Accounts 5. Creating Liability Accounts 6. Setting the Original Cost of Fixed Assets 7. Tracking
Depreciation 8. The Loan Manager 9. The Fixed Asset Item List Equity Accounts 1. Equity Accounts
2. Recording an Owner's Draw 3. Recording a Capital Investment Writing Letters With QuickBooks
1. Using the Letters and Envelopes Wizard 2. Editing Letter Templates Company Management 1.
Viewing Your Company Information 2. Setting Up Budgets 3. Using the To Do List 4. Using
Reminders and Setting Preferences 5. Making General Journal Entries 6. Using the Cash Flow
Projector 7. Using Payment Reminders Using QuickBooks Tools 1. Company File Cleanup 2.
Exporting and Importing List Data Using IIF Files 3. Advanced Importing of Excel Data 4. Updating
QuickBooks 5. Using the Calculator 6. Using the Portable Company Files 7. Using the Calendar 8.
The Income Tracker 9. The Bill Tracker 10. The Lead Center 11. Moving QuickBooks Desktop Using
the Migrator Tool Using the Accountant's Review 1. Creating an Accountant's Copy 2. Transferring
an Accountant's Copy 3. Importing Accountant's 4. Removing Restrictions Using the Help Menu 1.
Using Help
  training manual template for word: QuickBooks Desktop Pro 2021 Training Manual
Classroom in a Book TeachUcomp , 2020-12-17 Complete classroom training manual for
QuickBooks Desktop Pro 2021. 301 pages and 190 individual topics. Includes practice exercises and
keyboard shortcuts. You will learn how to set up a QuickBooks company file, pay employees and
vendors, create custom reports, reconcile your accounts, use estimating, time tracking and much
more. Topics Covered: The QuickBooks Environment 1. The Home Page and Insight Tabs 2. The
Centers 3. The Menu Bar and Keyboard Shortcuts 4. The Open Window List 5. The Icon Bar 6.
Customizing the Icon Bar 7. The Chart of Accounts 8. Accounting Methods 9. Financial Reports
Creating a QuickBooks Company File 1. Using Express Start 2. Using the EasyStep Interview 3.
Returning to the Easy Step Interview 4. Creating a Local Backup Copy 5. Restoring a Company File
from a Local Backup Copy 6. Setting Up Users 7. Single and Multiple User Modes 8. Closing
Company Files 9. Opening a Company File Using Lists 1. Using Lists 2. The Chart of Accounts 3. The
Customers & Jobs List 4. The Employees List 5. The Vendors List 6. Using Custom Fields 7. Sorting
List 8. Inactivating and Reactivating List Items 9. Printing Lists 10. Renaming & Merging List Items
11. Adding Multiple List Entries from Excel Setting Up Sales Tax 1. The Sales Tax Process 2.
Creating Tax Agencies 3. Creating Individual Sales Tax Items 4. Creating a Sales Tax Group 5.
Setting Sales Tax Preferences 6. Indicating Taxable & Non-taxable Customers and Items Setting Up
Inventory Items 1. Setting Up Inventory 2. Creating Inventory Items 3. Creating a Purchase Order 4.
Receiving Items with a Bill 5. Entering Item Receipts 6. Matching Bills to Item Receipts 7. Adjusting
Inventory Setting Up Other Items 1. Service Items 2. Non-Inventory Items 3. Other Charges 4.
Subtotals 5. Groups 6. Discounts 7. Payments 8. Changing Item Prices Basic Sales 1. Selecting a
Sales Form 2. Creating an Invoice 3. Creating Batch Invoices 4. Creating a Sales Receipt 5. Finding
Transaction Forms 6. Previewing Sales Forms 7. Printing Sales Forms Using Price Levels 1. Using
Price Levels Creating Billing Statements 1. Setting Finance Charge Defaults 2. Entering Statement
Charges 3. Applying Finance Charges and Creating Statements Payment Processing 1. Recording
Customer Payments 2. Entering a Partial Payment 3. Applying One Payment to Multiple Invoices 4.
Entering Overpayments 5. Entering Down Payments or Prepayments 6. Applying Customer Credits
7. Making Deposits 8. Handling Bounced Checks 9. Automatically Transferring Credits Between Jobs
10. Manually Transferring Credits Between Jobs Handling Refunds 1. Creating a Credit Memo and
Refund Check 2. Refunding Customer Payments Entering and Paying Bills 1. Setting Billing
Preferences 2. Entering Bills 3. Paying Bills 4. Early Bill Payment Discounts 5. Entering a Vendor



Credit 6. Applying a Vendor Credit Using Bank Accounts 1. Using Registers 2. Writing Checks 3.
Writing a Check for Inventory Items 4. Printing Checks 5. Transferring Funds 6. Reconciling
Accounts 7. Voiding Checks Paying Sales Tax 1. Sales Tax Reports 2. Using the Sales Tax Payable
Register 3. Paying Your Tax Agencies Reporting 1. Graph and Report Preferences 2. Using
QuickReports 3. Using QuickZoom 4. Preset Reports 5. Modifying a Report 6. Rearranging and
Resizing Report Columns 7. Memorizing a Report 8. Memorized Report Groups 9. Printing Reports
10. Batch Printing Forms 11. Exporting Reports to Excel 12. Saving Forms and Reports as PDF Files
13. Comment on a Report 14. Process Multiple Reports 15. Scheduled Reports Using Graphs 1.
Using Graphs 2. Company Snapshot Customizing Forms 1. Creating New Form Templates 2.
Performing Basic Customization 3. Performing Additional Customization 4. The Layout Designer 5.
Changing the Grid and Margins in the Layout Designer 6. Selecting Objects in the Layout Designer
7. Moving and Resizing Objects in the Layout Designer 8. Formatting Objects in the Layout Designer
9. Copying Objects and Formatting in the Layout Designer 10. Adding and Removing Objects in the
Layout Designer 11. Aligning and Stacking Objects in the Layout Designer 12. Resizing Columns in
the Layout Designer Estimating 1. Creating a Job 2. Creating an Estimate 3. Duplicating Estimates 4.
Invoicing From Estimates 5. Updating Job Statuses 6. Inactivating Estimates 7. Making Purchases
for a Job 8. Invoicing for Job Costs 9. Using Job Reports Time Tracking 1. Tracking Time and Printing
a Blank Timesheet 2. Weekly Timesheets 3. Time/Enter Single Activity 4. Invoicing from Time Data
5. Using Time Reports 6. Tracking Vehicle Mileage 7. Charging Customers for Mileage Payroll 1.
The Payroll Process 2. Creating Payroll Items 3. Setting Employee Defaults 4. Setting Up Employee
Payroll Information 5. Creating Payroll Schedules 6. Creating Scheduled Paychecks 7. Creating
Unscheduled Paychecks 8. Creating Termination Paychecks 9. Voiding Paychecks 10. Tracking Your
Tax Liabilities 11. Paying Your Payroll Tax Liabilities 12. Adjusting Payroll Liabilities 13. Entering
Liability Refund Checks 14. Process Payroll Forms 15. Tracking Workers Compensation Using Credit
Card Accounts 1. Creating Credit Card Accounts 2. Entering Credit Card Charges 3. Reconciling and
Paying Credit Cards Assets and Liabilities 1. Assets and Liabilities 2. Creating and Using an Other
Current Asset Account 3. Removing Value from Other Current Asset Accounts 4. Creating Fixed
Asset Accounts 5. Creating Liability Accounts 6. Setting the Original Cost of Fixed Assets 7. Tracking
Depreciation 8. The Loan Manager 9. The Fixed Asset Item List Equity Accounts 1. Equity Accounts
2. Recording an Owner's Draw 3. Recording a Capital Investment Writing Letters With QuickBooks
1. Using the Letters and Envelopes Wizard 2. Editing Letter Templates Company Management 1.
Viewing Your Company Information 2. Setting Up Budgets 3. Using the To Do List 4. Using
Reminders and Setting Preferences 5. Making General Journal Entries 6. Using the Cash Flow
Projector 7. Using Payment Reminders 8. Receipt Management Using QuickBooks Tools 1. Company
File Cleanup 2. Exporting and Importing List Data Using IIF Files 3. Advanced Importing of Excel
Data 4. Updating QuickBooks 5. Using the Calculator 6. Using the Portable Company Files 7. Using
the Calendar 8. The Income Tracker 9. The Bill Tracker 10. The Lead Center 11. Moving QuickBooks
Desktop Using the Migrator Tool Using the Accountant's Review 1. Creating an Accountant's Copy 2.
Transferring an Accountant's Copy 3. Importing Accountant's 4. Removing Restrictions Using the
Help Menu 1. Using Help
  training manual template for word: QuickBooks Pro 2024 for Lawyers Training Manual
Classroom in a Book TeachUcomp, Complete classroom training manual for QuickBooks Pro 2024
for Lawyers. Full classroom manual in one book. 351 pages and 213 individual topics. Includes
practice exercises and keyboard shortcuts. You will learn how to create and effectively manage a
legal company file as well as use QuickBooks for trust accounting. In addition, you’ll receive our
complete QuickBooks curriculum. Topics Covered: The QuickBooks Environment 1. The Home Page
2. The Centers 3. The Menu Bar and Keyboard Shortcuts 4. The Open Window List 5. The Icon Bar 6.
Customizing the Icon Bar 7. The Chart of Accounts 8. Accounting Methods 9. Financial Reports
Creating a QuickBooks Company File 1. Using Express Start 2. Using the EasyStep Interview 3.
Returning to the Easy Step Interview 4. Creating a Local Backup Copy 5. Restoring a Company File
from a Local Backup Copy 6. Setting Up Users 7. Single and Multiple User Modes 8. Closing



Company Files 9. Opening a Company File Using Lists 1. Using Lists 2. The Chart of Accounts 3. The
Customers & Jobs List 4. The Employees List 5. The Vendors List 6. Using Custom Fields 7. Sorting
List 8. Inactivating and Reactivating List Items 9. Printing Lists 10. Renaming & Merging List Items
11. Adding Multiple List Entries from Excel 12. Customer Groups Setting Up Sales Tax 1. The Sales
Tax Process 2. Creating Tax Agencies 3. Creating Individual Sales Tax Items 4. Creating a Sales Tax
Group 5. Setting Sales Tax Preferences 6. Indicating Taxable & Non-taxable Customers and Items
Setting Up Inventory Items 1. Setting Up Inventory 2. Creating Inventory Items 3. Creating a
Purchase Order 4. Receiving Items with a Bill 5. Entering Item Receipts 6. Matching Bills to Item
Receipts 7. Adjusting Inventory Setting Up Other Items 1. Service Items 2. Non-Inventory Items 3.
Other Charges 4. Subtotals 5. Groups 6. Discounts 7. Payments 8. Changing Item Prices Basic Sales
1. Selecting a Sales Form 2. Creating an Invoice 3. Creating Batch Invoices 4. Creating a Sales
Receipt 5. Finding Transaction Forms 6. Previewing Sales Forms 7. Printing Sales Forms Using
Price Levels 1. Using Price Levels Creating Billing Statements 1. Setting Finance Charge Defaults 2.
Entering Statement Charges 3. Applying Finance Charges and Creating Statements Payment
Processing 1. Recording Customer Payments 2. Entering a Partial Payment 3. Applying One Payment
to Multiple Invoices 4. Entering Overpayments 5. Entering Down Payments or Prepayments 6.
Applying Customer Credits 7. Making Deposits 8. Handling Bounced Checks 9. Automatically
Transferring Credits Between Jobs 10. Manually Transferring Credits Between Jobs Handling
Refunds 1. Creating a Credit Memo and Refund Check 2. Refunding Customer Payments Entering
and Paying Bills 1. Setting Billing Preferences 2. Entering Bills 3. Paying Bills 4. Early Bill Payment
Discounts 5. Entering a Vendor Credit 6. Applying a Vendor Credit 7. Upload and Review Bills Using
Bank Accounts 1. Using Registers 2. Writing Checks 3. Writing a Check for Inventory Items 4.
Printing Checks 5. Transferring Funds 6. Reconciling Accounts 7. Voiding Checks 8. Adding Bank
Feeds 9. Reviewing Bank Feed Transactions 10. Bank Feed Rules 11. Disconnecting Bank Feed
Accounts Paying Sales Tax 1. Sales Tax Reports 2. Using the Sales Tax Payable Register 3. Paying
Your Tax Agencies Reporting 1. Graph and Report Preferences 2. Using QuickReports 3. Using
QuickZoom 4. Preset Reports 5. Modifying a Report 6. Rearranging and Resizing Report Columns 7.
Memorizing a Report 8. Memorized Report Groups 9. Printing Reports 10. Batch Printing Forms
11.Exporting Reports to Excel 12. Saving Forms and Reports as PDF Files 13. Comment on a Report
14. Process Multiple Reports 15. Scheduled Reports Using Graphs 1. Using Graphs 2. Company
Snapshot Customizing Forms 1. Creating New Form Templates 2. Performing Basic Customization 3.
Performing Additional Customization 4. The Layout Designer 5. Changing the Grid and Margins in
the Layout Designer 6. Selecting Objects in the Layout Designer 7. Moving and Resizing Objects in
the Layout Designer 8. Formatting Objects in the Layout Designer 9. Copying Objects and
Formatting in the Layout Designer 10. Adding and Removing Objects in the Layout Designer 11.
Aligning and Stacking Objects in the Layout Designer 12. Resizing Columns in the Layout Designer
Estimating 1. Creating a Job 2. Creating an Estimate 3. Duplicating Estimates 4. Invoicing From
Estimates 5. Updating Job Statuses 6. Inactivating Estimates 7. Making Purchases for a Job 8.
Invoicing for Job Costs 9. Using Job Reports Time Tracking 1. Tracking Time and Printing a Blank
Timesheet 2. Weekly Timesheets 3. Time/Enter Single Activity 4. Invoicing from Time Data 5. Using
Time Reports 6. Tracking Vehicle Mileage 7. Charging Customers for Mileage Payroll 1. The Payroll
Process 2. Creating Payroll Items 3. Setting Employee Defaults 4. Setting Up Employee Payroll
Information 5. Creating Payroll Schedules 6. Creating Scheduled Paychecks 7. Creating
Unscheduled Paychecks 8. Creating Termination Paychecks 9. Voiding Paychecks 10. Tracking Your
Tax Liabilities 11. Paying Your Payroll Tax Liabilities 12. Adjusting Payroll Liabilities 13. Entering
Liability Refund Checks 14. Process Payroll Forms 15. Tracking Workers Compensation Using Credit
Card Accounts 1. Creating Credit Card Accounts 2. Entering Credit Card Charges 3. Reconciling and
Paying Credit Cards Assets and Liabilities 1. Assets and Liabilities 2. Creating and Using an Other
Current Asset Account 3. Removing Value from Other Current Asset Accounts 4. Creating Fixed
Asset Accounts 5. Creating Liability Accounts 6. Setting the Original Cost of Fixed Assets 7. Tracking
Depreciation 8. The Fixed Asset Item List Equity Accounts 1. Equity Accounts 2. Recording an



Owner’s Draw 3. Recording a Capital Investment Writing Letters With QuickBooks 1. Using the
Letters and Envelopes Wizard 2. Editing Letter Templates Company Management 1. Viewing Your
Company Information 2. Setting Up Budgets 3. Using the To Do List 4. Using Reminders and Setting
Preferences 5. Making General Journal Entries 6. Using Payment Reminders 7. Receipt Management
Using QuickBooks Tools 1. Company File Cleanup 2. Exporting and Importing List Data Using IIF
Files 3. Advanced Importing of Excel Data 4. Updating QuickBooks 5. Using the Calculator 6. Using
the Portable Company Files 7. Using the Calendar 8. The Income Tracker 9. The Bill Tracker 10. The
Lead Center 11. Moving QuickBooks Desktop Using the Migrator Tool Using the Accountant’s
Review 1. Creating an Accountant’s Copy 2. Transferring an Accountant’s Copy 3. Importing
Accountant’s 4. Removing Restrictions Using the Help Menu 1. Using Help Creating a Legal
Company File 1. Making a Legal Company Using Express Start 2. Making a Legal Company Using
the EasyStep Interview 3. Reviewing the Default Chart of Accounts 4. Entering Vendors 5. Entering
Clients and Cases 6. Enabling Class Tracking for Law Firms 7. Creating Billing Line Items Setting up
a Trust Account 1. What is an IOLTA? 2. Creating Accounts for Trust Management 3. Creating Items
for Trust Management Managing a Trust Account 1. Depositing Client Money into the Client Trust
Account 2. Entering Bills to Pay from the Trust Account 3. Recording Bills for Office Expenses 4.
Paying Bills from the Client Trust Account 5. Using a Client Trust Credit Card 6. Time Tracking and
Invoicing for Legal Professionals 7. Paying the Law Firm’s Invoices Using the Client Funds 8.
Refunding Unused Client Trust Account Funds 9. Escheated Trust Funds Trust Account Reporting 1.
Creating a Trust Account Liability Proof Report 2. Creating a Trust Liability Balances by Client
Report 3. Creating a Client Ledger Report 4. Creating an Account Journal Report
  training manual template for word: QuickBooks Pro 2023 for Lawyers Training Manual
Classroom in a Book TeachUcomp , Complete classroom training manual for QuickBooks Pro 2023
for Lawyers. Full classroom manual in one book. 351 pages and 213 individual topics. Includes
practice exercises and keyboard shortcuts. You will learn how to create and effectively manage a
legal company file as well as use QuickBooks for trust accounting. In addition, you’ll receive our
complete QuickBooks curriculum. Topics Covered: The QuickBooks Environment 1. The Home Page
2. The Centers 3. The Menu Bar and Keyboard Shortcuts 4. The Open Window List 5. The Icon Bar 6.
Customizing the Icon Bar 7. The Chart of Accounts 8. Accounting Methods 9. Financial Reports
Creating a QuickBooks Company File 1. Using Express Start 2. Using the EasyStep Interview 3.
Returning to the Easy Step Interview 4. Creating a Local Backup Copy 5. Restoring a Company File
from a Local Backup Copy 6. Setting Up Users 7. Single and Multiple User Modes 8. Closing
Company Files 9. Opening a Company File Using Lists 1. Using Lists 2. The Chart of Accounts 3. The
Customers & Jobs List 4. The Employees List 5. The Vendors List 6. Using Custom Fields 7. Sorting
List 8. Inactivating and Reactivating List Items 9. Printing Lists 10. Renaming & Merging List Items
11. Adding Multiple List Entries from Excel 12. Customer Groups Setting Up Sales Tax 1. The Sales
Tax Process 2. Creating Tax Agencies 3. Creating Individual Sales Tax Items 4. Creating a Sales Tax
Group 5. Setting Sales Tax Preferences 6. Indicating Taxable & Non-taxable Customers and Items
Setting Up Inventory Items 1. Setting Up Inventory 2. Creating Inventory Items 3. Creating a
Purchase Order 4. Receiving Items with a Bill 5. Entering Item Receipts 6. Matching Bills to Item
Receipts 7. Adjusting Inventory Setting Up Other Items 1. Service Items 2. Non-Inventory Items 3.
Other Charges 4. Subtotals 5. Groups 6. Discounts 7. Payments 8. Changing Item Prices Basic Sales
1. Selecting a Sales Form 2. Creating an Invoice 3. Creating Batch Invoices 4. Creating a Sales
Receipt 5. Finding Transaction Forms 6. Previewing Sales Forms 7. Printing Sales Forms Using
Price Levels 1. Using Price Levels Creating Billing Statements 1. Setting Finance Charge Defaults 2.
Entering Statement Charges 3. Applying Finance Charges and Creating Statements Payment
Processing 1. Recording Customer Payments 2. Entering a Partial Payment 3. Applying One Payment
to Multiple Invoices 4. Entering Overpayments 5. Entering Down Payments or Prepayments 6.
Applying Customer Credits 7. Making Deposits 8. Handling Bounced Checks 9. Automatically
Transferring Credits Between Jobs 10. Manually Transferring Credits Between Jobs Handling
Refunds 1. Creating a Credit Memo and Refund Check 2. Refunding Customer Payments Entering



and Paying Bills 1. Setting Billing Preferences 2. Entering Bills 3. Paying Bills 4. Early Bill Payment
Discounts 5. Entering a Vendor Credit 6. Applying a Vendor Credit 7. Upload and Review Bills Using
Bank Accounts 1. Using Registers 2. Writing Checks 3. Writing a Check for Inventory Items 4.
Printing Checks 5. Transferring Funds 6. Reconciling Accounts 7. Voiding Checks 8. Adding Bank
Feeds 9. Reviewing Bank Feed Transactions 10. Bank Feed Rules 11. Disconnecting Bank Feed
Accounts Paying Sales Tax 1. Sales Tax Reports 2. Using the Sales Tax Payable Register 3. Paying
Your Tax Agencies Reporting 1. Graph and Report Preferences 2. Using QuickReports 3. Using
QuickZoom 4. Preset Reports 5. Modifying a Report 6. Rearranging and Resizing Report Columns 7.
Memorizing a Report 8. Memorized Report Groups 9. Printing Reports 10. Batch Printing Forms
11.Exporting Reports to Excel 12. Saving Forms and Reports as PDF Files 13. Comment on a Report
14. Process Multiple Reports 15. Scheduled Reports Using Graphs 1. Using Graphs 2. Company
Snapshot Customizing Forms 1. Creating New Form Templates 2. Performing Basic Customization 3.
Performing Additional Customization 4. The Layout Designer 5. Changing the Grid and Margins in
the Layout Designer 6. Selecting Objects in the Layout Designer 7. Moving and Resizing Objects in
the Layout Designer 8. Formatting Objects in the Layout Designer 9. Copying Objects and
Formatting in the Layout Designer 10. Adding and Removing Objects in the Layout Designer 11.
Aligning and Stacking Objects in the Layout Designer 12. Resizing Columns in the Layout Designer
Estimating 1. Creating a Job 2. Creating an Estimate 3. Duplicating Estimates 4. Invoicing From
Estimates 5. Updating Job Statuses 6. Inactivating Estimates 7. Making Purchases for a Job 8.
Invoicing for Job Costs 9. Using Job Reports Time Tracking 1. Tracking Time and Printing a Blank
Timesheet 2. Weekly Timesheets 3. Time/Enter Single Activity 4. Invoicing from Time Data 5. Using
Time Reports 6. Tracking Vehicle Mileage 7. Charging Customers for Mileage Payroll 1. The Payroll
Process 2. Creating Payroll Items 3. Setting Employee Defaults 4. Setting Up Employee Payroll
Information 5. Creating Payroll Schedules 6. Creating Scheduled Paychecks 7. Creating
Unscheduled Paychecks 8. Creating Termination Paychecks 9. Voiding Paychecks 10. Tracking Your
Tax Liabilities 11. Paying Your Payroll Tax Liabilities 12. Adjusting Payroll Liabilities 13. Entering
Liability Refund Checks 14. Process Payroll Forms 15. Tracking Workers Compensation Using Credit
Card Accounts 1. Creating Credit Card Accounts 2. Entering Credit Card Charges 3. Reconciling and
Paying Credit Cards Assets and Liabilities 1. Assets and Liabilities 2. Creating and Using an Other
Current Asset Account 3. Removing Value from Other Current Asset Accounts 4. Creating Fixed
Asset Accounts 5. Creating Liability Accounts 6. Setting the Original Cost of Fixed Assets 7. Tracking
Depreciation 8. The Fixed Asset Item List Equity Accounts 1. Equity Accounts 2. Recording an
Owner’s Draw 3. Recording a Capital Investment Writing Letters With QuickBooks 1. Using the
Letters and Envelopes Wizard 2. Editing Letter Templates Company Management 1. Viewing Your
Company Information 2. Setting Up Budgets 3. Using the To Do List 4. Using Reminders and Setting
Preferences 5. Making General Journal Entries 6. Using Payment Reminders 7. Receipt Management
Using QuickBooks Tools 1. Company File Cleanup 2. Exporting and Importing List Data Using IIF
Files 3. Advanced Importing of Excel Data 4. Updating QuickBooks 5. Using the Calculator 6. Using
the Portable Company Files 7. Using the Calendar 8. The Income Tracker 9. The Bill Tracker 10. The
Lead Center 11. Moving QuickBooks Desktop Using the Migrator Tool Using the Accountant’s
Review 1. Creating an Accountant’s Copy 2. Transferring an Accountant’s Copy 3. Importing
Accountant’s 4. Removing Restrictions Using the Help Menu 1. Using Help Creating a Legal
Company File 1. Making a Legal Company Using Express Start 2. Making a Legal Company Using
the EasyStep Interview 3. Reviewing the Default Chart of Accounts 4. Entering Vendors 5. Entering
Clients and Cases 6. Enabling Class Tracking for Law Firms 7. Creating Billing Line Items Setting up
a Trust Account 1. What is an IOLTA? 2. Creating Accounts for Trust Management 3. Creating Items
for Trust Management Managing a Trust Account 1. Depositing Client Money into the Client Trust
Account 2. Entering Bills to Pay from the Trust Account 3. Recording Bills for Office Expenses 4.
Paying Bills from the Client Trust Account 5. Using a Client Trust Credit Card 6. Time Tracking and
Invoicing for Legal Professionals 7. Paying the Law Firm’s Invoices Using the Client Funds 8.
Refunding Unused Client Trust Account Funds 9. Escheated Trust Funds Trust Account Reporting 1.



Creating a Trust Account Liability Proof Report 2. Creating a Trust Liability Balances by Client
Report 3. Creating a Client Ledger Report 4. Creating an Account Journal Report
  training manual template for word: QuickBooks Pro 2022 for Lawyers Training Manual
Classroom in a Book TeachUcomp , Complete classroom training manual for QuickBooks Pro 2022
for Lawyers. Full classroom manual in one book. 351 pages and 213 individual topics. Includes
practice exercises and keyboard shortcuts. You will learn how to create and effectively manage a
legal company file as well as use QuickBooks for trust accounting. In addition, you’ll receive our
complete QuickBooks curriculum. Topics Covered: The QuickBooks Environment 1. The Home Page
2. The Centers 3. The Menu Bar and Keyboard Shortcuts 4. The Open Window List 5. The Icon Bar 6.
Customizing the Icon Bar 7. The Chart of Accounts 8. Accounting Methods 9. Financial Reports
Creating a QuickBooks Company File 1. Using Express Start 2. Using the EasyStep Interview 3.
Returning to the Easy Step Interview 4. Creating a Local Backup Copy 5. Restoring a Company File
from a Local Backup Copy 6. Setting Up Users 7. Single and Multiple User Modes 8. Closing
Company Files 9. Opening a Company File Using Lists 1. Using Lists 2. The Chart of Accounts 3. The
Customers & Jobs List 4. The Employees List 5. The Vendors List 6. Using Custom Fields 7. Sorting
List 8. Inactivating and Reactivating List Items 9. Printing Lists 10. Renaming & Merging List Items
11. Adding Multiple List Entries from Excel 12. Customer Groups Setting Up Sales Tax 1. The Sales
Tax Process 2. Creating Tax Agencies 3. Creating Individual Sales Tax Items 4. Creating a Sales Tax
Group 5. Setting Sales Tax Preferences 6. Indicating Taxable & Non-taxable Customers and Items
Setting Up Inventory Items 1. Setting Up Inventory 2. Creating Inventory Items 3. Creating a
Purchase Order 4. Receiving Items with a Bill 5. Entering Item Receipts 6. Matching Bills to Item
Receipts 7. Adjusting Inventory Setting Up Other Items 1. Service Items 2. Non-Inventory Items 3.
Other Charges 4. Subtotals 5. Groups 6. Discounts 7. Payments 8. Changing Item Prices Basic Sales
1. Selecting a Sales Form 2. Creating an Invoice 3. Creating Batch Invoices 4. Creating a Sales
Receipt 5. Finding Transaction Forms 6. Previewing Sales Forms 7. Printing Sales Forms Using
Price Levels 1. Using Price Levels Creating Billing Statements 1. Setting Finance Charge Defaults 2.
Entering Statement Charges 3. Applying Finance Charges and Creating Statements Payment
Processing 1. Recording Customer Payments 2. Entering a Partial Payment 3. Applying One Payment
to Multiple Invoices 4. Entering Overpayments 5. Entering Down Payments or Prepayments 6.
Applying Customer Credits 7. Making Deposits 8. Handling Bounced Checks 9. Automatically
Transferring Credits Between Jobs 10. Manually Transferring Credits Between Jobs Handling
Refunds 1. Creating a Credit Memo and Refund Check 2. Refunding Customer Payments Entering
and Paying Bills 1. Setting Billing Preferences 2. Entering Bills 3. Paying Bills 4. Early Bill Payment
Discounts 5. Entering a Vendor Credit 6. Applying a Vendor Credit 7. Upload and Review Bills Using
Bank Accounts 1. Using Registers 2. Writing Checks 3. Writing a Check for Inventory Items 4.
Printing Checks 5. Transferring Funds 6. Reconciling Accounts 7. Voiding Checks Paying Sales Tax
1. Sales Tax Reports 2. Using the Sales Tax Payable Register 3. Paying Your Tax Agencies Reporting
1. Graph and Report Preferences 2. Using QuickReports 3. Using QuickZoom 4. Preset Reports 5.
Modifying a Report 6. Rearranging and Resizing Report Columns 7. Memorizing a Report 8.
Memorized Report Groups 9. Printing Reports 10. Batch Printing Forms 11.Exporting Reports to
Excel 12. Saving Forms and Reports as PDF Files 13. Comment on a Report 14. Process Multiple
Reports 15. Scheduled Reports Using Graphs 1. Using Graphs 2. Company Snapshot Customizing
Forms 1. Creating New Form Templates 2. Performing Basic Customization 3. Performing Additional
Customization 4. The Layout Designer 5. Changing the Grid and Margins in the Layout Designer 6.
Selecting Objects in the Layout Designer 7. Moving and Resizing Objects in the Layout Designer 8.
Formatting Objects in the Layout Designer 9. Copying Objects and Formatting in the Layout
Designer 10. Adding and Removing Objects in the Layout Designer 11. Aligning and Stacking
Objects in the Layout Designer 12. Resizing Columns in the Layout Designer Estimating 1. Creating
a Job 2. Creating an Estimate 3. Duplicating Estimates 4. Invoicing From Estimates 5. Updating Job
Statuses 6. Inactivating Estimates 7. Making Purchases for a Job 8. Invoicing for Job Costs 9. Using
Job Reports Time Tracking 1. Tracking Time and Printing a Blank Timesheet 2. Weekly Timesheets



3. Time/Enter Single Activity 4. Invoicing from Time Data 5. Using Time Reports 6. Tracking Vehicle
Mileage 7. Charging Customers for Mileage Payroll 1. The Payroll Process 2. Creating Payroll Items
3. Setting Employee Defaults 4. Setting Up Employee Payroll Information 5. Creating Payroll
Schedules 6. Creating Scheduled Paychecks 7. Creating Unscheduled Paychecks 8. Creating
Termination Paychecks 9. Voiding Paychecks 10. Tracking Your Tax Liabilities 11. Paying Your
Payroll Tax Liabilities 12. Adjusting Payroll Liabilities 13. Entering Liability Refund Checks 14.
Process Payroll Forms 15. Tracking Workers Compensation Using Credit Card Accounts 1. Creating
Credit Card Accounts 2. Entering Credit Card Charges 3. Reconciling and Paying Credit Cards
Assets and Liabilities 1. Assets and Liabilities 2. Creating and Using an Other Current Asset Account
3. Removing Value from Other Current Asset Accounts 4. Creating Fixed Asset Accounts 5. Creating
Liability Accounts 6. Setting the Original Cost of Fixed Assets 7. Tracking Depreciation 8. The Fixed
Asset Item List Equity Accounts 1. Equity Accounts 2. Recording an Owner’s Draw 3. Recording a
Capital Investment Writing Letters With QuickBooks 1. Using the Letters and Envelopes Wizard 2.
Editing Letter Templates Company Management 1. Viewing Your Company Information 2. Setting
Up Budgets 3. Using the To Do List 4. Using Reminders and Setting Preferences 5. Making General
Journal Entries 6. Using Payment Reminders 7. Receipt Management Using QuickBooks Tools 1.
Company File Cleanup 2. Exporting and Importing List Data Using IIF Files 3. Advanced Importing
of Excel Data 4. Updating QuickBooks 5. Using the Calculator 6. Using the Portable Company Files
7. Using the Calendar 8. The Income Tracker 9. The Bill Tracker 10. The Lead Center 11. Moving
QuickBooks Desktop Using the Migrator Tool Using the Accountant’s Review 1. Creating an
Accountant’s Copy 2. Transferring an Accountant’s Copy 3. Importing Accountant’s 4. Removing
Restrictions Using the Help Menu 1. Using Help Creating a Legal Company File 1. Making a Legal
Company Using Express Start 2. Making a Legal Company Using the EasyStep Interview 3.
Reviewing the Default Chart of Accounts 4. Entering Vendors 5. Entering Clients and Cases 6.
Enabling Class Tracking for Law Firms 7. Creating Billing Line Items Setting up a Trust Account 1.
What is an IOLTA? 2. Creating Accounts for Trust Management 3. Creating Items for Trust
Management Managing a Trust Account 1. Depositing Client Money into the Client Trust Account 2.
Entering Bills to Pay from the Trust Account 3. Recording Bills for Office Expenses 4. Paying Bills
from the Client Trust Account 5. Using a Client Trust Credit Card 6. Time Tracking and Invoicing for
Legal Professionals 7. Paying the Law Firm’s Invoices Using the Client Funds 8. Refunding Unused
Client Trust Account Funds 9. Escheated Trust Funds Trust Account Reporting 1. Creating a Trust
Account Liability Proof Report 2. Creating a Trust Liability Balances by Client Report 3. Creating a
Client Ledger Report 4. Creating an Account Journal Report
  training manual template for word: QuickBooks Pro 2021 for Lawyers Training Manual
Classroom in a Book TeachUcomp , 2020-12-17 Complete classroom training manuals for
QuickBooks Pro 2021 for Lawyers. Full classroom manual in one book. 349 pages and 213 individual
topics. Includes practice exercises and keyboard shortcuts. You will learn how to create and
effectively manage a legal company file as well as use QuickBooks for trust accounting. In addition,
you’ll receive our complete QuickBooks curriculum. Topics Covered: The QuickBooks Environment
1. The Home Page and Insights Tabs 2. The Centers 3. The Menu Bar and Keyboard Shortcuts 4. The
Open Window List 5. The Icon Bar 6. Customizing the Icon Bar 7. The Chart of Accounts 8.
Accounting Methods 9. Financial Reports Creating a QuickBooks Company File 1. Using Express
Start 2. Using the EasyStep Interview 3. Returning to the Easy Step Interview 4. Creating a Local
Backup Copy 5. Restoring a Company File from a Local Backup Copy 6. Setting Up Users 7. Single
and Multiple User Modes 8. Closing Company Files 9. Opening a Company File Using Lists 1. Using
Lists 2. The Chart of Accounts 3. The Customers & Jobs List 4. The Employees List 5. The Vendors
List 6. Using Custom Fields 7. Sorting List 8. Inactivating and Reactivating List Items 9. Printing
Lists 10. Renaming & Merging List Items 11. Adding Multiple List Entries from Excel Setting Up
Sales Tax 1. The Sales Tax Process 2. Creating Tax Agencies 3. Creating Individual Sales Tax Items
4. Creating a Sales Tax Group 5. Setting Sales Tax Preferences 6. Indicating Taxable & Non-taxable
Customers and Items Setting Up Inventory Items 1. Setting Up Inventory 2. Creating Inventory



Items 3. Creating a Purchase Order 4. Receiving Items with a Bill 5. Entering Item Receipts 6.
Matching Bills to Item Receipts 7. Adjusting Inventory Setting Up Other Items 1. Service Items 2.
Non-Inventory Items 3. Other Charges 4. Subtotals 5. Groups 6. Discounts 7. Payments 8. Changing
Item Prices Basic Sales 1. Selecting a Sales Form 2. Creating an Invoice 3. Creating Batch Invoices
4. Creating a Sales Receipt 5. Finding Transaction Forms 6. Previewing Sales Forms 7. Printing
Sales Forms Using Price Levels 1. Using Price Levels Creating Billing Statements 1. Setting Finance
Charge Defaults 2. Entering Statement Charges 3. Applying Finance Charges and Creating
Statements Payment Processing 1. Recording Customer Payments 2. Entering a Partial Payment 3.
Applying One Payment to Multiple Invoices 4. Entering Overpayments 5. Entering Down Payments
or Prepayments 6. Applying Customer Credits 7. Making Deposits 8. Handling Bounced Checks 9.
Automatically Transferring Credits Between Jobs 10. Manually Transferring Credits Between Jobs
Handling Refunds 1. Creating a Credit Memo and Refund Check 2. Refunding Customer Payments
Entering and Paying Bills 1. Setting Billing Preferences 2. Entering Bills 3. Paying Bills 4. Early Bill
Payment Discounts 5. Entering a Vendor Credit 6. Applying a Vendor Credit Using Bank Accounts 1.
Using Registers 2. Writing Checks 3. Writing a Check for Inventory Items 4. Printing Checks 5.
Transferring Funds 6. Reconciling Accounts 7. Voiding Checks Paying Sales Tax 1. Sales Tax Reports
2. Using the Sales Tax Payable Register 3. Paying Your Tax Agencies Reporting 1. Graph and Report
Preferences 2. Using QuickReports 3. Using QuickZoom 4. Preset Reports 5. Modifying a Report 6.
Rearranging and Resizing Report Columns 7. Memorizing a Report 8. Memorized Report Groups 9.
Printing Reports 10. Batch Printing Forms 11.Exporting Reports to Excel 12. Saving Forms and
Reports as PDF Files 13. Comment on a Report 14. Process Multiple Reports 15. Scheduled Reports
Using Graphs 1. Using Graphs 2. Company Snapshot Customizing Forms 1. Creating New Form
Templates 2. Performing Basic Customization 3. Performing Additional Customization 4. The Layout
Designer 5. Changing the Grid and Margins in the Layout Designer 6. Selecting Objects in the
Layout Designer 7. Moving and Resizing Objects in the Layout Designer 8. Formatting Objects in the
Layout Designer 9. Copying Objects and Formatting in the Layout Designer 10. Adding and
Removing Objects in the Layout Designer 11. Aligning and Stacking Objects in the Layout Designer
12. Resizing Columns in the Layout Designer Estimating 1. Creating a Job 2. Creating an Estimate 3.
Duplicating Estimates 4. Invoicing From Estimates 5. Updating Job Statuses 6. Inactivating
Estimates 7. Making Purchases for a Job 8. Invoicing for Job Costs 9. Using Job Reports Time
Tracking 1. Tracking Time and Printing a Blank Timesheet 2. Weekly Timesheets 3. Time/Enter
Single Activity 4. Invoicing from Time Data 5. Using Time Reports 6. Tracking Vehicle Mileage 7.
Charging Customers for Mileage Payroll 1. The Payroll Process 2. Creating Payroll Items 3. Setting
Employee Defaults 4. Setting Up Employee Payroll Information 5. Creating Payroll Schedules 6.
Creating Scheduled Paychecks 7. Creating Unscheduled Paychecks 8. Creating Termination
Paychecks 9. Voiding Paychecks 10. Tracking Your Tax Liabilities 11. Paying Your Payroll Tax
Liabilities 12. Adjusting Payroll Liabilities 13. Entering Liability Refund Checks 14. Process Payroll
Forms 15. Tracking Workers Compensation Using Credit Card Accounts 1. Creating Credit Card
Accounts 2. Entering Credit Card Charges 3. Reconciling and Paying Credit Cards Assets and
Liabilities 1. Assets and Liabilities 2. Creating and Using an Other Current Asset Account 3.
Removing Value from Other Current Asset Accounts 4. Creating Fixed Asset Accounts 5. Creating
Liability Accounts 6. Setting the Original Cost of Fixed Assets 7. Tracking Depreciation 8. The Loan
Manager 9. The Fixed Asset Item List Equity Accounts 1. Equity Accounts 2. Recording an Owner’s
Draw 3. Recording a Capital Investment Writing Letters With QuickBooks 1. Using the Letters and
Envelopes Wizard 2. Editing Letter Templates Company Management 1. Viewing Your Company
Information 2. Setting Up Budgets 3. Using the To Do List 4. Using Reminders and Setting
Preferences 5. Making General Journal Entries 6. Using the Cash Flow Projector 7. Using Payment
Reminders 8. Receipt Management Using QuickBooks Tools 1. Company File Cleanup 2. Exporting
and Importing List Data Using IIF Files 3. Advanced Importing of Excel Data 4. Updating
QuickBooks 5. Using the Calculator 6. Using the Portable Company Files 7. Using the Calendar 8.
The Income Tracker 9. The Bill Tracker 10. The Lead Center 11. Moving QuickBooks Desktop Using



the Migrator Tool Using the Accountant’s Review 1. Creating an Accountant’s Copy 2. Transferring
an Accountant’s Copy 3. Importing Accountant’s 4. Removing Restrictions Using the Help Menu 1.
Using Help Creating a Legal Company File 1. Making a Legal Company Using Express Start 2.
Making a Legal Company Using the EasyStep Interview 3. Reviewing the Default Chart of Accounts
4. Entering Vendors 5. Entering Clients and Cases 6. Enabling Class Tracking for Law Firms 7.
Creating Billing Line Items Setting up a Trust Account 1. What is an IOLTA? 2. Creating Accounts
for Trust Management 3. Creating Items for Trust Management Managing a Trust Account 1.
Depositing Client Money into the Client Trust Account 2. Entering Bills to Pay from the Trust
Account 3. Recording Bills for Office Expenses 4. Paying Bills from the Client Trust Account 5. Using
a Client Trust Credit Card 6. Time Tracking and Invoicing for Legal Professionals 7. Paying the Law
Firm’s Invoices Using the Client Funds 8. Refunding Unused Client Trust Account Funds 9.
Escheated Trust Funds Trust Account Reporting 1. Creating a Trust Account Liability Proof Report
2. Creating a Trust Liability Balances by Client Report 3. Creating a Client Ledger Report 4.
Creating an Account Journal Report
  training manual template for word: QuickBooks Pro 2020 for Lawyers Training Manual
Classroom in a Book TeachUcomp , 2019-10-27 Complete classroom training manuals for
QuickBooks Pro 2020 for Lawyers. Full classroom manual in one book. 344 pages and 212 individual
topics. Includes practice exercises and keyboard shortcuts. You will learn how to create and
effectively manage a legal company file as well as use QuickBooks for trust accounting. In addition,
you’ll receive our complete QuickBooks curriculum. Topics Covered: The QuickBooks Environment
1. The Home Page and Insights Tabs 2. The Centers 3. The Menu Bar and Keyboard Shortcuts 4. The
Open Window List 5. The Icon Bar 6. Customizing the Icon Bar 7. The Chart of Accounts 8.
Accounting Methods 9. Financial Reports Creating a QuickBooks Company File 1. Using Express
Start 2. Using the EasyStep Interview 3. Returning to the Easy Step Interview 4. Creating a Local
Backup Copy 5. Restoring a Company File from a Local Backup Copy 6. Setting Up Users 7. Single
and Multiple User Modes 8. Closing Company Files 9. Opening a Company File Using Lists 1. Using
Lists 2. The Chart of Accounts 3. The Customers & Jobs List 4. The Employees List 5. The Vendors
List 6. Using Custom Fields 7. Sorting List 8. Inactivating and Reactivating List Items 9. Printing
Lists 10. Renaming & Merging List Items 11. Adding Multiple List Entries from Excel Setting Up
Sales Tax 1. The Sales Tax Process 2. Creating Tax Agencies 3. Creating Individual Sales Tax Items
4. Creating a Sales Tax Group 5. Setting Sales Tax Preferences 6. Indicating Taxable & Non-taxable
Customers and Items Setting Up Inventory Items 1. Setting Up Inventory 2. Creating Inventory
Items 3. Creating a Purchase Order 4. Receiving Items with a Bill 5. Entering Item Receipts 6.
Matching Bills to Item Receipts 7. Adjusting Inventory Setting Up Other Items 1. Service Items 2.
Non-Inventory Items 3. Other Charges 4. Subtotals 5. Groups 6. Discounts 7. Payments 8. Changing
Item Prices Basic Sales 1. Selecting a Sales Form 2. Creating an Invoice 3. Creating Batch Invoices
4. Creating a Sales Receipt 5. Finding Transaction Forms 6. Previewing Sales Forms 7. Printing
Sales Forms Using Price Levels 1. Using Price Levels Creating Billing Statements 1. Setting Finance
Charge Defaults 2. Entering Statement Charges 3. Applying Finance Charges and Creating
Statements Payment Processing 1. Recording Customer Payments 2. Entering a Partial Payment 3.
Applying One Payment to Multiple Invoices 4. Entering Overpayments 5. Entering Down Payments
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