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Introduces the fundamental tools and techniques available in Excel. Provides
step by step examples and applications.
During live CPE training sessions, and through Excel articles featured in
magazines such as the Journal of Accountancy and California CPA Magazine,
Jeff Lenning, founder of Click Consulting, Inc., has shown thousands of CPAs
and accounting professionals across the country how to use Excel more
effectively. Drawing on his experience as an auditor, a financial analyst in
industry, an accounting manager at a public company, and a consultant, he has
demonstrated how to leverage Excel in order to improve efficiency by reducing
the time it takes to complete job tasks. Written to reach those he won't have the
opportunity to meet in one of his CPE sessions, Lenning's series, Excel
University: Microsoft Excel Training for CPAs and Accounting Professionals,
offers a comprehensive collection of the features, functions, and techniques that
are of direct benefit to accountants working in industry, public practice,
consulting, or not-for-profit. Concentrating on Excel for Windows, his books offer
a hands-on approach to learning and include narrative, screenshots, video
content, Excel practice files, and exercises that demonstrate the practical
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application of the items presented in each chapter. Visit http:
//www.clickconsulting.com/books to access the Excel University video library and
to download the practice files. Features, functions and techniques are presented
in a sequential and progressive manner, so the books are best read in order. In
Volume 1, the author presents material and information that will prove useful to
every accountant, regardless of the type of work they do. Blown away by the
power of Excel, readers are sure to find this series relevant, enlightening, and
extremely easy-to-follow.
A hands-on guide to using Excel in the business context First published in 2012,
Using Excel for Business and Financial Modelling contains step-by-step
instructions of how to solve common business problems using financial models,
including downloadable Excel templates, a list of shortcuts and tons of practical
tips and techniques you can apply straight away. Whilst there are many hundreds
of tools, features and functions in Excel, this book focuses on the topics most
relevant to finance professionals. It covers these features in detail from a
practical perspective, but also puts them in context by applying them to practical
examples in the real world. Learn to create financial models to help make
business decisions whilst applying modelling best practice methodology, tools
and techniques. • Provides the perfect mix of practice and theory • Helps you
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become a DIY Excel modelling specialist • Includes updates for Excel 2019/365
and Excel for Mac • May be used as an accompaniment to the author’s online
and face-to-face training courses Many people are often overwhelmed by the
hundreds of tools in Excel, and this book gives clarity to the ones you need to
know in order to perform your job more efficiently. This book also demystifies the
technical, design, logic and financial skills you need for business and financial
modelling.
Includes research papers that examines various issues including the adoption of
International Financial Reporting Standards (IFRS) and International Public
Sector Accounting Standards (IPSASs), management accounting change in the
context of public sector reforms, corporate reporting disclosures, auditing,
etcetera.
This book provides accounting students in post-secondary institutions with an
advanced level understanding of how to use MS-Excel to make business
decisions. It reflects real-life applications of this important analytical tool, which
has become the accepted industry standard for spreadsheet software.
FINANCIAL AND MANAGERIAL ACCOUNTING USING EXCEL FOR SUCCESS
leads students to accounting mastery while increasing Excel proficiency. Built
with the modern business world in mind, this adaptation of the introductory
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textbook, FINANCIAL AND MANAGERIAL ACCOUNTING, 11E offers an
innovative 4-step system for students to: (1) Read the accounting concept and
illustration. (2) Follow the same concept using the Excel Success Example. (3)
Practice using the Try It Tutorial online. (4) Apply knowledge by completing the
Excel Success problem in the homework. This text reinforces key accounting
concepts through 6 basic Excel formulas. Students build an Excel portfolio to
demonstrate basic competencies in accounting and Excel. Each new copy of the
book comes packaged with an access code that allows students to use the online
Excel Try It Tutorials. These tutorials guide students through the hands-on
process of entering formulas and understanding how to Excel for accounting.
Excel Success Special Activities at the end of the chapter require students to
manipulate spreadsheets and save the files to demonstrate Excel competency.
Within the auto-graded online homework products (CengageNOW and Aplia),
students are asked to document their Excel processes. For a complete demo of
the Excel Success system, visit www.cengage.com/community/warren. Important
Notice: Media content referenced within the product description or the product
text may not be available in the ebook version.
This text has a two-fold approach: it teaches students how businesses use
spreadsheets and databases in accounting, and serves as a primer explaining
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how to use these tools in solving real accounting problems. It is written in a stepby-step format with plenty of screen shots making it easy to follow.
This updated and expanded second edition of Book provides a user-friendly introduction to the
subject, Taking a clear structural framework, it guides the reader through the subject's core
elements. A flowing writing style combines with the use of illustrations and diagrams
throughout the text to ensure the reader understands even the most complex of concepts. This
succinct and enlightening overview is a required reading for all those interested in the subject .
We hope you find this book useful in shaping your future career & Business.
Master the skills and understanding to calculate payroll, complete payroll taxes and prepare
payroll records and reports with Bieg/Toland’s market-leading PAYROLL ACCOUNTING
2022. Updates provide the first-hand experience and foundation you need to work with the
latest payroll laws and developments. You focus on practical applications rather than theory as
you learn how to complete hands-on exercises, both manually and with the use of Excel.
Detailed examples and real business applications further demonstrate the importance of skills
you are learning. Each example or illustration corresponds to a specific problem so you can
easily follow the steps to solve the problem. An extensive final project lets you apply what
you’ve learned as a payroll accountant. This edition also covers content needed for the
Fundamental Payroll Certification (FPC) from the American Payroll Association as you
strengthen your understanding and success in working with payroll accounting. Important
Notice: Media content referenced within the product description or the product text may not be
available in the ebook version.
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“I often talk about the importance of trust when it comes to work: the trust of your employees
and building trust with your customers. This book provides a blueprint for how to build and
maintain that trust and connection in a digital environment.” —Eric S. Yuan, founder and CEO
of Zoom A Harvard Business School professor and leading expert in virtual and global work
provides remote workers and leaders with the best practices necessary to perform at the
highest levels in their organizations. The rapid and unprecedented changes brought on by
Covid-19 have accelerated the transition to remote working, requiring the wholesale migration
of nearly entire companies to virtual work in just weeks, leaving managers and employees
scrambling to adjust. This massive transition has forced companies to rapidly advance their
digital footprint, using cloud, storage, cybersecurity, and device tools to accommodate their
new remote workforce. Experiencing the benefits of remote working—including nonexistent
commute times, lower operational costs, and a larger pool of global job applicants—many
companies, including Twitter and Google, plan to permanently incorporate remote days or give
employees the option to work from home full-time. But virtual work has it challenges.
Employees feel lost, isolated, out of sync, and out of sight. They want to know how to build
trust, maintain connections without in-person interactions, and a proper work/life balance.
Managers want to know how to lead virtually, how to keep their teams motivated, what digital
tools they’ll need, and how to keep employees productive. Providing compelling, evidencebased answers to these and other pressing issues, Remote Work Revolution is essential for
navigating the enduring challenges teams and managers face. Filled with specific actionable
steps and interactive tools, this timely book will help team members deliver results previously
out of reach. Following Neeley’s advice, employees will be able to break through routine
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norms to successfully use remote work to benefit themselves, their groups, and ultimately their
organizations.
This comprehensive introduction provides readers with a review of the fundamental tools and
techniques available in Microsoft Excel spreadsheet software. The volume features Excel
assignments that are designed to enable users to work more efficiently while enhancing their
understanding of auditing and AIS concepts and increasing their computer fluency as they
learn through experience by following directions and creating the example worksheets. The
book provides detailed instruction for using Microsoft Excel and the applications presented
pertain to specific topics covered in auditing and AIS. The authors examine computer basics,
making a worksheet, formulas, functions, and formatting, charts, worksheet manipulation,
database tools, macro commands, guidelines for worksheet design and provide a step-by-step
Excel example. For accountants and business managers.
Praise for previous editions of Accounting Best Practices "For a comprehensive, yet easy-toread guide to fixing those all-too-common shortcomings in your accounting department, look
no further than this excellent book. Steve Bragg provides hundreds of fixes, many of them
requiring surprisingly little time or cost while providing a handy guide to common
implementation pitfalls. . . . I would recommend this invaluable book to anyone who is looking
to enhance their existing processes, whether due to growth in their business, compliance with
Sarbanes-Oxley, or just as part of their ongoing improvement process." —Martyn Webster,
CPA, Director of Finance, XenoPort, Inc. "This book is critical to running an efficient and
accurate accounting department. The use of RFID technology to track documents is one of
many valuable tools in this latest edition. A required read for the demanding accounting
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manager's role." —Jason Charet, CPA "I've used Steve Bragg's Accounting Best Practices
books for years as a source of ideas for improvement. Like previous editions, this edition has a
number of new, actionable best practices as well as refinements of those ideas reported in
previous editions. The books are broad enough in their perspective so that nearly any
organization could find ideas that could pay back the cost of the book many times over." —John
Temmerman, Controller, Evangelical Lutheran Church in America "What a great resource! I
have been in the accounting field for over twenty years, and I was still able to gain insight into
improving processes within my office. Thanks for putting it all in one book!" —Tina M. Thomas,
CPA, CTP, Controller, Goodman & Company, LLP
Presents a guide that aims to assist accountants in creating the reports, explanations, and
planning documents needed by clients. Provides downloadable example files which are
compatible with all versions of Excel from Office 97 through Office 2003, and can also be
opened with Excel 12 (in Office 2007).
Important Notice: Media content referenced within the product description or the product text
may not be available in the ebook version.

This textbook introduces students to the power of spreadsheets. It contains over
50 spreadsheet problems that reinforce principles of accounting concepts. The
problems incorporate formula development and model building skills that may be
used in a variety of accounting applications. Emphasis is placed on what-if
analysis. Important Notice: Media content referenced within the product
description or the product text may not be available in the ebook version.
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This text in a hundred pages explains how to make a bookkeeping and financial
reporting system in Google Sheets or Microsoft Excel. It is the simpler, faster,
and better 2.nd edition of a tried-and-tested double-entry system, whose 1.st
edition was already smart, dependable, and easy to use. The text pragmatically
and directly links accounting, ICT, and business management. It covers profit &
loss, balance sheet, cash flow, explanatory notes & specifications, journal &
ledger, rolling & fixed budget, group consolidation and KPI monitoring, system
audit, error checking, data validation, and troubleshooting. The system features
automated sales tax/VAT with multiple rates and withheld tax, IFRS/GAAP
compliant currency accounting with daily spot rate lookup, multiple reporting
entities with multiple banks and types of bills, and unique hard-to-get facilities like
dynamic single-entry sub-accounting, spreadsheet formula integration, and
reporting in other languages. The author is a senior businessperson with an MBA
degree from Henley Business School, who owns and manages a portfolio of
firms. The design is free from programming (VBA, scripts, macros…) and hard
limit usage tiers (number of businesses, reports, accounts, records, currencies…).
"Reviews all the necessary financial theory and concepts, and walks you through
a wide range of real-world financial models" - cover.
ACCOUNTING USING EXCEL FOR SUCCESS, 2E leads students to accounting
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mastery while increasing Excel proficiency. Written with the modern business
world in mind, this adaptation of the principles text--ACCOUNTING, 24E--offers
an innovative four-step system for students: (1) read the accounting concept and
illustration, (2) follow the same concept using the Excel Success Example, (3)
practice using the Try It Tutorial, and (4) apply knowledge by completing the
Excel Success Problem. This text reinforces key accounting concepts through six
basic Excel formulas. Students build an Excel portfolio to demonstrate basic
competencies in accounting and Excel. Each new copy of the book comes
packaged with an access code that allows students to use the online Excel Try It
Tutorials. These tutorials guide students through the hands-on process of
entering formulas and understanding how to Excel for accounting. Excel Success
Special Activities at the end of the chapter require students to manipulate
spreadsheets and save the files to demonstrate Excel competency. Within the
auto-graded online homework products (CengageNOWTM and ApliaTM),
students are asked to document their Excel processes. For a complete demo of
the Excel Success system, visit www.cengage.com/community/warren. Important
Notice: Media content referenced within the product description or the product
text may not be available in the ebook version.
ACCOUNTING BEST PRACTICES Seventh Edition Today's accounting staffs
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are called on to work magic: process transactions, write reports, improve
efficiency, create new processes—all at the lowest possible cost, using an evershrinking proportion of total corporate expenses. Sound impossible? Not if your
staff is using the best practices for accounting. Fully updated in a new edition,
Accounting Best Practices, Seventh Edition draws from renowned accounting
leader Steven Bragg's extensive experience in successfully developing,
operating, and consulting various accounting departments. This invaluable
resource has the at-your-fingertips information you need, whether you've been
searching for ways to cut costs in your accounting department, or just want to
offer more services without the added expense. The best practices featured in
this excellent step-by-step manual constitute need-to-know information
concerning the most advanced techniques and strategies for increasing
productivity, reducing costs, and monitoring existing accounting systems. This
new edition boasts over 400 best practices, with fifty new to this edition in the
areas of taxation, finance, collections, general ledger, accounts payable, and
billing. Now featuring a corresponding seven-minute podcast for each chapter
found on the book's companion website, Accounting Best Practices is the perfect,
do-it-yourself book for the manager who wants to significantly boost their
accounting department.
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Fully updated for a UK audience Bookkeeping Workbook For Dummies is the
easiest way to get up to speed in all the basics of bookkeeping: from setting up a
bookkeeping system and recording transactions to managing payroll, preparing
profit and loss statements, tackling tax and filing month and year end reports
finances. Expert author Jane Kelly guides you step-by-step through every aspect
of financial record and offers quick tips to help you work through the interactive
exercises and practical problems encouraging you to find your own route to a
solution and sharpen your skills along the way. Whether you’re studying on a
bookkeeping course or balancing the books in a small business this book is the
fastest way to get started. Bookkeeping Workbook For Dummies, UK Edition
includes: Part I: Exploring Bookkeeping Basics Chapter 1: Deciphering the
Basics Chapter 2: Designing Your Bookkeeping System Chapter 3: Sorting Out
Your Business Road Map Part II: Putting it All on Paper Chapter 4: Looking at the
Big Picture Chapter 5: Journaling — The Devil’s in the Details Chapter 6:
Designing Controls for Your Books, Your Records, and Your Money Part III:
Tracking Day-to-Day Business Operations with Your Books Chapter 7:
Purchasing Goods and Tracking Your Purchases Chapter 8: Calculating and
Monitoring Sales Chapter 9: Employee Payroll and Benefits Part IV: Getting
Ready for Year’s (Or Month’s) End Chapter 10: Depreciating Your Assets
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Chapter 11: Paying and Collecting Interest Chapter 12: Checking Your Books
Chapter 13: Checking and Correcting Your Books Part V: Reporting Results and
Starting Over Chapter 14: Developing a Balance Sheet Chapter 15: Producing a
Profit and Loss Statement Chapter 16: Reporting for Not-For-Profit Organizations
Chapter 17: Doing Your Business Taxes Chapter 18: Completing Year-End
Payroll and Reports Chapter 19: Getting Ready for a New Bookkeeping Year
Part VI: The Part of Tens Chapter 20: Top Ten Checklist for Managing Your Cash
Chapter 21: Top Ten Accounts You Should Monitor Chapter 22: Top Ten
Problems You Should Practice
Get your business organized with QuickBooks Now more than ever, keeping
track of every penny is crucial to making it in business. And the owners of
thousands of small-to-mid-size businesses turn to QuickBooks to help them
manage their finances without having to hire an outside accounting professional.
Bestselling author Stephen Nelson updates his popular QuickBooks For
Dummies to cover the latest revisions and enhancements to this leading small
business accounting software package. After a quick review of bookkeeping
basics, you'll discover how QuickBooks 2013 can help you build the perfect
budget, process payroll, simplify your tax return prep work, create invoices,
manage inventory, generate income statements, balance accounts, and much
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more. You'll learn what you should do before you install and set up QuickBooks,
then move on to basic bookkeeping concepts and the fundamentals of building a
solid budget. You'll also discover how to enter data, create invoices, record and
print sales receipts, monitor your job costs, and generate most common financial
reports with ease. Veteran author Stephen Nelson updates his perennial
bestseller and offers you easy-to-understand coverage of the newest release of
QuickBooks Enables you to take control of managing your own business
accounting and financial management tasks so you can avoid having to hire
expensive outside help Provides expert advice for getting started with
QuickBooks, building the perfect budget, processing payroll, creating invoices,
managing inventory, tracking job costs, generating income statements, balancing
accounts, creating financial reports, and more Takes you through the steps of
going online with QuickBooks, backing up your data, and simplifying tax
preparation QuickBooks 2013 For Dummies helps you take control of your
financial management tasks. Big or small, your business will benefit!
This introduction to bookkeeping for beginning business students demonstrates the use of
financial statements, the ledger, the two-column general journal, and other journals normally
used in business operations. This book offers helpful instruction both to business students and
owners of small businesses. True-to-life bookkeeping problems with answers are presented
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throughout the text. Barron’s continues its ongoing project of improving, updating, and giving
contemporary new designs to its popular Easy Way books, now re-named Barron’s E-Z
Series. The new cover designs reflect the books’ brand-new page layouts, which feature
extensive two-color treatment, a fresh, modern typeface, and many more graphics. In addition
to charts, graphs, and diagrams, the graphic features include instructive line illustrations, and
where appropriate, amusing cartoons. Barron’s E-Z books are self-teaching manuals designed
to improve students’ grades in many academic and practical subjects. In most cases, the skill
level ranges between senior high school and college-101 standards. In addition to their selfteaching value, these books are also widely used as textbooks or textbook supplements in
classroom settings. E-Z books review their subjects in detail and feature short quizzes and
longer tests to help students gauge their learning progress. All exercises and tests come with
answers. Subject heads and key phrases are set in a second color as an easy reference aid.
Gain first-hand experience and the thorough foundation needed to calculate payroll, complete
payroll taxes, and prepare payroll records and reports. Bieg/Toland’s market-leading
PAYROLL ACCOUNTING 2021 introduces the latest payroll laws and developments. This
edition focuses on practical applications rather than theory with hands-on exercises, detailed
examples and business applications that highlight the relevance of concepts. In addition, each
problem corresponds to a specific example or illustration that clearly demonstrates the steps to
solve the problem. An extensive project in the last chapter lets you apply what you’ve learned
as a payroll accountant. This edition also covers the Fundamental Payroll Certification (FPC)
from the American Payroll Association. PAYROLL ACCOUNTING 2021 provides a thorough
understanding of payroll for success both now and throughout your business career. Important
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Notice: Media content referenced within the product description or the product text may not be
available in the ebook version.
ACCOUNTING PRINCIPLES USING EXCEL® FOR SUCCESS, 2E, International Edition leads
students to accounting mastery while increasing Excel® proficiency. Written with the modern
business world in mind, this adaptation of the principles text--PRINCIPLES OF ACCOUNTING,
24E--offers an innovative four-step system for students: (1) read the accounting concept and
illustration, (2) follow the same concept using the Excel® Success Example, (3) practice using
the "Try It" Tutorial, and (4) apply knowledge by completing the Excel® Success Problem.This
text reinforces key accounting concepts through six basic Excel® formulas. Students build an
Excel® portfolio to demonstrate basic competencies in accounting and Excel®. Each new copy
of the book comes packaged with an access code that allows students to use the online
Excel® "Try It" Tutorials. These tutorials guide students through the hands-on process of
entering formulas and understanding how to Excel® for accounting. Excel® Success Special
Activities at the end of the chapter require students to manipulate spreadsheets and save the
files to demonstrate Excel® competency.
Save time and be way more productive with Microsoft Excel macros Looking for ready-made
Excel macros that will streamline your workflow? Look no further! Excel Macros For Dummies,
2nd Edition helps you save time, automate, and be more productive–even with no
programming experience at all. Each chapter offers macros you can implement right away,
with practical exercises that extend your knowledge and help you understand the mechanics at
work. You'll find over 70 of the most effective Excel macros for solving common problems and
explanations of why and where to use each one–plus invaluable guidance and step-by-step
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instruction for applying them effectively. Microsoft Excel is the world's leading spreadsheet
application, and it supports VBA macros that allow you to customize the program and
automate many common tasks. In no time, you'll learn how to customize your applications to
look and work exactly the way you want them to, with simple, friendly walk-throughs that
directly apply to real-world tasks. Follow it through from start to finish, or quickly look up
problems as they occur. It's the perfect desk reference for all of your Microsoft Excel macros
needs! Immediately implement the given Excel macros Work with workbooks, worksheets, and
ranges Clean data, automate reporting, and send email from Excel Streamline your workflow If
you have an Excel problem, there's a macro to solve it–and now, you don't need to be a
programmer to customize it for your own use!.
Author of cult classics The Pumpkin Plan and The Toilet Paper Entrepreneur offers a simple,
counterintuitive cash management solution that will help small businesses break out of the
doom spiral and achieve instant profitability. Conventional accounting uses the logical (albeit,
flawed) formula: Sales - Expenses = Profit. The problem is, businesses are run by humans,
and humans aren't always logical. Serial entrepreneur Mike Michalowicz has developed a
behavioral approach to accounting to flip the formula: Sales - Profit = Expenses. Just as the
most effective weight loss strategy is to limit portions by using smaller plates, Michalowicz
shows that by taking profit first and apportioning only what remains for expenses,
entrepreneurs will transform their businesses from cash-eating monsters to profitable cash
cows. Using Michalowicz's Profit First system, readers will learn that: · Following 4 simple
principles can simplify accounting and make it easier to manage a profitable business by
looking at bank account balances. · A small, profitable business can be worth much more than
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a large business surviving on its top line. · Businesses that attain early and sustained
profitability have a better shot at achieving long-term growth. With dozens of case studies,
practical, step-by-step advice, and his signature sense of humor, Michalowicz has the gamechanging roadmap for any entrepreneur to make money they always dreamed of.
Accounting Information Systems: Basic Concepts and Current Issues, Third Edition, provides
an interdisciplinary presentation of the fundamental accounting topics and information
technology of AIS. It is written in a manner intended to develop professional judgment and
critical thinking skills so students are prepared to be successful and effectively communicate
with accountants and general managers whether their careers take them into public
accounting, the corporate world, governmental and not-for-profit accounting, or another
practice.
Bookkeeping Using ExcelHow to Perform Bookkeeping and Financial Reporting Using Excel,
Only Excel, and Nothing But ExcelCreatespace Independent Pub

Readers learn how businesses use spreadsheets and databases in accounting today
with USING EXCEL & ACCESS FOR ACCOUNTING 2016. This step-by-step book
uses numerous screen images to explain how to use these tools most effectively to
solve real accounting problems. Important Notice: Media content referenced within the
product description or the product text may not be available in the ebook version.
Designed for computerized accounting, introduction to management accounting, and
cost accounting courses, this text introduces accounting students to the fundamental
tools and techniques available in Microsoft Excel spreadsheet software.
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The advanced tools accountants need to build automated, reliable, and scalable reports
using Excel Learn about the functions that work together to automate many of the
processes involved in Management Reporting. See how to take advantage of the many
new features of Excel 2007 and 2010. Find out how to build validation structures into
your spreadsheet reports. Discover how to identify missing or new codes, either in the
creation process or in the day-to-day running of the reports. Do it all with Advanced
Excel Reporting for Management Accountants. Explore the structures that simplify the
report creation process and make the reports more maintainable Learn techniques to
"cleanse" data so that it is ready for use in Pivot Tables and formula-based reports Find
out the tips and tricks that can make the creation process quicker and easier Discover
all you need to know about Excel's summing functions and how versatile they can be
Written in a hands-on style that works towards the completion of two reporting case
studies, Advanced Excel Reporting for Management Accountants explains and
demonstrates techniques so that Management Accountants can learn how to automate
many aspects of the reporting process.
BUILDING ACCOUNTING SYSTEMS USING ACCESS 2010, International Edition
provides a concrete foundation for database theory and shows you how to construct
effective accounting systems. Concepts and theories come alive through detailed
Access 2010 screenshots and illustrations. Online tutorials provide instant feedback
and help you master concepts in a step-by-step manner. This textbook also offers
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detailed coverage of REA modeling, exploring the relationships among assets,
transactions, and agents.Using Microsoft Access 2010, International Edition you will
develop the knowledge and skills to design accounting systems that deliver timely,
accurate, and complete information to decision makers.
Bookkeeping and financial reporting in less than hundred pages. Well written, pleasant
reading with detailed practical examples. Authored by experienced, senior
businessman with Henley MBA degree. Explains how to make a complete bookkeeping
and financial reporting system in Excel. The system is designed for simplicity and
manageability and can be implemented in a few hours. Covers the basics: Journal,
ledger, profit & loss, balance sheet, cash flow and explanatory notes. Covers selected
advanced topics: VAT, rolling budget, fixed budget and group consolidation. Text is
IFRS compliant and globally valid. The system works in any country. No hard limit on
number of businesses, accounts, records or reporting lines. No programmer skills
required because VBA and macros are not used.
Your hands-on guide to keeping great records and keeping your nonprofit running
smoothly Need to get your nonprofit books in order? This practical guide has everything
you need to know to operate your nonprofit according to generally accepted accounting
principles (GAAP) — from documenting transactions and budgeting to filing taxes,
preparing financial statements, and much more. You'll see how to stay organized, keep
records, and be prepared for an audit. Begin with the basics — understand common
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financial terms, choose your accounting methods, and work with financial statements
Balance your nonprofit books — set up a chart of accounts, record transactions, plan
your budget, and balance your cash flow Get the 4-1-1 on federal grants — find grants
and apply for them, track and account for federal dollars, and prepare for a grant audit
Stay in good standing with Uncle Sam — set up payroll accounts for employees,
calculate taxes and deductions, and complete tax forms Close out your books — prepare
the necessary financial statements, know which accounts to close, and prepare for the
next accounting cycle Know what to do if you get audited — form an internal audit
committee, follow IRS rules of engagement, and keep an immaculate paper trail Open
the book and find: The difference between bookkeeping and accounting How to
maintain a manual or computer record-keeping system Ten vital things to know when
keeping the books Do's and don'ts of managing federal grant money How to prepare for
an audit of your financial statements IRS Form 990 good practices The most common
errors found during nonprofit audits How to figure out employee payroll deductions and
taxes
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