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Background Information

Perhaps you were concerned that the Witness Fitness Centre lost money in its first month of operation—$5,602.06,
to be exact. Do not be alarmed, however. Your hookkeeping expertise is still very much required. During the rest of
the year, action really picked up: music blared, sweat flew, and profits surged. The total membership grew to nearly
300, and Ted Winslow, the owner, was very pleased with the overall operation.

The success of the Witness Fitness Centre was partly due to the close working relationship between Ted and his
number one fitness instructor, Taryn Gordon. In fact, their affinity for each other was so strong that the inevitable
occurred: a June wedding. They took advantage of the fact that July and August are traditionally slow months for
fitness centres by taking 2 month-long honeymoon in the Caribbean.

In addition to becoming a partner in life, Taryn invested some funds in the business to become a co-owner of the
Centre. Net income will be ultimately shared on a 50/50 basis. This arrangement does not take effect, however, until
the month of August has ended.

Once again, you will perform the bookkeeping duties of the Centre. Like the business itself, those tasks have
expanded. Source documents will be journalized in a synoptic journal. Each cash payment—except petty cash
expenditures—will require a cheque prepared for one of the partners to sign. Also, the monthly bank statement will
have to be reconciled, and the part-time workers will have to receive their wages. Posting requirements remain as
usual.

This month is also historic: the last month of the first year of operations! In addition to staging a gala celebration,
this means that the year-end accounting activities will have to be completed. These include preparing a trial balance,
an income statement, a statement of partners’ equity, a balance sheet, and a post-closing trial balance (the last item
also implies that the closing entries have been journalized and posted). You are welcome, of course, to join the
Second Year's Eve party . . . when you have finished your work! We will try to save some caviar for you.
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School Accountmg Modules

9 \ ‘ F] tnes S

| I Centré

CHART OF ACCOUNTS
Assets : Revenue
101  Bank 401 Membership Fees
102 Petty Cash _ 405 Drop-in Fees
105 Accounts Receivable
125 Supplies Expenses
150 Equipment ' 501 Salaries Expense
155 Furniture 505 Rent Expense

510  Advertising Expense

Liabilities

515 Renovations Expense
520 Loan Interest Expense
525  Miscellaneous Expense
225 E.L Payable 530 Bookkeeping Expense

230 C.P.P. Payable 535 Office Expense
235 Employees’ Income Tax Payable 540 E. I Expense

240 GST Charged on Sales _ 545 C.P.P. Expense
245  GST Paid on Purchases 550  Cash Short and Over

555 Telephone Expense

201 Bank Loan Payable
205  Accounts Payable

Equity 560  Utilities Expense

301 Ted Winslow, Capital 565 Choreography Expense
305 Ted Winslow, Drawings 570  Legal Expense

310 Taryn Winslow, Capital 575 Bank Charges

315 Taryn Winslow, Drawings 580 Equipment Maintenance

399 Income Summary

CGA—Canada
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WITHWESS FITHESS CENTRE

Treiel Babance
Yy 37 20-2

No. ACCOUNT TITLE . DEBIT CREDIT
707 _| Bark 12\2|3|4| 08
705 | Accounts Peceirabls 610,00
725 | Supplles {_ 67|12\ 14
750 | Lqupment 77\5717| 3¢
155 | Furnttare | 917672
201 | Bank Loan Fayable 70/0|0\0 00
205_| Avoourts Payabte . _12|7\200
225 | L1 Payable 97|66
230 | CEE Pagabte - 6|9\ 77
235 | Enplogees’ (voome Tas FPagatte 2010|9103
240 | GST Chargedox Sutos | 7180|502
295 4757_ Pa/a’ ax Pm‘aéaa’es’ 680|538
307 | Ted Wsthw, Copital__ 51010000
305 | Ted Winctow 0/&%{@/9&? 2Nno\7\5\ 00
107 | Membershpp Fees - 8351810\ 06
05 | Dropein fess 7914|218 37
507 | Saturies Lnpense 371|426 72
505 | Kext Enpesse 30,310,0| 00
510 | Advertising Lnpense #1092 76
575 | Roraatins Expense | 51712147
520 | Loan Interest Lopense 916|7|40
525 | Misoelluneous Lrpence 6|5|7]59
530 | Bookkeepivg Lgpense 717|010\ 0
535 | Offtee & ypense - 3i716|49
540 E/E,am 8|#|8| 57
545 | CPP Eqpense 56| 67
550 _| Cash Short and Oyer #|50
555 | Jebophone Lnpense 2186| 00
560 | Utilitioe Lop 1pense | 710\7|6| 20
565 ﬁécmagmwiy £ npense 71712189
570 | Legal Enpense 121818\ 00
575 | Bank Charges 9\745

1204\0\7| 97\1204\0|7| 97
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FORM 1

Witness Fitness Centre

Memorandum

To: %«} “y Jaﬂé&%ﬁgf- ',\ m Date: #‘f? 7 20 -2
From: 7@-‘;{ M;(J" Do _ :

Phease record the §70,000,00 iwestment af ny new w/ﬁ and parther 75/74
Winstow, (Sturting next wonth, this investient witl pive her a 50% share i the
business.) [t was cé/a&r?ec{ y the busivess bank account today. Do wot forget to
reoord his deposit and all deposite on the rext available oheque Stub,

: : i FORM 2
Witness Fitness Centre
Memorandum
To: ny ngfw/wﬁ X Date: /'1‘5,9’ 7 202
From: 24 vty |

A Pat&‘y Cash fm{ i needed Draw a aéeyaa af §50.00 /ayaﬂé Lo 74774‘ She witl adminictor
Lhe fwr/ and wit? giive. Uhe vonchers to s Holi on o Lhem antil the cach bos reeds to be
ﬁe/o&w/ﬁea’ Gou can Chex am/éta a Paﬁf Cash summary (fam and make the qo/m/aﬁrata

aaaawr&/ga exlries,
1 FORM 3
Witness Fitness Centre
Memorandum
Wo: Jiu, my bookhooper N\ Date: 7797 202
From: 74 lfivsliw | | |

Pay Reliable Really the rext for flagust— 4,173 (83,900 for the reat; 8273
7).

v

CGA-Canada ' ’ Module 2/page 5



| FORM 4

To

Ted Winstow

From:

Do, ny bookkeeper

Witness Fitness Centre

Memorandum

’I\Q§

)

=

Date: 2 20-2

lDﬁe/afe, a a/wfae /aaozpaﬁé% to 7 ke Nowth 49 Commercirt Bank (faﬁ £70,000.00,
7 s witl weduce the domand boan to a zero babance,

. I FORM 5
Outstanding 2999 Oxford Ave.
0 f f - Ciborea City
i1ce v2vV 1X9
Supplies #364658
Sold To: Witness Fitness Centre Date: Aug3,20-2
10 Dun Street, Ciborea City V8A 6.2 Terms: Net/30
Quaniity Description Unit Price Amount
1600 Letterhead; Litho’d reflex blue 072 72.00
Sub-total 72.00
GST 5.04
GST Reg. #R839458219 Total 77.04
l FORM 6
Wi tll ess ‘]»‘ Inveoice: 0296A
. Date: 3ug 5, 20-2
Fitness Terms: Cach
GST Reg. No. R712367927
Centre °&-No
10 Dun Street '
Ciborea City V8A GL2
(703) 697-4007
“RBecome a Fitness Witness”®
Quantity Particulars Amount
1 Annual Membership to Peggy Tyler 320 00
Sub-total 320 00
GST 7% 22 140
Received in Cash 342 140
Amount Owed 0 |00
CGA-Canada
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| FORM 7

7% - Invoice: 0297A
ﬁf w.ltnessu Pate: AU 3] 20-2
) Fitness Terms: 30760790

GST Reg. No. R712367927
19 Dun Sireet .

Ciborea City V8A 6L2
(703) 697-1007

Quantity Particulars Amount

1 Annual Membership to Doug Reichert 320 {00
1155 Eastvan Ave., Ciborea City

VBA 6B6 723-5523 Sub-toial 320 100

GST 7% 22 140

Received in Cash : 80 100

Amonnt Owed 262 {40

FORM 8

Week of ﬂ_ng/_{(,ﬂffzé 20-2

Monday Tuesday Wednesday Thursday Friday Saturday Totals
Drop-in Fees | 4 #0.00 36,00 #4.00 2800 92 00 280.00
GST 2.60 280 252 3.08 7.96 6.44 260
Totals 2.0 #2.80 38,52 #7.08 29.9 98,44 299,60
FORM 9

To

Witness Fitness Centre

Memorandum

You, ny Jmf&e/wﬁ
From: 7.4 Wwcths

;LN

N

Date: ff“ﬂ 6 20-2

Use one af Lhe fama’ /ofowa’a{ lo propare a cash /0/‘000[ fw‘ the week ended /fw&‘ 6.
7 his witt allow me to compare the babhnce 00‘ Lhe aéqaa slubs to the Lotal obtarved

ﬁ‘m pour /'acw(a/ records,

CGA—Canada
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FORM 10

Witness Fitness Centre

To:

Gru, my bookboeper

From: /.4 {fivstow

Memeoranduam

kS

N

Date: 23 20-2

Flease pig Lhe mporze fﬁm )‘Deffy and, /%s’m Berristers and Sobleitars taae’zy.

7
FORM 11 |
MWitness Fitness Centre m
10 Dun Street
Ciborea City V84 6L2 . Pe rry and M@S on
August 8, 202 Barristers and Solicitors
Invoice No. 2047 3432 Precedent Way
GST Reg. 349200348 Ciborea City, V78 2Y2 355-3945
Quiantity Details Amount
1 Partnership agreement, Registration Np. 3482153 . $550.00
GST 38.50
Total $588.50
I FORM 12
Witness Fitness Centre
Remittance Slip #112
Cash
- Cheque v
Amount $ 60.00
Explanations
Freom Brace Ashdoon in fa//
fayment af kig aceoant /
Received '
by: Date 3A9 20 -2
CGA-Canada . Module 2/page 8




i FORM 13

Witness Fitness Centre

Memorandum
" Tos %“,- ”y Jgg,g&g/ggﬁ ’\ Date: MO_ 20 -2_
From: 7./ [ivstow
Gl i (o .
ﬂﬁaw-a'a@yz{e to Frests /Dﬁ/}(lf/)gz faﬁ £272.00 ts iy the bablunce awr}g;, on Lhat
aceoart,

FORM 14
Inveoice: 0298A
Date: AuUg 11 20-2
Terms: Cash
GST Reg. No. R712367927

10 Pun Street
Cihorea City V2A 612
(703) 697-4007

“Become a Fitness Witness”

Quantity Description _ _ Armotnt
1 Quarterly Membership to Les Shields 90 (00
Sub-total 90 00
GST 7% 6130
Received in Cash 96 130
Amount Owed - ==
FORM 15

Inveice: 0299A
Pate: Aug 12 20-2
Terms: 30/60/90
GST Reg. No. R712367927

.

10 Pun Street
Ciborea City V3A 6L2

Witness
Fitness
Centre

{703) 697-4007
“Become a Fitness Witness”
Quantity Descrpton Amount
1 Annual Membership to Jim Dayton ' 320 (00
8934 Workman's Rd. Ciborea City
V3B 4WS 747-8928 Sub-totial 320 00
. GST 7% 22 140
Received in Cash 80 100
Amount Owed 262 |40

CGA—Canada Module 2/page 9



FORM 16

Witness Fitness Centre

Memorandum

To: ny Jawggee;ﬁaf ,'\ Date: M 20 -2
From: Jof {fivstow

Draw tws "s’e/ﬂaﬁa(fo aéafa&s’ — one s 70_/7/( ad one Lo me, [ hese
are (ﬁaﬁ dur &&awz@@ af £750.00 each,

FORM 17

Witness g i
Fitness '
Centre

Weekly Summary of Drop-in Fees Week of 74#5;««@63-73, 20-2
Monday Tuesday Wednesday | Thursday Friday Saturday Totals
Drop-in Fees | 8£.00 708.00 76,00 92.00 640 20 7%.0
830.72
Totals 89,38' 775,56 8132 98, 44' - 6348 77 o.;z ’ lie £5.00
(7 thick we qim’f-céaz(;«{ a aras’&‘mef»—-ééeff were fiive extrd doflars i the c?u’é register. / 53572
FORM 18

Witness, Fitness Centre

Memeorandum

To: %, ny /Mf&elz;aﬁ X

Dates A3 20 -2

From: | 7;5{ M,(g o

‘ _ ,Dﬁe/'aﬁe a cash ,o/wf 0‘0/‘ the week ended /ﬁy 73¢#,

CGA—Canada
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| FORM 19

Witness Fitness Centre

Memorandum

Moz %«, ny Jaafprw | 'I\ : Dates: ﬁ%ﬁ_ 202
From: 24 lfixstow

P/e_a@e . Lhe ivorce ﬁﬂ/’r Cardincare f}a/l'ﬂfmrc‘ taaéo%

, [_Form 20
Cardiocare Equipment Ltd. vice 1219 aso0s
911 Ventricle Way Terms: Cash

-

Ciborea City V6P 1B7 Date: 20-208 15

Tel: 734-2941 | T Witness Fitness Centre

10 Dun Street
) Ciborea City VBA 6L.2
Quarntity Particulars Amount
Repaired and serviced exercise bikes 108.00
GST 7% _ 7.56
$115.56
! FORM 21

Witness Fitness Centre

Memorandum

To: F ny Jaaf&a/ﬁw' ﬂ | Date: @_&L 20 -2
From: 76'{{ Winslow | - |
Ploase draw a aéefaé to the Keceirer Generad of Canada fd/‘ £376,46. This amount
| represents Uhe Lotad pagroll liabiities for Juty. The $376.46 shoull bo ditribated ts .+
the fo%m}g' accoants: L1 Pa;d/e (897, 66/; CFP Pa;aﬁ % (869, 77/; and &/&M '
/xeome [ax /oa;aﬁt@ (£209.03/

CGA-Canada Module 2/page 11




FORM 22
INVOICE: 6893-B
DATE:  Aug 18, 20-2
TERMS: 30 Days
GST REG. 495039458

T | - SOLDTO:
1003 POMMEL AVE Witness Fitness Centre
CIBOREA CITY VQZ 1M3 742- 6904 - 10 Dun Street Ciborea City
- QUANTITY . PARTICULARS ' = * " UNITPRICE. "~ AMOUNT . -
3 Sets of Weights 140.00 420.00
420.00
GST 29.40
TOTAL 449.40
FORM 23

Witness Fitness Centre

Memorandum
?:

N Date: A 79 20-2

To

Gou, wy bookhoeper
From: 7o [finctow

FPloase deaw a aéey«a /oaya_ﬁé ty /@eﬁ}g« /?aafn'g' /@am{/}y Stadins faf 598,99,
{ witt be pickigg ap some row nusie Lapes from Uhen Lomorron, Wait axtit, you
recesre lhe /}{M/aaﬁefam mz:éf}ga Lhe /':mﬂ(a/ entiny,

[ Form24
Witness g
Fitness
Cenire
Weekly Summary of Drop-in Fees Week of ﬁw&‘ 75-20, 20-2
Monday Tuesday Wednesday { Thursday Friday Saturday Totals
Drop-in Fees | /0.0 84.00 72.00 92,00 88.00 716,00 852.00

Totals woo | 8988 77.04 98,44 94 76 124.12 590.6¢

CGA-Canada ‘ _ Module 2/page 12



[ " FORM 25

Td? %a, ny iawgfw/ﬂeﬁ
¥rom: o4 ivstow

Witness Fitness Centre

Memorandum

Date: @Z& 20-2_ |

Mémys/ T e balance owing to /?ee/;}ga £ aaffig;, /@am{/}y Studlos was rot £98.99,
7 e correct amaunt qpﬁmf on Lhe mporce bebow, Ploase :fm’z’ g&s’ﬁeﬂ@tf . ahyae and
prepare a rew one {fa/‘ my Sygnature, Then, record the /'oama/ entry. |

| FORM 26

Gnwvaice Number 39029
Dame:  Witness Fitness Centre

S753 grammy Ave
Ciborea Oft_’y
A58-3354

-TAddress: 10 Dun Street Ciborea City V8A 612

Reeling Rocking Recording Studios

GST Regisiration No. 494903224

Date  Aug 20, 20-2

Quanirly Particviars Qnit Frice Dmount
2 Choreographed music tapes (fitness theme) - 46.72 $93.44
~ GST @7% 6.54 .
Chiarge Derms $99.98 |

I FORM 27

| To: %a, ny o’mgfw/m‘
From: 7;/ M;l’d’ /P

"w

Wltness Fitness Centre

Memorandum

Date: m 202

babance vatféf@ﬁ

/e pelly cash furd reeds to b brought back ap b0 £50.00, [ ke vouchers are
attached 7here w5 87,28 2, ft i Che /@b‘t’ cash wa bat there appears ta be some
money missig. Since youarea Jefwf 2 Jaaf&a/)ef fowever, [ sure you oan

CGA-Canada
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[ FORM 28

Witness Fitness Centre
Petty Cash Voucher

Date:  Awp 8, 202 _ No.omr

Paid Tor_Zaothyles

For.__ Window Wasking |
Account Debited: Aizcellneons Lvpense/ (ST Faif
Amount: $_70.70 Approved by:ﬂ

(A 810.00 charge plas 70 cents for GST) |

FORM 29

Witness Fitness Centre
Petty Cash Voucher

Date:  Aup 73 202 No. 042
Paid To: 5{% gag Dﬂg\etw

For:__ Peus and paper
Account Debited:  Offfice Lapense/GST Puil

Amount: $_7.98 Approved by: 7%/
{8746 plus 52 vents for (ST |
[ rorm 36

Witness Fitness Centre
Petty Cash Voucher

Date: Aup 79, 20-2 No. 043

Paid To:_ %4 Lase Postaurart

For: _ Lunch with Jaran

Account Debited: Drawigs (50/50 spht/ |
Amount: $ 2774 Approved by:_7#/

Modute 2/page 14



| FORM 31

Witness Fitness Centre

Memorandum

%a, "y Jaaffw/aw ?\ Date: ﬁtz;LZ& 20 -2
From: 7od Winslow

To

Pf‘&/ﬂdﬁe a cask /maf faﬁ the af_wﬁ ended. ﬁ(yms’t 20,

I FORM 32
Inveice: 0300A
Date: Aug 22 20-2
Terms: Cash =~
GST Reg. No. R712367927

10 Dun Street
Ciboerea Cicy V8A 612

1 (703) 697-4007
“Become a Fitness Witness®
Quantity _Paniculars‘ _ ' Amount
1 Annual Membership to Catherine Hui-- 320 (00
plus three extra months for being
our 300th member. Sub-total 320 100
GST 7% 22140
Received in Cash 342 140
Amount Owed 0100 -
) FORM 33
| Qﬁﬁ " e’:
3 1 AY
WHY Radio Station o 3 0°
© 4711 Airway Road ' ‘ O _ %
Ciborea City V4P 2M 1 $\3
To: 732-0671
Witness Fitness Centre I ice # 6712C
oD " C W nvoice
210-2 Lég gér eer C. Cly VB4 612 GST Reg. #456920497
Quantity . Description : Price Amount
10 1 Min. Advertisements j 85.00 850.00
. Sub-total 850.00
Cash Charge Terms GST 7% 59.50
X N/30 _ Total $909.50
CGA—Canada
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FORM 34

Witness J4o
Fitness
Centre

Weekly Summary of Drop-in Fees Week of Auguct 22 69 27, 20-2

Monday Tuesday Wednesday | Thursday Friday Saturday Totals
Drop-in Fees | 720 92,00 88.00 76.00 88.00 H 512.00
GST 5.0¢ 6. 6.76 532 6,76 672 3584
Totals 77.04 9. 44 ¢ 76 87.32 94,76 70272 54784
FORM 35

Witness Fitness Centre

Memorandum

Tt Jou, my bookkeeper
From: 7;{{ M}(‘f o0

"w

Date: f4€,¢27 20 -2

Pf‘e/aﬁe a cash /amaf for the week ended 74&}«6’6‘ 27tk

FORM 36

Witness Fitness Centre

Memeorandum

To %a, ny Jaaf&e,oeﬁ

"

Déte: A‘{F’-%’ 20 =2

N
From: 7;6{ M[(‘f 7

Floase Py the attached L‘e/é/émm V24 b‘aaﬁdaf.

CGA—Canada
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[_rorm37 |
LTELEPHONE CoMm

P Statement 27193
N2 \0\ ANy |
" N

Account: Witness Fitness Centre

I ’ Telephone: (703) 697-4007
700 Extension Road Ciborea City V3G 2A7 Bill Date: August 23 20-2
Cuantity Particulars Amount

Commercial access line ,?w@/'wc{ oK 74“,? 30 42.00

Phone Rental ﬂ(/ 4.50

' : Total New Charges 46.50

GST Reg. # GST 7% 3.26
R450358933 NEW CHARGES DUE ON SEPTEMBER 15, 20-2 Total Due 49,76

FORM 38

Witness Fitness Centre

Memorandum

To %«, ny ngfwlo&ﬁ ?\ | Date: M 20 -2
From: 7;‘{ Mltf o

ID/"&/MI‘& Lwo ‘s'ejaaﬁaté aéeyaw —one lo 7a-fgﬂ( and one tome. [hese are faﬁ our
indliiduad deawings of §750.00 eack,

FORM 39
Wll:ness Fitness Centre
_ Memorandum
R0z Gy, my bookecper N Date:f2 3 202
From: 7o/ lfivclow ,

(1 preparation for the year—end acliivitios, ploase reptonish the petty cash furd, Tio

| vouchers are attacked, [here i £32.89 &, o‘t i the petty cash bas, 5} the way,
the ﬁf?}aﬂfmf of Lhe two expenditures were not recorded] but (an mrf itent you
can catoatate how muckh tax was charged,

CGA-Canada Module 2/page 17



l FORM 40

Witness Fitness Centre
Petty Cash Voucher

Date; g 24 202 No. 044

Paid To: 7“-’;%

For.  Fastage stamps

Account Debited:_Hliscellaneons Lpense

Amount: $.£.28 Approved by:_7%/

I FORM 41

Witness Fitness Centre
Petty Cash Voucher

Date: #‘Ef’ 25, 20-2 | No. 045

Paid To: Outtanding Offiee Suppbles

For: Zg{-«ﬁwﬁ/b‘@f‘ ribbon

Account Debited: Jfffie Lapense
Amount: §_72.83 Approved by: 7%

Tine ta colloct your /"&ﬂﬂ/@" §700.00 mmé{% fw faﬁ Ja&f&e/o/y
servizes, | i Line however make it £200,00, You have dome
a great job and have earned a ;ea/‘—m{ bonus!

FORM 42
Witness Fitness Centre
_ | Memorandum
To: %a, ny ;,,(,,g,gw/@, "\ Date: 74‘5!’ 37 202
From: 7@}{ M,(g i ' '

CGA-Canada
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l FORM 43
Witness )
Fitness
Centre
Weekly Summary of Drop-in Fees Week of _Augast 29-37. 20-2
4 f
Monday Tuesday Wednesday | . Thursday Friday Saturday Totals
Drop-in Fees | 68,00 84.00 78.00 : 230,00
GST £.76 58 546 .70
Totals 7276 89,88 33,45 246.10
FORM 44

Witness Fitness Centre

Memorandum

To: %ou, ny bookkeeper N Date: 1. 57 20 -2

From: 7;5{ M;ﬁ? 7P

[ have attacked, ffgaﬁ&f ﬁtm Lhe latest /adlﬂ‘ﬂ/(//bw"lmf FPloase write alefae.s’ faf‘
the m}vﬁr/w@, Afterwards, make the necessary jornal entrics, Do not forget to
record sur coxtributions to C.PP ad £.1,

" Nete: Ignore this form if you are using Simply Accounting, I FORM 45

Payroll Journal : _ Month Ended ﬁ@;a.?t 37, 20-2
. ¢I‘ﬂ6’€ \ M& [rcome 7ajv 7;5:2/ ‘ /Vet
Nane Pag faﬁm'{;«f Deductionst CPFP £/ Deductions Padzg
Rebokah Lee 20000 120000\ 77289 2127 | 2340\ 21756 | 9244
Holooy Karicsa | 7150.00| 115000\ 75744 2077 | 2243 | 19£.0¢ | 955.9
Dan Chi 2é0.00| 722000\ 783091 2275 2478 | 22942 | 707058
Dartere (g 1275.00| 1275.00| 792.01| 2292\ 2486 | 23979 | 103527 |
Totale 486500 #865.00| 69943\  s6.571 9487\ 88087\ 3984.79
.- Module 2/page i9
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FORM 46

Wltness Fitness Centré

Memeorandum
To: -%ac, ny bookKeeper X | Date: @37 20 -2
From: 7:d lfsslow 1

7 ke bank statement arrived tody, Cancelled cheques were a0t ivobaded, but you can
delesmine Uhose flems 45‘ aaﬁaﬁ/{a reading the statoment, [Debit memas are attashed,

Frepare a bank reconeiiation statement (as of August 37) and do oY the other Lhings you
/aw‘o’&e/aeﬁ@ tie to do with this Lype of information,

FORM 47
. Account Number 0240121
orth 49 Branch 9460
o Statement Page 12
7 ) August 29, 20-2
W= 73 Current Sea Road
e Ciborea City USH 1L7 Witness Fiiness Centre
Commercial Bank | 544344 10 Dun Street
Ciborea City V8A 612
Currertt Account
a DESCRIPTION CHEQUES/DEBITS [DEPOSITS/CREDITS | DATE BALANCE
BALANCE FORWARD ) . 7/28 i13,138.08
DEPOSIT : 596.00 7/28 13,734.08
CHEQUE 223 750.00 7/29 12,984.08
CHEQUE 224 750.00 7/29 12,234.08
DEPQOSIT 10,000.00 B/01 22,234.08
CHEQUE 225 50.00 B8/02 22,184.08
CHEQUE 227-LOAM PAYMENT 10,000.00 ’ B/02 12,184.08
DEPOSIT 342.40 B8/05 12,526.48
DEPOSIT 80.00 8/05 12,606.48
CHEQUE 228 4,173.00 B/06 8,433.48
DEPQOSIT 299.60 8/06 8,733.08
DEPOSIT 60.00 8/08 8,793.08
CHEQUE 229 212.00 8/11 8,581.08
DEPOSIT 96.30 8/11 8,677.38
DEPOSIT ) B80.00 8/12 8,757.38
CHEQUE 228 588.50 813 B,168.88
DEPOSIT 535.72 8/13 8,704.60
CHEQUE 231 750.00 B7 7.954.60
CHEQUE 230 750.00 B8/17 7,204.60
RETURNED ITEM-NSF 60.00 8/18 7,144.60
DEPOSIT 590.64 8/20 7.735.24
CHEQUE 235 99.98 8oz 7,635.26
CHEQUE 233 376.46 B/22 7.258.80
DEPOQSIT 342 40 8/22 7,601.20
CHEQUE 236 4272 . a/258 7,558.48
DEPOSIT 547.84 8/27 8,106.32
INTEREST CHARGE 3.56 8/29 8,102.76
SERVICE CHARGE 5.08 8/29 8,097.68
DEBITS DEBIT TOTAL CREDITS CREDIT TOTAL
\ 15 18,611.30 12 " 13,5670.80 /
CGA-Canada
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FORM 48
NOI‘ h 9 ' To: Witness Fitness Centre
A W59 : 10 Dun Street
—r=h 73 Current Sea Road Ciborea City VBA 6L.2

=7 Ciborea City USH 1L
Commercial Bank / 7344344 : Date: 20-2 08 29
Your account has been charged with: ‘
Interest %3156
Service Charges _ $5108
Acocount Number: 0240121
| FORM 49
NOI’ h 9 To: Witness Fitness Centre
A W9 : ' 10 Dun Street
SIE 73 Current Sea Road Ciborea City V8A 612
= =7 Ciborea Cify USH 1L7
Commercial Bank / 7344344 Dafe: 20-2 08 18
Dolars Cents
Your account has been charged with: -
NSF cheque from Bruce Ashdown $'60 00
Account Number: 0240121
FORM 50
» . L 3
Witness Fitness Centre
-+ Memorandum
‘ “ _
Koz Gou, my bookkeeper N Date: A3l 20-2
¥rom: 7od ifivstow |
Phloase prepare a oash /aﬁaafﬁﬁ August 29-31, Then, finich the accounting oyote for the Centre,
HNote that the /a#ﬁw*d? agreenment pires ﬁ—/‘yf(} aqﬂ/?a/ aceount a 50% share af Lhe nel ircome or

- thss starting September 1, 20-2. [ herefore, allprofits for the fivst year are to bo aflosated to my

ac}orﬁa/ account, '/l%a.ftmms’ Lo Lhe aqp/?a/ accounte witt be made at the start af Lhe next fn's’aa/ year,

CGA-~Canada Module 2/page 21
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No. Date 20___ No. Witness Fitness Centre
: ) 10 Dun Street
Balance Farward Ciborea City, Canada VA 6L2
Deposits T
””””””””””””” ' 20
ToaDeposts | Cmrro ' $
. THE ORDER OF R
Sub-total ;
lovoice (Pre-eay | i DOLLARSY
GST Portion ! {e./]
o gth 4?! Bank
Cheque Amount ' 23 Corvent SonRoad
Balance . Ciborea Cify V8H IL7
| T344344
To j
For j
- R'¢ 0005000 1} 9460 111 00341 0240121 4 |
No. Date 20__i Ne. Witness Fitness Centre
' {0 Dun Street ‘
Balance Forward Ciborea City, Canada V8A 6L.2
Deposits E
"""""""""""""""" ' 20
TowiDeposis | ' PAY TO $
\ THE ORDER OF
| sub-total .
tvoice (Pre2) | 5 I-)OLU:RS
GST Portion :\ e
o | gorm igl k
: mmercial Ban
Cheque Amount ! 73 Current Sea Road
Batance i Clborea City UsH 1LT
| 7344344
To ,
For ; '
¢ 1'10005000 1} 9460 1y 003'1 0240121 u 1
No. Date 20___| No. Witness Fitness Centre
: [0 Dun Street
Balance Forward Ciborea City, Canada V8A 6L.2
Deposits E
————————————————————————— ! 20
T Deposs | :‘ PAY TO $ :
. THE ORDER OF
Sub-total ;
mveice@rewg | ; DOLLARS
GST Portion 100
Other ' NJorth 49
Cheque Amount | T3 Caonmerc i'l%lag ank
Belonce : Ciborea City U8H 107
T 1344344
To 1
For :
1110005000 1} 9460 15 003*41 0240121 u |l
CGA—Canada
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CGA-Canada

Witness Fitness Centre
Petty Cash Replenishment

Date: Cheque Neo.

Voucher Aeccount Amount

GST Paid

Total Payments

Cash Short or Over

Replenishment Amount _

Cash on Hand

TOTAL

Witness Fitness Centre
Petty Cash Replenishment

Date: Chegue No.

Voucher Account Ameount

GST Paid

Total Payments

Cash Short or Over

Replenishment Amount

Cash on Hand

TOTAL

Modute 2Ipége 25



Wrtness Fitress Centre
Bark FPeconeiliation Statoment
Augast 31, 20-2

CGA—Canada
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Weekly Cash Proof

From Aug 7 T0 _Aws

Beginning Cash Balance  §
Cash Receipts (journal)
Total Cash Debits

Cash Payments (journal)
Ending Cash Balance $

Weekly Cash Proof
From _Aws To Ay

Beginning Cash Balance ~ §
Cash Receipts (journal)
Total Cash Debits

Cash Payments (journal)
Ending Cash Balance $

Chequebook Balance s Chequebook Batance )
Weekly Cash Proof Weekly Cash Proof
From _Ay 75 10 Awzo | |From _Agzz To A2z

Beginning Cash Balance  $
Cash Receipts {journal)
Total Cash Debits

Cash Payments (journal)
Ending Cash Balance $

Beginning Cash Balance  §
Cash Receipts (journal)
Total Cash Debits

Cash Payments (journal)
Ending Cash Balance $

Chequebook Balance $

Chequebook Balance $
Weekly Cash Proof
From A 29 To _Awgs7
Beginning Cash Balance  § |
Cash Receipts (journal)
Total Cash Debits
Cash Payments (journal)
Ending Cash Balance $
Chequebook Balance $

CGA-Canada
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ACCOUNT

No.
DATE PARTICULARS PR. DEBIT CREDIT D/Cil BALANCE
~ACCOUNT No.

DATE PARTICULARS PR DEBIT CHEDIT D/CE:  BALANCE .
ACCOUNT No.

DATE PARTICULARS P.R. DEBIT CREDIT D/Ci| BALANCE
ACCOUNT No,

DATE PARTICULARS P.R. DEBIT CREDIT D/Cl| BALANCE
ACCOUNT No,

DATE PARTICULARS P.R. DEBIT CREDIT D/C|| BALANCE
CGA~Canada
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Aecounts Feceirabte L ea;oeﬁ

Ashdown, Brace 5535 Pe«gmy Lane, Ciborea City, l/5F 858 2935025
ZOBATE PARTICULARS P.R. DEBIT CREDIT D/C|| BALANCE
Jul |31 Forwarded D 6l 0| 00

DATE PARTICULARS P.R. DEBIT CREDIT D/Ci| BALANCE
DATE PARTICULARS P.R. DEBIT CREDIT |[D/Cf BALANCE
DATE PARTICULARS PR. DEBIT CREDIT |D/C|| BALANCE

CGA—Canada
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CWHY Fadio Station

Aecounts loagaﬁ 72 ZMW

1711 Airway Rd, Citowea City, V4P M1 7320677 -

DATE

PARTICULARS

P.R.

DEBIT

CREDIT

D/C

BALANCE

w/r( & Cymnastic qua{,bm&f(t

7003 Powmel e, Ciborea @tg VoL /3 742-6904

DATE

PARTICULARS

PR.

DEBIT

CREDIT

D/C

BALANCE

Qutistandivg Offioe Supplles

2999 Quford Ase., Ciborea City, V2V 1X9 62¢-8972

DATE | PARTICULLARS P.R. DEBIT CREDIT B/C|| BALANCE
Fresto Printing 3947 Lton St., Ciborea City, VBM 3F2 774-3874
Z‘BATE PARTICULARS PR. DEBIT CREDIT  {D/C|] BALANCE
Jal |3 Forwarded (A 272 00

CGA~Canada
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WITHESS FITVESS CENTRE

Trial, Batonce
Augast 37, 20-2
No. ACCOUNT TITLE DEBIT CREDIT
CGA—Canada Module 2/page 31



WITNESS FITHESS CENTRE

[rcome ST talement
Joar Ended August 37, 20-2
WITHESS FITVESS CENTRE
Statement of Partnere Capital
%a/e f/-(a’ea{ /fd_{_ﬁ«fd 37, 20-2 Ted Winstow Efjﬂ Wovelow
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WITHESS FITHESS CANTFE
Babance Sheet

Augast 37, 20-2

CGA—Canada ' ' Module 2/page 33



Clasing Extries GENERAL JOURNAL Page 2F
DATE PARTICULARS P.R. DEBIT CREDIT
Module 2/page 34
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WITHESS FITHESS CENTRE
Pa&t—é%@riy Trial Babunce
Augast 37, 20-2

No.

ACCOUNT TITLE

DEBIT

CREDIT

CGA-Canada ‘
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Witness Fitness Centre

Introduction

Although the Witness Fitness Centre is still a modest business, it has been growing. It has more employees,
members, aod vendors, What's more, exciting plans for expansion are on the horizos. To help keep pace with
the growth, Ted and Taryn Winslow would like you to modify the Centre’s automated accounting system.

When you used Simply Accounting for Windows in the first month of business (September, 20-1), all entries
were processed in the General journal. You will now help establish the Payables, Receivables, and Payroll
journals. Then, you will complete the tr:msacnons for the last month of the Centre’s first year (August 20-2).

1. loading Company Files

Load your Windows software and find the Simply
Accounting file named Wfit2win. Accept the Session
date of July 31, 20-2. Simply Accounting’s Home
window appears and should leok similar to Figure 1.

2. Modifying the Home Window

The Home window for the Witness Fitness Centre
shows the General module. Now that the business is
bigger, you will need to increase your accounting

power by using more modules. To see the additional

modules you need, choose Yiew, Modules,
Payables. Repeat these steps for the Receivables and
Payroll modules. Your screen should look like Figure 2
when you are done.

3. Displaying Reports

To get a sense of how the Witness Fitness Centre
progressed during its first 11 months of business,
choose Reports, Financials, fncome Statement.
Notice that Revenues exceed $100,000 and Net Income
is nearly $30,000. Also examine the balance sheet and

compare the total Current Assets to the total Current
Liahilities.

CGA-Canada

£ Simoly Accaunting - WFIT2WIN
Eilu Edt View Setup Busi

Graphs Bepoits

History Hielp

D@:I

Eiﬂ Fdkt  View Sﬁ'-lp Busi Grapht Reports History Help e
=[RS Qf n] E@I ‘3{13] 2
Generad Recaivables Payrolt

§e & GR &
Accounts Customers Enplopess
" Genetd Purchages, Grdets Salas, Orders & Pagcherpues
& Quotes Quokes
il H i o
Accolnt Papments Fecepls Pay!olm
Reconclation

Figure 2 The Home window with additional accounting modules
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School Accounting Modules

4. Entering Company Information

To eriter some basic data for the business, follow the
_steps that appear at the top of Figure 3. (From now on,
similar instructions will be worded as “follow the
Figure 3 steps.”) : '

At the end of the “Name” field, replace (pour
name) with your actual name. This title wil be printed
on all reports and statements. Also, change the
province to your home province. Enter all the other
data from the fields shown in Figure 3. Press OK.
Reminder: When enlering data in Simply Account-
ing’s menus, pressing the Tab key is often the best
way to move from field to field.

5. Preparing the Payables Ledger

Even before the use of computers became common,
accountants divided the General ledger into sub-
sections in order to perform bookkeeping tasks
efficiently. For example, as a business grows and
obtains more customers and vendors, an accountant
creates “subsidiary ledgers”—one for Accounts
Receivable and one for Accounts Payable. Accounting
clerks are then hired to look after the two new ledgers.

~ The concept of having a General ledger and
subsidiary ledgers continues with efectronic forms of
accounting. You will understand the needs and
benefits of this system as you work with Simply
Accounting. Begin by adding vendors in the Payables
module.

a) Entering Vendor Data
Follow the Figure 4 steps and enter the data
shown for CWHY Radio Station. Use your own
province where required. After you finish creating
a vendor card for CWHY Radio Station, repeat the
process for the other three vendors shown below:

Vendor Contact

Jim’s Gymnastic Equipment  David Creighton
Outstanding Office Supplies  Loretta Friesen

Presto Printing Laurena Hensel

Street

1003 Pornmed Ave.
2999 Oxford Ave,
3947 Eton St

Gty
Ghorea City V97 IM3

Ghorea ity V2V 1X9
Giborea Gity  VBM 3P2

® Setup @ Company Information @

Company Information *- "~

Name:  [Wilness Fitness Centie [your name) Fiscal Start: 9/1/0t

Steet;  [10Dun St Fiscal End: 8731/02

City: ]Cﬂ:orea City Eadiest Transaction:  |7/31/02

Province; IB C Session 2/31/02

Postd  [VBASL2 Latest Transaction: ~ 7/31/02

Phore:  [(703}597-4007

Fac  |(703)697-4508

Business No:  [712367 927

TR Cancel

Figure 3 The screen for entering basic company data
@ Vondors @Edit @ Create ®
% Paypables Ledger !Em
i Edit Onlive Bepot Help :
[y i =, - ] B =1 !
_@;glﬁlsmed:; :];l«qu;rlnl@;

Vendow  [CWHY HodoStaion I

. | Addess | pions | Aty | Memo | mpoitEwpa} Hilow)

L
C§ Comtact [FedBiky | Phone: 2
: %St!eet {471t Raway Fid | Fax {31563 i
P O [Cborea Ciy ] TanlD: RS ;
(Povicer oL T Emak [orhy@arine com :
{ Postal Code: V4P 2M1 Webh Site: - lwm_cw_mm
o il wewcebyoom
i
!
Treate

- Figure 4 The screen for entering vendor information

Postal  Phone  Fax
742-6904 742-8200
624-8972  620-3433

774-3874  774-1091

Tax1.D. e-maif Web Site

956 566 668  jge@hiway.net  n/a

938956868 oos@speed.com nfa

945343333 presto@byte.ca  www.preste.com

Close the Payables Ledger window when you have entered the above data.

b) Recording Outstanding Invoices

The Vendors window now shows icons for the vendors you have created. The Witness Fitness Centre owes

money to one of the vendors for a July invoice. To record this amount, open the Presto Printing icon and
press the History tab. Click the Invoices button and enter invoice 078955 on July 21, 20-2, for 212.00

dollars. (Ignore the fields for entering data about the “terms.”) Click the Record button, the Done button,

" and return to the Home window.

CGA—Canada
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Simply Accounting for Windows —_Witness Fitness Centre

¢) Linking Ledgers
A connection must he made between accounts in
the Payables and General ledgers. When you
record an entry in a subsidiary ledger, changes
must also happen to related accounts in the
General ledger. In Simply Accounting, these
changes will occur automatically if you first link
the General ledgers accounts to the subsidiary
ledger.

From the Home window, follow the Figure 5
steps and link the accounts shown. Nete: To
choose accounts, use the drop-down menus
and select from the lists shown.

6. Preparing the Receivables Ledger

The Receivables ledger is prepared in the same way as
the Payables ledger—enter customer data, record
outstanding invoices, and link accounts. Presently,
there is only one customer who owes the business
money, so your work will go quickly.

a) Eatering Customer Data
Follow the Figure 6 steps and enter the data

shown for Bruce Ashdown. Click the Create
buitor when done,

b) Recording Outstanding Invoices
Open the newly created icon for Bruce Ashdown.
Press the History tab, click the Invoices buiton,
and record invoice 0692A on March 31, 20-2 for
60.00 dollars, terms 30 days. Click OK to return
to the Home window when you are finished.

c) Linking Ledgers
Follow the Figure 7 steps and enter the accounts
displayed in the iHustration.

7. Preparing the Payroll Ledger

The Payroll ledger greatly speeds the process of paying
employees, recording journal entries, and keeping

. track of historical payroll data. Open the Payrol!

tedger by clicking the Employees icon. You will
discover that two staff members of the Witness Fitness
Centre have been entered already—Dan Chiu and
Darlene Ing.

Open Darn Chiu's payrol! record and explore the
various “tabs” of information. You should be able to
discover items such as his monthly salary, when he
was hired, how much he has contributed o the
Canada Pension Plan, and so on, Repeat this process
for Darlene Ing.

CGA-Canada

[® Sctup -@ Linked Accounts —@ Fayables @
Payables Linked Accuunts

Plincipal bank: [1010 Bark
Altemate bank: . I

Accounts Payable: fZDSG Accounts Payable
12450 GST Paid on Purchases
Freight Expense: l

GST Paid on Purchases:

ARAmmm

Purchase Discount: |

[0 ] Coreel |

Figure 5 The linked accounts for Payables

re Customers —@ Edit ~@(reate @

ﬁ Receivables Ledger
Edit Online Hepot Help

A Bl seees [ fu'|'?'| e H

Customer. IBruce Ashdown

" Address lShID to Addlessl Optsunsl Actmlyi Memol Imporb’Ekpenl Hlsloty]

et [T bhene RS

i Swer  [ESBPerywaylare fax I :
. Ciy fboeally

Povees  JBE_ T Emal [esh@hablanieom
: PostalCode: |vsPgEE - Web Site: ] o

Figure 6 The screen for entering customer data

i" §etup —0 Linked Accounts —0 Rece:vab!es_.

Hecewabies Lmked Accounts ' : |
Piincipal baric: ' [1070 Bark o]
Altesnate bank: l i‘d
Accounts Hecaivable: 11 650 Accounts Receivable E’
GST Charged on Sales [Rate 1} |2400 GST Charged on Sales :_‘_'_I
GST Charged on Sdes {Rate 2) | ix}
PST Payable; \ E ﬂ
Freight Revenue: _ I _-l
Sales Discount: l L’

o ] § cancel |

Figure 7 The linked accounts for Receivables
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School Accounting Modules

a) Entering Employee Data

You will now create payroll records for two more employees—Kelsey Karissa and Rebekah Lee. Start with
Kelsey's by choosing Employees, Edit, Create. Then, enter the payroll data shown in Figures § to 12.
(Note: Use British Columbia as the province for payroll applications. You may continue to use your
province in other ledgers of Simply Accounting. Also, for simplicity, some payroll details are not consid-

ered—vacation pay, workers' compensation, and employer’s bealth tax are examples.)

N _vlll ge1 MEE ' T
TEd& Beport Help : ' [ E®_Report_Help
Al B [ e[ o] B R B e [ W] 5[] il
* Emplopes:  [Kobey Farea : | Emologer  [KeheyRaiwa 7T
[ YD Taws ] Meme | HiswicdIncome | Hilorca Deductions | | HistoscalTanes D i ¥DTaes L Memo | Hslokalicone | HitokdDedoions | inoicd faves |
Posoral | T | income | Dediibors | V10 noome [ ViDDedons | [ § [“Pand T Tam | iome | Dedaiors | ¥iDiome | VIO Dodoters
Stet  [EiGHmweRd | - Phone  [S7EEIZ i Tan Tabler Pihlomba o]
iy [Cooreaty T s Femsz i Federal Claien: A
Piovice.  [BL T BukDax [ E Quebec Claim: "
PosdCodet WIS~ 1 HeDse Jzmme T || weBRae [_vo=
! Status [l Bowwed sl e
[-@Ad'rw € Inactive D1 Adionsfed Tt [—"—"“w
1 .
! :
5
: o
i H

Figure 8 Data to enter when the Personal tab is selected

* Payoli Ledger

Figure 9 Data to enter when the Taxes tab is selected

-~ Payiall Ledger

I Cx]

Edt  Hepot Help | Edt Repot Help |
L] W] seer | cliv A fej @] 71 | ] ] e | iwjabieli@l  F
| Erplopor ey ¥ama — | Enpkyes  [FelepRaies ;
[ ¥0Taes | Wemo | Usioicallpoome | Wioical Dedociors | Fitodca Tawes | | | | Persord | “Tams | frcome | Deductons | ¥iDincams | 7D Bedicions
p Posord | Tawee { dncowe | Deductors | iDincome | YTODeduokons | | | | {7 ViBTawes | Hemo | Hisbraincome || HstwiuDedctions ] eloiea T
Houws Per Perloct 1 lncomeTax [ =n

RoguarPator | vw [ oo Pay Peiods Per Year, [12_[7] o T T e

Ovetins Portiou 1: | ol [ ood [ PeotanVacaton [ 0Of% D ElPremiame CED

Ovettine P Hou 2 wm| [ ow Dae Last Pt | CPPCoddnns | 104

Sakaey Pt Pesiod: v [ oo Y1 aeP Contibdions: T o

Benefits Per Perodk 600 :

{lus Bene Per Period: H““”““El‘il‘ |

(o]

Creale

Figure 10 Data to enter when the Income tab is selected

Payroli Ledger
! Edt_ Report Helo

1

Figure 11 Data to enter when the Historical Taxes tab is selected.

[ e |

Clef vl (7]

! Erplopes:  [Kefoey Karioen ]

|| Poiond | Towes | poome )} _Dedmioes | ' iDicons ) VD Badcios
D1 YD Tamt §7 Memo || Heoiedincome || Hitodce Deductions |~ Hitoioa Towes
e s o

[ OvetimaWageet: o Boneits Guek T g

| mvmz [0 wrors [

PE O Salay 5750 00 Voo PayOwed [ 000,

T Commission: [T 60 AdvacesPeid 000

S S T Blis Eamigs [ 575000

LT tncomeD [ 0% etPar " asms

E ! IncomeE: ih’m_wﬁi&;‘

:i

CGA-Canada

Figure 12 Data to enter when the Historical Income tab is selected
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After you press the Create button for Kelsey Karissa, create an employee record for Rebekah Lee using the
following data: '

‘Personal : Taxes Historical Income
Street: 480 Rostvig Rd. Tax Table: British Columbia Salary: 3600.00
City: Ciborea City Federal Claim: 6066 Elns. Earnings: 3600.00
Province: B.C. Income Historical Taxes
Postal Gode: VaT 77 Salary Per ' Income Tax:  680.00
Phone: 985-6002 Period: 1200.00 B Premiyms: 9745
SIN. 812912319 Pay Periods CPP Contr: 6480
Birth Date: 4/18/74 Per Year: 12
Hire Date: 5/1/01 Ret. Vacation:  Uncheck
b) Linking Ledgers I il
The procedures for linking Payroll ledgeritems to | ek [0108ak v
General ledger accounts are very much like those  * {ncoms | Beduciine Tates |
you used for Payables and Receivables. Choose : Papabes
Setup, Linked Accounts, and Payroll. The iilEk 20 |, Papabie r=] EHT: | i1
opening screen shows the Bank field and the cee. Z300C P P. Payabla o] o | |
Income tab. Use the drop-down menu beside the | | | ™ |20 Employoes Income Tax 7] @PP: | v}
Bank field to select the Bank account (#1010).1n ¢} [¥® L. .l wen ] -
the Salary field, enter Salaries Expense (#5010). ~ : | rExenses -
Then select the Faxes tab and enter the H i;P %:.:}Z;i"‘;tm ﬁ :;: : ﬁ
. . Dol 2 P e iv 1 iw
accounts shown in Figure 13. : W e [ ]
8. Preparing for Bank Reconciliation
Bank reconciliation is an important monthly task that
atlows you to compare changes in the Cash accountin ¢
your ledger to the bookkeeping done by your banking
institution. Bank reconciliation reveals accounting Figure 13 The General ledger accounts linked to payroll taxes
errors—made by either you or the bank—and it
allows you to update your records when the bank
deducts money from or adds money to your account . -
(e.g,, service charges and interest earned). [ fncome § Eipense 1 —
Bank reconciliation can be a time-consuming task, :::R :IM1 3 :::t I;%;’; e =]
but Simply Accounting eases the burden and speeds
the process. To prepare the Witness Fitness Centre files -'r:z 2 ':':;“2 S
for reconciliation, open the Accounts icon in the Accoust: | 1| | Ao [0 Lo s Bmre 5]
General module and double-click the Bank account | | L e o
(#1010). Notice that the current balance is N N [
$12,234.08. Select the Account Reconciliation tab Acoort: | ' =] | | acosrs T =l
and check the box in front of Save Transactions for | L e L T T —
Account Reconciliation. To aid your work later on, l Mo [liment
click the Linked Accts. button and enter the informa- | | | accom v
tion on the Expense side of Figure 14. (The income ‘ e -]— -----——A-—~~:]A o] w‘l

and adjustment accounts are not needed tow.) Figure 14 The linked accounts for common bank statement deductions

CGA—Canada, ’ Modula 2/page 40



School Accounting Modules ..~

When you press the OK button for the Linked
Accounts screen, click the Set Up button and then the
No button on the screen that follows. If you success-
fully follow these steps, your screen should look like
Figure 15. '

The bottom-right corner of Figure 15 shows an
unresotved halance of ~12,234.08. This is the differ-
ence between the ledger account and the bank
statement balance. The difference is large because you
have not entered the ending balance from the most
recent bank statement. That amount is 13,138.08.
Enter this amount in the field at the top-right corner
and watch the unresolved total change to 904.00.

The bank calculates the month-end balance of cash
to be $13,138.08 and the Simply Accounting ledger
shows $12,234.08. This amounts to 2 $904.00
difference, yet neither the bank nor the business is
wrong. On this occasion, the accounting clerk for the
Witness Fitness Centre has entered two cheques for
$750.00 and a deposit of $596.00. The bank is
presently unaware of these entries but will discover
them soon. When the hank becomes aware, the two
totals for cash will agree. _

Enter the two “outstanding cheques” (cheques that
are recorded by the business but not yet paid by the
bank) and the “outstanding deposit” (2 deposit
recorded by the business but which does not yet
appear on the bank statement.) Use Figure 16 as your
guide. The unresolved balance should be zero.

The final step is to press the Set Ready button. Do
this now and proceed through the warning given.

9. Changing the Session Date

Before you enter the transactions for the month of
August, return to the Home window and choose
Maintenance, Change Session Date. Enter
8/31/02 and proceed through the warning issued.
Note: An efficient way to change dates is to click
and hold the “drop-down” arrow that appears
beside the date. Then, select the date you want from
the default selections,

10. Entering Journal Entries

'+“% Set Up Account Reconciliation
Edit Hepot Help

{ Erterthe ending balance fiom your Tast reconcled statement . i)

t Enter of amourts that were autslanding on ot alter the date of your last reconciation. Erker octstanding deposits
. &t debit amownts and outstanding cheques a3 credit amounts,

Souce Comment Dale Debits Credts
, Seleted Totat T e T "o
Urresobved: -12234.00

, o] Concet | SetReacy] tep |

Figure 15 The screen for setting up reconciliation showing an unresolved balance

-1 Set Up Account Reconciliation REQO
Edit Repoit  Help

r — .

[ Erter the ending balance from your lasi reconciled stalement:

i EnteralMmmmaﬁgmu&luhddedmwmmimmmw
i as debit amounts and outstanding chedues as credk amounts,

b

} i Souce Comment Date Debits - LCredts

N E To Tapn Winslow 712902 - 750 00|
k-2 To Ted Winslow TR - 750 00|
i |piFees Dropn Fees TNz 596 00) -

i

|

|

i Seiected Totak ) 596.00 | 1.500.00
4 Ureesolved: 000

1; [ (o] Cancsl | setRoscs| Help

Figure 16 The unresolved balance is now at zero

If you used Simply Accounting for the Witness Fitness Centre’s first month of operation, you used the General
journal for all transactions. Now you will use a variety of journals to record the transactions for the month of
August. For example, when a transaction involves an account payable, you will use a journal in the Payables
module. Likewise, when a transaction involves an account receivable, you will use 2 journal in the Receivables
nmodule. And when you need to pay the staff, you will use the Payroll module.
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When new sections of Simply Accounting are introduced, you will be given notes to guide you. You may ignore
instructions in the source documents that refer to filling in cheque stubs, writing cheques, and preparing cash
proofs. Those are tasks that you would complete if you were completing the exercise without a computer.

Form 1

Taryn Winslow is the new partner in the Centre. Before you can journalize the transaction on Form 1, new ac-
countts must be created. Choose Accounts, Edit, and Create. Type 3100, and Taryn Winslow, Capital. In the
“Type” section, click Group Account and then the Create button.

Repeat the above process for account 3150 Taryn Winslow, Drawings and return to the Home window.

Open the General journal. Since there is no source document number for Form 1, enter your initials. Do not
accept the default date of 08-31-02; type 8/01/02 instead and an appropriate comment,

Enter the proper accounts and amounts for the journal entry. (Note: To efficiently select account numbers,
type the first one or two digits of a number, press the Tab or Enter key, and select from the chart of accounts
that pops up on your screen.) Make sure you check every entry in its familiar debit/credit format. (Choose
Report, Display General Journal Entry.) Post when you are sure your entry is correct.

Form 2

A petty cash account needs to be created before the journal entry can be completed. Use account number 1020

and be sure to identify the type of account s a Group Account. After you create the Petty Cash account, complete
the journal entry.

Form 3

Take extra care with the GST Paid on Purchases account when you are working in the Generat journal, The

purpose of this account is to reduce another liability account—GST Charged on Sales; therefore, amounts posted
to GST Paid on Purchases are normally debits.

To move an amount to the debit column after it first defaults to the credit column, you can delete it and
reposition the cursor with the mouse, or you can simply re-enter the amount with a negative sign.

Form 4
Use the General journal for this payment to the bank.

Form 5
This is your first opportunity to use a new journal. 5% Purchases downal - Puchost oo
Open Purchases, Orders, & Quotes. In the “Pur- Flo Ed Purchate Repon Heln S—
chased From” field, click the drop-down arrow and B sla| oyler| Bl @) B8] [ 1:'3 8|41 3]
make a selection or type the first one or two letters of Tm F,c:mm E T T R—G wte [
the vendor you want. Enter the rest of the data that you Oustandng Bffice Suppes 1] mee e E
see in Figure 17. (Note: The number 3 in the “G” %%T;As?
Jfield is a code used to indicate that the GST should
be charged and that it is excluded from the sales Rocd | Daicon e R
Drice. If you press the Enter key when the cursor is
in that field, you will observe the other GST op- J
tions.} | T Invcics Recsived el IS N O I

When you are finished, check your journal entry by t:: S
choosing Report, Display Purchases Journal Tems [ %[ Dam Net| IDas To —Tm
Entry. Post when you are sure your entry is correct, Shepedty | =] TreckngNumber | I

Figure 17 An entry in the Purchases journat

CGA-—Canada ‘ Module 2/page 42



Form 6

This time, you may work in the Receivables journal,
even though it is a cash sale. (Recording this entry in
General journal is also a valid option, but the GST
considerations would require more input on your
part.) Choose Sales, Orders & Quotes and eater the
data shown in Figure 18.

Remember to check your journal entry before you
post it.

Form 7

This sale is partially on account; therefore, you must
first create 2 new receivables account for Doug
Reichert. Choose Customers, Edit, and Create.
Check the source document (Form 7) for the data to
enter. Ignore any fields that seem unnecessary.

After the account has been created, open the Sales,
Orders & Quotes journal. Enter the data displayed in
Figure 19. Notice that the cash down payment is
entered with a negative sign.

Form_ 8

Again, you can enter this transaction in either one of
two journals: the General or Sales. Choose the Sales
journal and select the “One-time customer” option.

Form 9

This instruction is for students who are not using
computers, s6 no action is necessary on vour part.

FRe £t Saler flepoit Helo
Al bld] oo Bale] & wn] |
Transaction: I EI Paid By igash j
Soldta SKpo
<One-time customer> . 3
Peggy Tyier )
Date JamiR2 ..
Shin Description Pice Amount G587 Actl,
1] Annual Membershp 320 o0 300013 4070 Membesship Fees|
i “ Lo, i P
Commerts l Freight i N
GST @ 70% 2240
R PST Amount Recewved
Discaunt: [45 L Totat 4250 36240
Shppedby | o] TackingNumber | I
Figure 18 A cash sale in the Sales journat
£ 5ales Jouinal - Sales Invaoice HE=ER
File Edt Saler Repot Help )
A| sls] o] Blaln] @] B IR N
Fransaction: !Inm ) VZVE Paid By I‘P'a}!‘Lal_a -v!
Soldto Shiplo Ordes/Guote Ka [ ~1
Posghechet -] o
1155 Eastvan Ave
ChareaCitp. B C Invoice ‘ES?A B
VA 636 e —
b
Ship Descipion Price Aot | GST Aced
1 Annual Membesshio 320 00] J2000{3 4010 Membershp Fees
MDMPM 80 00| 1010 Bank
& iy
Comments ] Freight (I
GsT@70% 24
e — PSY
Terms: E_____s_zi“ - Days, Ne!i‘ Days Totd %240
Shppedty | S Tracking Momber | o

Figure 19 A credit sale with a cash down payment

Reqﬁz'red: Complete the remaining journal entries using Forms 10 to 49. Remember to check each jorrnal
entry before you post it. Make sure you read the additional instructions for the forms listed below.

Form 11

Treat the firm of Perry and Mason as 2 one-time vendor.

Form 12

Choose the Receipts journal for this transaction. Enter 112 for the receipt number, which is the number of the
remittance slip. Then press the Tab key until the payment amount of $60.00 is registered in the “Payment Amt.”
column and in the “Total” field. Check the journal entry before posting by choosing Report, Display Receipts

Journal Entry.

Form 13

Choose the Payments .joumal for this transaction. The information required is straightforward. Accept the
default setting for the cheque number. Check your journat entry before posting,
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Simply Accounting for Windows —_Witness Fitness Centre

. Form 20

You need (o create a new expense account before journalizing this teansaction. Choose an appropriate name and
classify it as a Group account. _ ‘

Form 21
To record the payment of payroll liabilities, use the General journal and make one compound entry.

Form 45

Payroll work is done very quickly in Simply Accounting. From the Home window, choose Paycheques and
select the first employee to be paid—Dan Chiu. Press the Tab key and notice that calculations are made
automatically. Choose Report, and Display Payroll Journal Entry to confirm that a standard payroll journal
eniry has been made, including deductions and payroli taxes. (Doa't be alarmed that the payroll deductions do
not match those on Form 45. Simply Accounting updates its payroli formulas regularly to match current
government guidelines.)

Accept the default cheque number and post the transaction. (Proceed through a warning about formulas
being valid for certain time period.) Repeat the same steps for each employee.

Forms 46-49

You prepared the Bank account for reconciliation earlier, and now it is time to take advantage of your efforts,
Open Account Reconciliation in the General module. Identify the account as 1010 Bank and enter 8/31/02
in two fields: “End Date” and “Show Transactions On or Before.” Type August Reconciliation in the Comment field.

In the Work Sheet area, notice that the balance forward is 13,138.08, just as it is on the bank statement
(Form 47). The last balance shown on the bank statement is 8,097.68. Enter this amount in the End Balance
field.

You previously linked accounts to some commeon deductions made by the bank. Choose Expense in the
Display section. Enter your initials in the Source field and the amount of the service charges shown on the
bank statement. Click Int. Chrge and repeat. When you click Transactions in the Display section, notice that
an “Expense” amount has been calculated in the Work Sheet area and that it affects the unresolved balance.

Now you will identify transactions as either cleared or outstanding. If a transaction shown onr your monitor
appears on the bank statement, click the “C” column
beside the amount. A check mark appears and the

Status says “Cleared.” If you can’t find the transaction
on the bank statement, leave the “C” column blank; the | fle £ Regoncliation Bepon Helo o
status remains “outstanding.” A o 9] d]
If you do the preceding task successfully, your T T ‘B"‘:“ 5‘“':* ¢ I
screen will look like Figure 20. The unresolved amount | Bose  fommz_ o Tim
is $60.00, the amount of the NSF cheque. You need to o PugstAoomeliobon | Bpense; B4
s . g Tota Cleared: -5 76
think about what has happened and adjust your [f‘ Transactors €% Income . Expense t Unvesolved: 5000

accounts accordingly. To do this without closing the Show Tensactions On o Bedores  [BAT/02 1 | Lo [ B
Account Reconciliation window, press the Home icon

Sowce | DepositNo. Date Comment Debits Credis  |C]  Staus =
located just below the word File, When you decide 23 7723/02 1o Tayn Winsiow - 75000 [Ceaed
. . . 224 7/23/02 To Ted Winslow - 750 00/ { Cleared
which accounts need changing, choose the proper DIF 048 780 |Dropin Fees 59,00 - 1/ {Cloared
: . . s B//02  |investmenkby Tayn| 10,000 00 - |/ |Cleared
journal and experiment with the amounts untit you boud B2 |To setiich pety oo h w00l |emed
achieve the desired results. Post when you are done. : B2 |Topay forAug. ten -1 ol (Ceaed

Finally, return to the Account Reconciliation

window and mark the f;hange you just made as Figure 20 The Account Reconciliation window with the unresolved amount at -$60.
cleared. The unresolved amount should now be zero.

Choose Report, Display Account Reconciliation

Journal to view the journal entries resulting from the

reconciliation process. Post when you are done,
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11. Displaying and Printing Reports
Select the Reports menu and examine the variety of reports offered, especially those concerning payables and
receivables. Make sure you understand how to read an “aged” report. The basic reports to print are the journal
entries for the month, the income statement for the year, and the balance sheet dated August 31, 20-2. Your
teacher will inform you of aqy extra reports to print. Simply Accounting aiso offers a number of graphs that
highlight aspects of payables and receivables.

As in Module 1 of the Witness Fitness Centre, you have the option of exporting staternents—such as the
income statement and balance sheet—to spreadsheet and word-processing software. This ability gives you extra
tools to analyze the Centre’s profitability and make a report to the owners.

12. Writing a Collection Letter _

You are now aware that a customer—Bruce Ashdown—paid the amount he owed the Centre with a cheque that
was ultimately dishonoured by his bank because there were non-sufficient funds in his account (a NSF cheque).
It is your task to write him a business letter concerning this matter.

Before you compose your letter, check the receivables reports offered by Simply Accounting to get all the
relevant details about Mr. Ashdown’s account receivable. (You will want to refer to some of these details in your
letter.) The strength and tone of your letter will depend on a number of factors, including how much is owed,
how long it has been owed, the revenue potentiat offered by the customer, and general public relations consid-
erations. '

Your letter should be three to four paragraphs long. You will want to inform Mr. Ashdown of the situation,
persuade him of the right response, specifically outline the action you want taken, and add an appropriate
closing. Refer to the sample given in Module 1, pages 27-28, to help you with the format of the letter.
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