CBA 120 QuickBooks Pro 2005
ASSIGNMENT #2 INSTRUCTION SHEET

Read Chapter 2, “Managing Revenue”, pages 29-112.

The best way to prepare for this and the following chapters is to read the chapter before coming to class to hear the lecture, skipping the Computer Practice sections,
During the class lecture, you will work through Chapter 2, doing the Computer Practice sections. The datafile must be restored before beginning the Computer Practice.  You will restore the required datafile when beginning each chapter so that you will work with an uncorrupted file.  Use the following instructions to name and save your file when you restore the chapter datafiles.
When you are restoring the Computer Practice datafile name it “Your Name CP Chapter 2”.QBW.  (The QBW will be added automatically when you restore the file.) Academy Glass will show up in the title bar.  Note:  You may use a shortened version of your name in naming the files.
Change the Company name by adding your name and the description.

Drop down the Company menu on the menu bar.  Click on Company Information.  After Academy Glass, add your name—CP 2.  Click OK.  Title bar will now read “Academy Glass Your name --CP 2.” 
When you are completing the Problem at the end of the Chapter, use the above procedure to save the file.  (Your name Chpt 2, Prob 1).  By using this procedure, your name will be on forms printed for the assignment and you will know what assignment you are working on.   
The Computer Practice sections should be completed while sitting at the computer after the required datafile is restored.  DO NOT PRINT THE COMPUTER PRACTICE UNLESS INSTRUCTED TO DO SO BY THE INSTRUCTOR.
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Answer the Multiple Choice Questions on pages 104 & 105, and record the letter of the correct answer below.  (12 points)

	1.
	2.
	3.
	4.
	5.

	6.
	7.
	8.
	9.
	10.

	11.
	12.
	
	
	


Complete the statements on page 106 and print the answers below. (8 points)

1._________________
2.______________ or ____________
  ______________

3._____________    _______________4._________________5.________________
Problem 1, pages 106-109.  Follow the instructions and turn in the following printed items.  2 points each.  When printing the reports, fit them to one page and determine if the portrait or landscape format should be used.  Number the printouts, put in the proper order, and staple to this form.  One points will be deducted for each out-of-order paper.
	1.
	Sales Receipt (Sandra Huff)
	  

	2.
	Invoice (Anderson Floors)
	

	3.
	Invoice #2 (Ed Woodard)
	

	4.
	Open Invoices Report
	

	5.
	Customer Open Balance Report for Anderson Floors
	

	6.
	Customer Statement (Anderson Floors 2nd Street Job)
	

	7
	Deposit Slip and Deposit Summary
	

	8.
	Deposit Summary Only
	

	9.
	Sales by Customer Summary Report
	

	10.
	Sales by Item Summary
	


