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Read Chapter 3, Managing Expenses, pages 113-177.  Restore the datafile “Expenses-05.QBB” and work through the Computer Practice Sections.

Answer the Multiple Choice Questions on pages 168-171, and record the letter of the correct answer below. (15 points)

	1.
	2.
	3.
	4.
	5.

	6.
	7.
	8.
	9.
	10.

	11.
	12.
	13.
	14.
	15.


Complete the statements on page 172 and print the answers below.  (7 points)

1.______________2.______________   _______________3._______________

4.______________ or _______________5._________________________

Problem 1, pages 172-174.  Step 1.  Add yourself as a new vendor in addition to the required vendor.  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 point will be deducted for each out-of-order paper.  Numbers of the printouts correspond to the step number in the problem.  (13 points)

	Step 1
	Your name in vendor list (1 pt)
	

	Step 2
	Vendor List (2 pts)
	

	Step 7
	Unpaid Bills Detail Report  (2 pts)
	

	Step 9
	Print Checks  (2 pts)
	

	Step 14
	Check #6005  (2 pts)
	

	Step 15
	Vendor Balance Detail Report  (2 pts)
	

	Step 16
	Balance Sheet  (2 pts)
	


