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INTRODUCTION TO BOOKKEEPING

Learning objective :

As accounting is so integral to the successful running of a business, the Introduction to Bookkeeping
course is designed to arm you with the fundamentals you need to grasp the basic concepts
underpinning accounting.

You'll develop the knowledge and understanding of the main types of business

transactions and documentation used, including how these are recorded in an

accounting system

Duration: 30 Hours. (Theory and Practical)

Course Outcomes: -
Maximum Exposure has to be given on Practical Oriented

After completion of the course the student shall be able to:-

Co1 understand and apply the essential numerical skills required for bookkeeping
and accounting

Co2 understand and explain the relationship between the accounting equation and
double-entry bookkeeping

Co3 record transactions in the appropriate ledger accounts using the double-entry
bookkeeping system

Co4 balance off ledger accounts at the end of an accounting pericd
Co5 prepare a trial balance, balance sheet
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Syllabus Outline

1. Module-1

* Types of business transactions and documentation

* Duality of transactions and the double entry system

2. Module-2

* Banking process and transactions

* Payroll

3. Module-3

* Ledger accounts

* Sales and purchases credit transactions

4. Module-4

* Reconciliations

* The trial balance
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