ACCOUNTING II -- DIGITAL EXPRESS PROJECT

The “Surviving Without Ms. Garrett” Tip Sheet (
A short road map to success when left without an instructor: 
I’m going to try and get you through the first audit which happens on Source Documents 11-13. After that, you should be pros.

First some basic tips … 

· Be extra careful on each and every form. You’d be amazed how much time you’ll save if you actually do things right the first time! 
· USE A PENCIL IN YOUR CHECKBOOK in case you need to go back and fix something later.
· Double check the dates and document numbers on each form before you enter them. They are harder to find later if the date is wrong.

· READ THE INSTRUCTION MANUAL. It is your friend. I promise.
· Remember, I do not want you to rip out the source documents or the checks. Leave them all exactly where they are! 

· Check off the source documents as you work so you always know where you left off. Feel free to write questions and notes to yourself in the book as well. 
Advice on the first few source documents:

· SD #1: Sales Invoice. Follow the instructions on page 5-6. 

· SD #2: Ditto

· SD #3: Look at this carefully! Our old friend Nichole already recorded this invoice back on the 17th. Why are we being told to look at it again if it’s already done? Look closely at the terms… we need to pay this today if we want to take advantage of that discount! (NOTE: Our boss ALWAYS wants us to take advantage of the discounts!) Go to the Payments Journal and enter this entry. Don’t forget to actually WRITE THE CHECK TO PAY THIS BILL OFF! The check you write will be the document number for the Peachtree entry. There are instructions for this entry on pages 9-10.
· SD #4: Your first receipt. See the instructions on pages 6-7.

· SD #5: Your first new invoice. (Nichole didn’t touch this one.) Follow the instructions on pages 8-9. Record the purchase on account. Don’t forget to calculate the due date, the discount and net amount due and record them on the form. You are not going to actually pay the invoice until the due date though. You may want to flag any unpaid invoices so you remember to pay them on the day they become due!
· SD #6: Ditto

· SD #7: Another receipt. This is already getting easy! (
· SD #8: Time to process the Payroll. I’m going to make your life a bit simpler here and let you enter these particular entries in the General Journal! Open up your accounting book to page 318 and 324 for examples of these types of entries if you are feeling like you could use a little refresher. Don’t forget to write the check. Make it out to “Digital Express -- Payroll”. It should cover the amount of net pay … not gross … net.
· SD #9: Enter the cash and bankcard sales for the week. See pages 13-14 for a detailed explanation on how to enter this type of transaction. Note: they should be two separate entries: one for cash and one for bankcard. Be sure to fill out the deposit slips (again, one for cash and a special one for bankcards) and don’t forget to add the amounts deposited to your next unused check stub.

· SD #10: Replenish Petty Cash. Simple journal entry. See pages 610-611 in your accounting book if you want a refresher. You can write the check to “Digital Express”. The Petty Cashier (J. Johnson) will cash it.

· SD #11: AUDIT – Time to check in and see if you are on point. Go to your report screens and see if your numbers match. This is where you should be:

· Sales Journal: 
$881.85

· Cash Receipts Journal: 
$21,466.03

· Purchases Journal: 
$6,359.88

· Cash Disbursements Journal: 
$3,362.88

· General Journal: 
$4,098.60

Hopefully it worked out for you! If not, try to figure out why. Double check your entries, talk to your friends. 

· SD #12: AUDIT: Let’s check on your customers and vendors. Go to the General Ledger and check out your final balances in A/R and A/P. They should be:

· Accounts Receivable: 
$3,390.04
· Accounts Payable:
-$6,854.37

· SD #13: AUDIT: Let’s check out your trial balance total. It should be:

· General Ledger Trial Balance:
$440,257.28

While we are at it … look at the cash balance in the General Ledger. It should be $36,957.18. If it is, that’s good news. Do a quick cash proof … head over and see how your checkbook looks. At this point you should have written three checks. Your balance after writing Check #1043 should also be $36,957.18. If your checkbook isn’t matching up … double check things. Did you forget to add the deposit on May 31st to your checkbook?
IF YOU MADE IT THROUGH THE AUDITS … CONGRATULATIONS! KEEP MOVING! 

FOR MY AMBITIOUS STUDENTS … MORE AUDIT FIGURES:

When you finish SD #24 you should pull up your reports and double check your numbers again. Be sure to look at June (as opposed to May) Click on Options to change the date range. The numbers should be:
· Sales Journal: 
$1,038.89

· Cash Receipts Journal: 
$33,289.07

· Purchases Journal: 
$10,531.92

· Cash Disbursements Journal: 
$6,819.28
· Accounts Receivable: 
$2,248.08

· Accounts Payable:
-$9,587.91

· General Ledger Trial Balance:
$453,700.67
· Cash and Checkbook Balances:
$45,352.59

If you get past these audits … you’re a rock star! 

SD#27: Credit Memo. Please get out your Chapter 14 packet and refer to P. 360-362 in the Peachtree Instructions. There are two parts to this entry. The first goes in the Sales Journal. The second goes in to the Receipts Journal. Look at, and follow the examples, carefully. Note that this is only a partial return so you won’t pay off the full amount in the Receipts Journal. Edit the pay number to match the return number. 

AND YOUR NEXT AUDIT IS …..

When you finish SD #40 you should pull up your reports and double check your numbers again. Be sure to look at June (as opposed to May) Click on Options to sort from May 1st to the current date: The numbers should be:

· Sales Journal: 
$1,569.53

· Cash Receipts Journal: 
$44.286.26

· Purchases Journal: 
$14,242.91

· Cash Disbursements Journal: 
$12,431.15

· Accounts Receivable: 
$2,396.99

· Accounts Payable:
$9,364.70

· General Ledger Trial Balance:
$464,214.34

· Cash and Checkbook Balances:
$50,773.70

GETTING CLOSER!

When you finish SD #52 you should pull up your reports and double check your numbers again. Be sure to look at June (as opposed to May) Click on Options to sort from May 1st to the current date: The numbers should be:

· Sales Journal: 
$2,215.93

· Cash Receipts Journal: 
$49,668.58

· Purchases Journal: 
$14,242.91

· Cash Disbursements Journal: 
$14,213.55

· Accounts Receivable: 
$2,561.61

· Accounts Payable:
$8,893.90

· General Ledger Trial Balance:
$469,299.90

· Cash and Checkbook Balances:
$54,383.04

I’M REALLY PULLING FOR YOU!

SD#54: DEBIT MEMO – please refer to your Chapter 15 packet. The instructions for doing a Debit Memo in Peachtree can be found on pages 397-399. There are two parts to this entry. The first will go in the Purchases Journal. The second part will go in the Payments Journal. Again, this is a partial return so please change the amount paid to match the amount of the return.

When you finish SD #60 you should pull up your reports and double check your numbers again. Be sure to look at June (as opposed to May) Click on Options to sort from May 1st to the current date: The numbers should be:

· Sales Journal: 
$3,135.23

· Cash Receipts Journal: 
$54,754.35

· Purchases Journal: 
$15,451.76

· Cash Disbursements Journal: 
$21,289.55

· General Journal
$4,523.60

· Accounts Receivable: 
$3,435.37

· Accounts Payable:
$6,825.28

· General Ledger Trial Balance:
$469,392.28

· Cash and Checkbook Balances:
$52,548.42

           MOVING ON!

SD #65 – It’s a Cash Return so you don’t need to process this like a Credit Memo. Write the check and make sure you are doing the debits and credits correctly.

SD #’s 66-68: DON’T PUT THIS IN THE GENERAL JOURNAL. That’s if you’re doing the problem by hand. We are doing this in Peachtree. This will need to go into the Sales Journal. It’s not a new sale though. It’s a collection on a previously written off account. Get out your demo packets and refresh your memory on reinstating and writing off accounts. Ask Ms. G for the Peachtree instructions if you think you need them!
LAST AUDIT BEFORE ADJUSTING ENTRIES…

When you finish SD #71 you are ready for your last audit before doing your adjusting entries and wrapping things up! Fingers crossed for you!

· Sales Journal: 
$3,249.98

· Cash Receipts Journal: 
$55,028.67

· Purchases Journal: 
$15,451.76

· Cash Disbursements Journal: 
$26,906.51

· General Journal
$8,622.20

· Accounts Receivable: 
$3,275.80

· Accounts Payable:
$6,825.28

· General Ledger Trial Balance:
$465,478.92
TO BE DOUBLE SURE … print out your Trial Balance and bring it up to me. I’ll go line by line before you figure out your adjusting entries so we know you’re 100% good!

SD#75: CHECKING OUT THE FINANCIAL STATEMENTS…
NET INCOME: $1,998.97 (is that it? Doh!)

RETAINED EARNINGS: $23,520.33

BALANCE SHEET TOTALS: $126,983.19

FINAL TRIAL BALANCE BEFORE CLOSING: $480,641.15

************************TALK TO ME BEFORE CLOSING! *****************

POST-CLOSING TRIAL BALANCE: $144,865.51
