Name:       
Lesson 1.2 Posting to a Cashbook

Manger Tips
· When using an       cashbook keep a “     ” version too.

· This will provide verification for the       and also alleviate problems that occur when employees are absent.
· Recording a check for a       requires the use of       in the       rather than one.  

· All managers will make this type of entry when completing       in the Student Reference Book.

· The “     ” for each business       in addition to      .  The amount shown on the slip is       to any additional       and recorded as       on the      .
· Recording a deposit will take only       but many take       in the      . 

· For example, a business that received       in addition to an “     ” will make       in the      
· The       will be listed on      , and the “     ” will be listed as      .

·       the       will be       in the      
· The word       is       in the      
· The       at the end of July should be the      .

· Managers who are posting to manual cashbooks will need to use a       when balancing the cashbook.

· The total of the       column equals the total of the      column.

· The total of the      column equals the total of the       column.

· Balancing an       is a simple procedure – just click on the checkbox titled      
Helping Managers
· Mangers at      
· Do       accept “     ” checks that have not been      .

Career Paths

The concepts and skills taught in Unit 1 would be essential for success in the following careers

·      
·      
·      
·      
·      
·      
·      
Identify a minimum of three other careers where these concepts and skills would be important.
1.      
2.      
3.      
