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Course Description

Closing the books is one of the key functions of the accounting department. Closing the Books reveals
how to do so promptly and accurately, so that financial statements can be issued shortly after the end
of the reporting period. The course discusses the entire process of how information is summarized into
the financial statements, as well as the many reporting formats that are available. It covers the full
range of closing steps, and shows how to fine-tune the closing process to achieve a shorter close. In
addition, the course addresses the controls and record keeping needed for the closing process. In
short, Closing the Books can be considered a desk reference for anyone who closes the books on a
regular basis.
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Instructions for Taking This Course

Log in to your secure account at www.bhfe.com. Go to "My Account.”

You must complete this course within one year of purchase (If the course is “Expired,”
contact us and we will add the latest edition of the course to your account (no charge).
To retain the course-PDF after completion (for future reference) and to enable en-
hanced navigation: From “My Account,” Download and save the course-PDF to your
computer. This will enable the search function (Menu: Edit>Find) and bookmarks (icon
on left side of document window).

Complete the course by following the learning objectives listed for the course, studying
the text, and, if included, studying the review questions at the end of each major
section (or at the end of the course).

Once you have completed studying the course and you are confident that the learning
objectives have been met, answer the final exam questions (online).

Instructions for Taking the Online Exam

Log in to your secure account at www.bhfe.com. Go to "My Account.”

A passing grade of at least 70% is required on the exam for this course.

You will have three attempts to pass the exam (call or email us after three
unsuccessful attempts for instructions).

The exam is not timed, and it does not need to be completed in one session.

For a printed copy of the exam questions, open the exam and press "Print Exam."
Once you pass the exam, the results (correct/incorrect answers) and certificate of
completion appear in "My Account.” A confirmation email is also sent.

CFP Board and IRS credit hours, if applicable, are reported on Tuesdays and at the
end of the month.

Have a question? Call us at 800-588-7039 or email us at contact@bhfe.com.

Learning Assignment & Objectives

Identify the types of subsidiary ledgers.

Specify the applications of the different types of trial balances.

Identify the types of journal entries used to modify account balances and record trans-
actions.

Recognize the core and delayed steps used to close the books.

State the methods used to fine-tune the closing process, and which activities do not
improve the process.

Identify bank reconciliation terminology, as well as the applicability of petty cash rec-
onciliations.

Identify the situations in which revenue can be recorded, as well as how to rebill ex-
penses.

Identify the methods used to assign costs to inventory and increase the accuracy of
inventory records.

Specify the rules related to fixed asset recordation and impairment, along with asso-
ciated terms.

State how accounts payable are handled and the associated expenses recorded.
Identify the recordation decisions associated with payroll transactions.

State the formats in which the income statement can be presented, and note the
source of income statement information.

Recognize the proper classification of line items on the balance sheet, and note how
the balance sheet is constructed.

Identify the contents of the statement of cash flows.
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o Identify the contents of the statement of retained earnings.
o Identify the types and contents of disclosures that can accompany the financial state-

ments.

e State the criteria used to identify a reporting segment, as well as the required segment
reporting.

e Identify the decision points associated with the integral and discrete views of interim
reporting.

e Identify the methods used to calculate the various types of earnings per share.

e State the additional steps involved in closing the books of a public company, including
the additional types of required approvals.

e Recognize the controls that should be imposed on the closing process.

e Identify the types of records associated with closing the books that should be stored.

e Identify the situations under which a soft close can produce errors, and the benefits of
using a virtual close.
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Preface

One of the most difficult tasks for the practicing accountant is to close the books at the end of each month
and produce a quality set of financial statements in a timely manner. From the perspective of the rest of the
company, it may be considered the most important accounting function of all. Closing the Books: An Ac-
countant’s Guide walks you through every aspect of closing the books, including specific closing activities,
how to construct the financial statement package, and how to fine-tune the process.

In Chapters 1-3, we address the system within which the closing process is accomplished, including the
general ledger and subsidiary ledgers, the trial balance, and different types of journal entries. In Chapters 4
and 5, we delve into the specific steps needed to close the books, as well as how to accelerate the production
of financial statements. Next, in Chapters 6-11, we cover the closing activities associated with specific
accounting areas, including cash, accounts receivable, inventory, fixed assets, and accounts payable. In
Chapter 12-19, we address all aspects of the financial statements that are the end result of closing the books
— the income statement, balance sheet, statement of cash flows, disclosures, earnings per share, interim
reporting, and more. Finally, we complete the discussion of closing the books in Chapters 20-23 by covering
how to close the books of a public company, implement closing controls, set up a record keeping system,
and use a soft close or virtual close.

The reader can find the answers to many questions about closing the books in the following chapters,
including:

Can I create financial statements from an extended trial balance?
When should I use reversing entries?

Which closing steps can be completed before month-end?

How can task interdependency analysis improve the closing process?
Should I use more automation to close the books?

How do I handle negative cash on the balance sheet?

How should I record deferred revenue?

How do I handle delays in the approval of supplier invoices?

When should I accrue for bonuses?

What financial statement formats should I use?

Closing the Books is designed for both professional accountants and students. Professionals can use it as a
reference tool for improving their existing closing procedures, while it provides students with an overview
of the entire process. Given its complete coverage of the closing topic, Closing the Books may earn a per-
manent place on your book shelf.

Centennial, Colorado
August 2024
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