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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

Recognize the functions of the controller position, and which functions do not involve the con-
troller.

Identify the considerations involved in creating a system of measurements.

Identify the key elements of the accounting for cash.

Specify the measurements that can be applied to the credit and collection processes.

Cite the techniques and accounting used for credit and collections.

State the main aspects of billing preparation and accounting.

Recognize the systems used to calculate the cost of inventory.

Identify the key elements of the accounting for fixed assets.

Cite the major accounts payable processes.

Identify the key elements of the accounting for equity.

Recognize the techniques used to improve the processing of payroll.

Itemize the methods used to establish a system of management over the accounting department.
Cite the main steps used to close the books.

State the reports that comprise the financial statements.

State the concepts and tests needed to create public company financial statements.
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Cite the types of management reports that the controller should produce.
Itemize the ratios that can be used by the controller.

Recognize the component parts of a company’s budget.

Identify the main methods used to investigate requests for capital spending.
Specify the uses to which a post installation review can be put.

Cite the considerations involved in the selection of a computer system.
Describe the nature of a bidders conference.
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Preface

The controller position has many responsibilities, which can seem overwhelming to someone new to the
job. The New Controller Guidebook eases the transition into the controller role by describing each respon-
sibility, noting which ones are the most critical, and showing how to manage them properly.

In Chapters 1 through 10, we address the key management aspects of the job, including the management
of cash, billings, collections, inventory, fixed assets, accounts payable, and payroll. We also cover manage-
ment of the accounting department as a whole. In Chapters 11-15, we address all aspects of reporting, such
as closing the books, the different formats available for the financial statements, the extra reports to be
issued by a publicly-held company, and a variety of management reports and ratios. We then move to
planning considerations in Chapters 16-17, with discussions of the entire system of budgets and capital
budgeting. Finally, we cover how to select and install an accounting computer system.

You can find the answers to many questions about controllership in the following chapters, including:

Which tasks should be handled by the chief financial officer?

How do | construct a cash forecast?

How do | manage the collection of overdue accounts receivable?
How do | set up an inventory record keeping system?

How can | improve the process flow of accounts payable?

What methods are available for streamlining the payroll function?
How do | use queue management to improve the accounting department?
What steps should | follow to close the books?

Which reports and ratios are of the most use for analysis purposes?
How do | set up a system of budgets?

How do | select and install an accounting computer system?

The New Controller Guidebook is designed for both professional accountants and students. Professionals
can use it as a reference tool for improving the operation of their accounting departments, while it provides
students with an overview of what to expect when they become controllers. Given its complete coverage of
the controllership topic, The New Controller Guidebook may earn a permanent place on your book shelf.

Centennial, Colorado
April 2023
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