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ONLINE TRAINING

1 DAY
ACCOUNTING SKILLS & E-INVOICING
FOR ACCOUNTS CLERKS &
ASSISTANTS




OBJECTIVE:

This course will enable accounting staff to do the following: -

e Understand the accounting process and its concepts

e Improve their skills in recording accounting
information

e Appreciate how their job function contributes towards
the preparation of financial statements

e Communicate more effectively with their superiors

e Thoroughly understand e-invoicing and how it impacts
the company’s Income and Expenses and their job
function.

This course would enable accounting staff to understand and
appreciate the steps performed in the accounting process and their
contribution to management decision making.

In today’s computerised accounting world, accounting staff may
perform very specific duties as part of the accounting process. They
may be involved in one specific area like handling accounts payable,
accounts receivable, payroll, cash book, etc. As a result, they are often
very focused in their respective areas of work that they may not be
aware or knowledgeable of the other important areas in accounting.

With the advancement of computerised accounting packages, the
accounting process is somewhat isolated and as a result these staff do
not see the physical transaction taking place.This may lead to a lack of
understanding of the accounting process. Knowledge in these other
areas of accounting will enable the staff to contribute more effectively
to the organisation.

The Government intends to implement e-invoicing in stages starting
from 1st August 2024 to Enhance the Efficiency of Malaysia’s Tax
Administration. Accounting personnel will need to have a goo
understanding of the process from both an Income and Expenses
perspective.




The Accounting staff need to be very familiar with the mechanics of
issuing

e-invoices so that it can be validated by LHDN and passed on to the
customers. This will ensure prompt processing of e-invoices and
payment from customers.

They will also need to understand the impact of e-invoicing on
employee benefits and claims so that these expenses can be claimed
by the company for tax purposes without problems.

METHODOLOGY

e |nteractive lectures
e Discussions
e Practical Exercises & Case Study

WHO SHOULD ATTEND

e Accounts Clerks

e Accounts Assistants

e Costing Clerks

* New Accounting personnel




1 DAY
ACCOUNTING SKILLS & E-INVOICING
FOR ACCOUNTS CLERKS & ASSISTANTS

NOTE: SIMPLE CALCULATOR REQUIRED

MODULE1 09.00 AMto0 10.30 AM

INTRODUCTION

e What is Accounting?

e Accounting Process

e Role in today’s business
The Accounting Equation
Transaction Analysis
Exercise

MODULE 210.45 AM12.30 PM

THE RECORDING PROCESS USING THE
DOUBLE ENTRY

JOURNALS & POSTING TO LEDGER

The Creditors Ledger
The Debtors Ledger
The General Ledger
Assets

Liabilities

Capital

Revenue

Expenses

Extracting the Trial Balance
Financial Statements
Exercise




MODULE 31.30 PM to 2.30 PM

E-INVOICING

e What is e-Invoicing?

e Types of transactions covered

e Types of e-Invoices

e Situations where e-lnvoice are not required

e E-Invoicing overview and workflow

e Digital certificate

e Transmission mechanism of e-invoice to
LHDN for validation

e Steps involved for E-Invoice from creation to
reporting

e 51 fields in an e-Invoice

e Transactions with consumers (B2C)

e Consolidated e-Invoice requirements

e When is Consolidated e-Invoice not allowed?

e Employment benefits and staff claims

e What is Self-billed Invoice and When It Is
Required?

MODULE 4 3.45 PM to 5.00 PM

ADJUSTMENTS AT FINANCIAL YEAR END
e Cash Versus Accrual Accounting

Matching Principle

Accrued Expenses

Prepayments

Impact on Financial Statements

e Exercise




ACCOUNTING FOR FIXED ASSETS

e Historical Cost Concept

e Depreciation — Calculation & Recording
e Gain or Loss on Sale

e Impairment

e Impact on Financial Statements

e Exercise

MODULE 5
PREPARATION OF FINANCIAL STATEMENTS WITH
ADJUSTMENTS

e |[ncome Statement

e The Balance Sheet

e Exercise

END: 5.00 PM




TRAINER PROFILE

GERALD PERIES received his Master of Business Administration
and Bachelor of Science Degree in Finance from Southern Illinois
University, U.S.A.

Gerald has over 20 years’ experience in training and lecturing for
various business organisations and private colleges & universities.
His areas of expertise are in Finance and Accounting.

Gerald combines a wide range of practical and hands-on training
experience in a challenging and interactive environment.

At present he regularly conducts training programs on Accounting
Skills for Accounts Clerks & Assistants, Effective Cash Flow
Management, Handling Full Set of Accounts/Book-Keeping Skills,
Budgeting & Cost Control, Finance for Non-Finance Managers and
Making Capital Investment Decisions.

He is also actively involved in lecturing on several M.B.A. and
Degree programmes affiliated with University of Wales, Binary
University and MAHSA University.

Prior to this, he served as a Finance Manager for a large
engineering company for several years where he was responsible
for making investment, costing, financing and working capital
decisions.

List of Companies that have benefited from his training:

Tenaga Nasional Berhad, MRCB, KLAS, Glomac Bhd, SPAD, 10l
Bhd, Maju Holdings, Sime Darby Properties, Bank Pembangunan,
Mitsui-Soko, Petronas, Hitech Padu, Darul Eshan Medical Centre,
Brahim’s, Naza, Mattel, MAS, Westport and several other
organisations.




REGISTRATION FEE

Participation Fee: RM 700.00 per person

Grab Coupon Provided *Term & Condition Apply
(Zoom Apps) * HRD Corp -SBL KHAS HRDF
Claimable

(E-Certificate of attendance awarded for those who
complete the programme)

*In-House Training can be organised upon request.

We have limited seats! Register Now!
To register, email to marketing department at
mytrain2@mytrainingmalaysia.com

Registration via online can be done thru our
website at www.eliteedge.com.my

ORGANISED BY

Elite Edge Training (LAO067857-X)

(HRD Corp Registered Training Provider)

LEVEL 23-1, Premier Suite, One Mont Kiara No 1,
Jalan Kiara, Mont Kiara 50480 Kuala Lumpur
Malaysia

Tel: +603 - 2785 6816

Marketing WhatsApp : + 6013 335 8805






