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Creating a Worksheet
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PREPARING THE HEADING OF A

WORK SHEET

TechKnow Consulting [fi] Name of Company |
Work Sheet Name of Report‘
For Month Ended August 31, 20-- Date of Report
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PREPARING A TRIAL BALANCE ON A

WORK SHEET

Tecklnow Consulting Ial 1. Write the general ledger
For Month Ended August 31, 2y 2 account titles.
| rmeuce 2. Write the general ledger
s 496400 L debit account balances.
:Z(c)‘i‘tz;.(llsz.l—Oakdale School | ';'gg%' Write the general ledger
] L e | ,i;:gggg: credit account balances.
. 12000 3. Rule a single line across the
s PeyThana SuplpGe, | BEHL 1 Jioo] two Trial Balance columns.
- jff;’j,,f:j’s",;,‘j;‘,’:;"y"g 621500 4, Add_both the Tr_ial Balance
2| Sales | 356500 Debit and Credit columns.
e S 5. Write each column’s total
- Zf,’;ﬁ";';’;ﬁf;ﬁ,“"" o below the single line.
e LLLLL 6. Rule double lines across
—F 00 8815007_5 both Trial Balance columns.
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TERMS REVIEW

M fiscal period
B work sheet
H trial balance
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