
 
 
 

 

© 2003 Society for Design Administration, Seattle Chapter 
www.sda‐seattle.org / sdaseattle@gmail.com 

Accounting 101 

One of our chapter’s lifetime member, Tena Martins, presented a workshop focusing on 
an overview of the journals and ledgers that make up financial reporting.  
 
Whether you are new to accounting, or need a refresher course, this document should 
help you gain an understanding of typical accounting functions. 
 
Note: This handout from the workshop is an accounting primer, and does not cover: 

 Firm statistical information 
 Profitability ratios 
 Overhead analysis 
 Converting accounts receivables into cash 
 How to budget 
 Project management and other related issues 

 

                                            
 While Tena’s handout was titled “A/E Accounting 101,” (she presented it to staff working in architectural 
and engineering firms at the time) the information she shared isn’t specific to just those types of firms. 

http://eepurl.com/brurFX


© 2003 Society for Design Administration, Seattle Chapter
www.sda-seattle.org / sdaseattle@gmail.com



© 2003 Society for Design Administration, Seattle Chapter 
www.sda-seattle.org / sdaseattle@gmail.com



© 2003 Society for Design Administration, Seattle Chapter 
www.sda-seattle.org / sdaseattle@gmail.com



© 2003 Society for Design Administration, Seattle Chapter 
www.sda-seattle.org / sdaseattle@gmail.com



© 2003 Society for Design Administration, Seattle Chapter 
www.sda-seattle.org / sdaseattle@gmail.com



© 2003 Society for Design Administration, Seattle Chapter 
www.sda-seattle.org / sdaseattle@gmail.com



© 2003 Society for Design Administration, Seattle Chapter 
www.sda-seattle.org / sdaseattle@gmail.com



© 2003 Society for Design Administration, Seattle Chapter 
www.sda-seattle.org / sdaseattle@gmail.com



© 2003 Society for Design Administration, Seattle Chapter 
www.sda-seattle.org / sdaseattle@gmail.com



© 2003 Society for Design Administration, Seattle Chapter 
www.sda-seattle.org / sdaseattle@gmail.com



© 2003 Society for Design Administration, Seattle Chapter 
www.sda-seattle.org / sdaseattle@gmail.com



© 2003 Society for Design Administration, Seattle Chapter 
www.sda-seattle.org / sdaseattle@gmail.com



© 2003 Society for Design Administration, Seattle Chapter 
www.sda-seattle.org / sdaseattle@gmail.com


	Accounting 101.pdf
	Cover Page
	Glossary
	Methods of Accounting
	Accounting Periods
	Accounting Equation
	Chart of Accounts
	Ledgers
	Special Journals
	Sales Journal
	Cash Receipts Journal
	Cash Disbursements
	General Journal
	Financial Statements/Sample Balance Sheet
	Income Statement/ Sample Income Statement




