Data entry for office admin & bookkeeping tasks
Centred Heading (course 203) and italicised text (course 202)
The purpose of this document is to show you the various different tools that are used in documents using Microsoft Word and other software programs used for office admin and bookkeeping tasks.
The obove text needed to be highlighted (course 201) before formatting could be applied (course 202)
Office Admin Jobs
Heading has bold formatting and larger font formatting (course 202)
More and more businesses use independent contractors working from home or offices to perform office admin tasks. A common term for these people is Remote Contractors and they can also perform lots of other tasks, including: 
1. bookkeepers, 
2. website designers 
3. online customer service reps
Other jobs which can be done remotely are:
4. Online Business Admin and Virtual Assistant
5. Freelance Content Writer 
6. Social Media Co-ordinator
7. Online Tutor
8. Graphic Designer
9. Software Designer
10. Online Sales Representative
11. Real Estate Agent
12. Market Researcher
13. Business & Website Analyst
14. Video Presenter
We used Copy and Paste as Text only to get the above list from our website. We used automated numbered lists (Microsoft Word Beginners Course 203) and then inserted a hyperlink to the information about Online Business Admin Consultants (Advanced Microsoft Word Course 209). 
 
Office Admin task categories
We used Format Painter to quickly copy the formatting of the previous heading
It is important for these people to work on their brand because that is how they personally can get noticed by Google and other online indexing sites.

Business Admin us different from Office Admin
Business Admin jobs involve more access to confidential and financial information. These tasks relate to accounting and bookkeeping and reply on getting information to and from the owners or senior managers. 
Office Admin vs Business Admin Comparison
Task	Office Admin	Business Admin
Data entry into Excel	Y	N
Importing records into Excel	Y	Y
Replying to customer emails	Y	Y
Preparing quotes in Word	Y	N
Ordering office supplies	Y	N
Answering calls	Y	N
Receiving payment for invoices	Y	Y
Chasing up money owed	Y	Y
Scheduling rooms and appointments	Y	N
Creating staff rosters	N	Y
Preparing financial reports	N	Y
Creating presentations	Y	Y
Responding to complaints	N	Y
Processing payroll	N	Y
Providing customer service	Y	N
Monitor social media	Y	N
Publish social media posts	Y	Y
Using tab formatting and font shading for the above paragraphs (course 203 and 204) 
Business Admin requires skills in how to use MYOB and Xero accounting software. Common bookkeeping tasks include creating quotes and invoices, receiving and making payments and following up with customers who owe money. 
See common data entry tasks for accounts and business admin
Text the word ezybooks to 0488883655 and you’ll receive our Bookkeeping Basics Guide.
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Description automatically generated]Why choose EzyLearn Figure 1 Insert images and image formatting (course 206)

Page break to make this heading appear at the top of the page (Word Course 205). Use show non printing characters to see page breaks, tabs and sections (
· Training workbooks
· Video TutorialsInserting text boxes with border formatting (course 203)

· Real life case studies
· Sample data
· Common office and business tasks
· Knowledge review tests
· Industry recognised Certificates
Use of and customisation of bulleted lists (course 203)
Career Academy for Office and Business Admin
Use of styles for uniform formatting (course 209)
EzyLearn provides a number of services for students who want more practice and training and want to learn about being an online business admin consultant, including. 
Course Refresher
Resume Review
Bookkeeping Academy
Job Getter
EzyLearn Affiliate
Course Tutor
Remote Contractor
Use of hyperlinks to website pages (Advanced Word Course 209)
Learn how to use Microsoft Excel Spreadsheets for free
Microsoft Word is ideal for creating documents, flyers, brochures, reports, menus, price lists and lots more. You can see some examples and more information here. 
Microsoft Excel helps you manage data and information by sorting them into fields and records. This can include customer lists, sales information, transaction summaries and much more. 
Get the FREE Microsoft Excel Course training materials. 
Creating call to action sales letters (we cover this through the Word courses)
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