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Introduction
This programme module may be delivered as a standalone module leading to certification in a QQI minor award.  It may also be delivered as part of an overall validated programme leading to a Level 5 QQI Certificate.  
The teacher/tutor should familiarise themselves with the information contained in Laois and Offaly ETB programme descriptor for the relevant validated programme prior to delivering this programme module.

The programme module is structured as follows:

	1. Title of Programme Module

	2. QQI Component Title and Code

	3. Duration in hours

	4. Credit Value of QQI Component

	5. Status

	6. Special Requirements

	7. Aim of the Programme Module

	8. Objectives of the Programme Module

	9. Learning Outcomes

	10. Indicative Content

	11. Assessment
a. Assessment Technique(s)
b. Mapping of Learning Outcomes to Assessment Technique(s)
c. Guidelines for Assessment Activities

	12. Grading

	13. Learner Marking Sheet(s), including Assessment Criteria



Integrated Delivery and Assessment
The teacher or tutor is encouraged to integrate the delivery of content where an overlap between the content of this programme module and one or more other programme modules is identified.  This programme module will facilitate the learner in developing the academic and vocational language, literacy and numeracy skills relevant to the themes and content of the module.  
Likewise the teacher or tutor is encouraged to integrate assessment where there is an opportunity to facilitate a learner to produce one piece of assessment evidence which demonstrates the learning outcomes from more than one programme module.  The integration of the delivery and assessment of Level 5 Communications and Level 5 Mathematics modules with that of other Level 5 modules is specifically encouraged, as appropriate.

Indicative Content

The indicative content in Section 10 does not cover all teaching possibilities.  The teacher or tutor is encouraged to be creative in devising and implementing other approaches, as appropriate.  The use of examples is there to provide suggestions.  The teacher or tutor is free to use other examples, as appropriate.  The indicative content ensures all learning outcomes are addressed but it may not follow the same sequence as that in which the learning outcomes are listed in Section 9.  It is the teacher’ or tutor’s responsibility to ensure that all learning outcomes are included in the delivery of this programme module.

Title of Programme Module
Accounting Manual and Computerised
Component Name and Code 
Accounting Manual and Computerised 5N1348
Duration in Hours 
150 Hours (typical learner effort, to include both directed and self-directed learning)
Credit Value
15 Credits
Status
This programme module may be compulsory or optional within the context of the validated programme.  Please refer to the relevant programme descriptor, Section 9 Programme Structure.
Special Requirements
There are no specific validation requirements to be implemented.  However, it is important that each Learner participating on the programme has access to appropriate ICT resources.
Aim of the Programme Module
The aim of this award is to equip the learner with the knowledge, skill and competence necessary to prepare financial statements for a range of organisations both manually and using integrated accounting software.
Objectives of the Programme Module
· To enable the learner to understand a range of accounting terms and ratios.
· To facilitate the learner to be able to carry out a range of accounting procedures.
· To enable the learner to be capable of preparing financial statements for a range of organisations both manually and using integrated accounting software.
· To enable the learner to develop an understanding of the principles of accounting.
· To assist the learner in developing the academic and vocational language, literacy and numeracy skills related to accounting through the medium of the indicative content.
· To enable the learner to take responsibility for his/her own learning.
Learning Outcomes of Level 5 Accounting Manual and Computerised 5N1348
Learners will be able to:
· Outline the principles of accounting.
· Explain a range of accounting terms to include assets and liabilities, debtors and creditors, shareholders, dividends and capital.
· Summarise a range of accounting standards and concepts to include consistency and prudence.
· Comment on the role of auditors and the auditing process.
· Identify the types and purpose of forecasts and budgets.
· Examine basic computer principles and the application and use of integrated accounting packages in the preparation of financial statements.
· Carry out a range of accounting procedures, to include processing adjustments, producing and extracting final accounts and reports, calculating ratios and completing budgets and forecasts.
· Perform file management functions to include the creation, copying, backing-up and deletion of files and folders.
· Process a range of accounting procedures using integrated accounting software or manual procedures.
· Produce financial statements for a range of organisations.
· Use integrated accounting software to include file management, system security and report production, printing and verification.
Indicative Content 
This section provides suggestions for programme content but is not intended to be prescriptive.  The programme module can be delivered through classroom based learning activities, group discussions, one-to-one tutorials, field trips, case studies, role play and other suitable activities, as appropriate.
Outline the principles of accounting 
· Facilitate the learner to outline the principles of Accounting by discussing, for example:
· The principles of double entry bookkeeping
· The books of prime entry
· Generally Accepted Accounting Principles (GAAP)

Explain a range of accounting terms to include assets and liabilities, debtors and creditors, shareholders, dividends and capital
· Facilitate the learner to discuss a range of accounting terms, to include:
· Assets and liabilities, debtors and creditors, shareholders, dividends and capital

Summarise a range of accounting standards and concepts to include consistency and prudence 
· Facilitate the learner to summarise a range of accounting standards and concepts, to include:
· A range of accounting standards e.g.  SSAP’, IFRS’s and IAS’s.
· A range of accounting concepts including consistency, prudence and maybe others like going concern and matching
· Facilitate the learner to comment on the role of auditors and the auditing process by describing, for example:
· A range of accounting standards, e.g. SSAP’, IFRS’s and IAS’s.
· A range of accounting concepts including consistency, prudence and maybe others like going concern and matching.

Comment on the role of auditors and the auditing process
Facilitate the learner to comment on the role of auditors and the auditing process by describing, for example: 
· The role of the auditor internally and externally
Identify the types and purpose of forecasts and budgets 
Facilitate the learner to identify the types and purpose of forecasts and budgets, for example:
· Cash flow forecast
· Forecasted Profit and Loss

Examine basic computer principles and the application and use of integrated accounting packages in the preparation of financial statements
Facilitate the learner to examine the basic computer principles and the application and use of integrated accounting packages in the preparation of financial statements by analysing, for example:
· Computerised package e.g.  TAS and Sage – how it works, its advantages and disadvantages
· A range of integrated accounts packages currently available
· The importance of data accuracy when processing accounts data
· The advantages of computerised accounts over a manual accounts system

Carry out a range of accounting procedures, to include processing adjustments, producing and extracting final accounts and reports, calculating ratios and completing budgets and forecasts
Facilitate the learner to carry out a range of accounting procedures, to include 
· Process the following adjustments which can be illustrated by T-accounts, for example:
· accruals
· prepayments
· depreciation
· bad debts
· Calculate depreciation 
· Produce and extract a Profit and Loss account and a Balance Sheet for a Sole Trader or a Limited Company
· Calculate a range of ratios for the following:
· Liquidity
· Profitability
· Efficiency
· Complete budgets and forecasts:
· Capital Budget or forecasted Balance Sheet
· Forecasted Profit and Loss account
· Cash Flow Forecast, to include variations in cash flow timings
· 

Perform file management functions to include the creation, copying, backing-up and deletion of files and folders
Facilitate the learner to perform file management functions, to include:
· Setting up company parameters e.g.  default accounts, VAT rates
· Enter opening balances
· Copy or backup data files onto CD or floppy disk or USB key
· Restore data file
· Deletion of files and folders

Process a range of accounting procedures using integrated accounting software or manual procedures
Assumption: This Learning outcome refers mainly to the computerised practice of an integrated accounting software e.g.  TAS, Sage or manually through excel.
Facilitate the learner to process a range of accounting procedures using integrated accounting software or manual procedures, for example:
· Process the following transactions using source documents:
· sales
· purchases
· returns
· payments
· receipts
· Process the following adjustments for example:
· accruals
· prepayments
· depreciation
· bad debts

The following can be completed manually or using an integrated accounting software:
· Reconcile bank account with bank statement
· Complete a VAT return
Produce financial statements for a range of organisations
Facilitate the learner to produce financial statements for a range of organisations, for example
· Distinguishing between the following types of organisations:
· Sole Trader
· Limited Company
· Create and print the following financial statements using integrated software:
· Extract a Trial Balance
· a Trading Profit and Loss account
· a Balance Sheet
· Produce a Profit and Loss account and a Balance Sheet for a Sole Trader or a Limited Company

Use integrated accounting software to include file management, system security and report production, printing and verification
Facilitate the learner to use integrated accounting software, to include: 
· Apply data security (e.g.  user privileges and passwords) and confidentiality in relation to computerised accounts data
· Explore the importance of anti-virus protection software
· Copy or backup data files onto CD or floppy disk or USB key
· Restore data file 
· Create and print financial statements using integrated software.  In addition, using an integrated accounting software print out e.g.  Nominal codes, Vat 3 form.
· All printouts will be verification of work completed using the integrated software e.g.  TAS, Sage etc.
Assessment
11a. Assessment Techniques
Assignment(s) 		60%
Practical Exam		40%
11b. Mapping of Learning Outcomes to Assessment Techniques
In order to ensure that the learner is facilitated in demonstrating the achievement of all learning outcomes from the component specification; each learning outcome is mapped to an assessment technique(s).  This mapping should not restrict an assessor from taking an integrated approach to assessment.

	Learning Outcome
	Assessment Technique

	1. Outline the principles of accounting
	Assignment 2

	2. Explain a range of accounting terms to include assets and liabilities, debtors and creditors, shareholders, dividends and capital
	Assignment 2

	3. Summarise a range of accounting standards and concepts to include consistency and prudence.
	Assignment 2

	4. Comment on the role of auditors and the auditing process
	Assignment 2

	5. Identify the types and purpose of forecasts and budgets
	Assignment 2

	6. Examine basic computer principles and the application and use of integrated accounting packages in the preparation of financial statements
	Assignment 2 and Examination

	7. Carry out a range of accounting procedures, to include processing adjustments, producing and extracting final accounts and reports, calculating ratios and completing budgets and forecasts
	Assignment 1 and Assignment 2 and Examination

	8. Perform file management functions to include the creation, copying, backing-up and deletion of files and folders
	Examination

	9. Process a range of accounting procedures using integrated accounting software or manual procedures
	Examination and Assignment 1

	10. Produce financial statements for a range of organisations
	Examination (reports) and Assignment 1 and Assignment 2

	11. Use integrated accounting software to include file management, system security and report production, printing and verification
	Examination and Assignment 2

	
Note: LO 7: All elements of LO 7 are covered between Assignment 1, 2 and examination
 LO: 6, 7, 9, 10 and 11: element of these are covered throughout the assessment technique



11c.	Guidelines for Assessment Activities
The assessor is required to devise assessment briefs and examination papers, marking schemes and outline solutions for the Accounting Manual and Computerised Programme Module.  In devising the assessment briefs/examination papers, care should be taken to ensure that the learner is given the opportunity to show evidence of achievement for ALL learning outcomes.  Assessment briefs may be designed to allow the learner to make use of a wide range of media in presenting assessment evidence, as appropriate.  Quality assured procedures must be in place to ensure the reliability of learner evidence.

	Assignment
	60%

	Assignment 1 – weight 30% - can be completed in class over a number of weeks 
Assignment 2 – weight 30% - can be completed in class over a number of weeks


	The assessment briefs will focus on a range of specific learning outcomes that require the learner to process and show an understanding of the following:
Assignment 1
The brief for the first assignment will require the learner to produce manually the following financial statements: covering LO’s: 7,9,10
· Profit and Loss account
· Balance Sheet
Evidence for the assignment will include:
· Calculation of depreciation 
· A range of processed adjustments
· A range of accounting ratios.
Assignment 2
The brief for the second assignment will require the learner to produce evidence that demonstrates the following financial forecasts and budgets:
· Cash Flow forecast (minimum 6 months).
· Forecasted Profit and Loss account
· Capital Budget or forecasted Balance Sheet
This assignment will include Multiple choice questions or a variety of short questions examining a range of Learning outcomes.  (1-6, 10 and 11) 
N.B: LO 7: All elements of LO 7 are assessed between Assignment 1,2 and Examination. Evidence for this assessment technique may take the form of written, oral, graphic, audio, visual or digital evidence, or any combination of these.  Any audio, video or digital evidence must be provided in a suitable format.
All instructions for the learner must be clearly outlined in an assessment brief.




	Examination 

	40%

	Examination – 40% - The examination will be based on a range of specific learning outcomes and will be of 2 hours duration.


	The learner will complete a practical examination that assesses the learner’s mastery of computerised accounts skills, demonstrated in a set period of time under restricted conditions.  The examination will be based on a range of learning outcomes and will be 2 hours in duration and will allow additional printing time.  Covering LO’s: 6,7,8,9,10,11
The format of the examination will require learners to complete specific tasks that demonstrate their ability to:
· set up company parameters
· enter source documents
· enter opening balances
· process transactions and adjustments
· reconcile bank account with bank statement
· extract and print a Trial Balance
· produce and print a Profit and Loss account and a Balance Sheet
· produce and print a VAT return
· copy or backup data files.
NB: All elements of LO7 are assessed between Assignment 1, 2 and Examination.
Evidence for this examination technique may take the form of written, oral, graphic, audio, visual or computerised evidence (data files and printouts), or any combination of these.  Any audio, video or digital evidence must be provided in a suitable format.
All instructions for the learner must be clearly outlined in an examination paper.



Grading
Distinction: 	80% - 100% 
Merit:		65% - 79%
Pass: 		50% - 64%
Unsuccessful:	0% - 49%
At levels 4, 5 and 6 major and minor awards will be graded.  The grade achieved for the major award will be determined by the grades achieved in the minor awards.  
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Accounting Manual and Computerised
5N1348
	Learner Marking Sheet
Assignment (x2) - Weighting 60%



Learner’s Name: ____________________________
	Assessment Criteria
	Maximum
Mark
	Learner
Mark

	Assignment 1 (Covering LO’s: 7, 9, 10)
Accurate production of Profit and Loss account
Accurate production of Balance Sheet
Accurate calculation and application of the following:
· depreciation 
· adjustments
· ratios
	
10
10
10



	

	Subtotal
	30
	

	Assignment 2 (Covering LO’s: 1-6, 7, 10, 11)
Accurate production of the following:
· Capital Budget or forecasted Balance Sheet
· Forecasted Profit and Loss account
· Cash Flow Forecast
30 Multiple choice questions (1/2 Mark each) or short questions (15 x 1 mark each) covering the Learning outcomes 1-6, 10 and 11.
	
15


15
	

	Subtotal
	30
	

	Total Mark
	60
	


NO ROUNDING OF MARKS: The Assessor has signed the Summary Results Sheet to verify that the evidence presented in the attached portfolio is the work of the named learner and that the marks awarded here have been transcribed to the Summary Results Sheet

External Authenticator’s Signature: _________________           Date: ___________________
	Accounting Manual and Computerised
5N1348
	Learner Marking Sheet
Assessment Technique 2
Examination – weighting 40%



Learner’s Name: ________________________________	

	Assessment Criteria
(Covering LO’s: 6, 7, 8, 9, 10, 11)
	Maximum
Mark
	Learner
Mark

	· Correct set up of parameters 
· Correct entry of opening balances 
· Accurate processing of transactions
· Accurate processing of adjustments
· Appropriate completion of bank reconciliation

· Correct production and printing of the following:
Trial Balance
Profit and Loss Account
Balance Sheet
VAT return

· Data files accurately copied/backed up/file management/system security 
	



30

5




5
	

	Total Mark
	40
	



NO ROUNDING OF MARKS
The Assessor has signed the Summary Results Sheet to verify that the evidence presented in the attached portfolio is the work of the named learner and that the marks awarded here have been transcribed to the Summary Results Sheet

External Authenticator’s Signature: _________________           Date: _________________
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