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Laois and Offaly ETB
Programme Module for 

Computerised Accounts
leading to 

Level 6 QQI  

Computerised Accounts 6N3911

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 6 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/tutor is encouraged to integrate the delivery of content where an overlap between content of this programme module and one or more other programme modules is identified. This programme module will facilitate the learner to develop the academic and vocational language, literacy and numeracy skills relevant to the themes and content of the module. 
Likewise the teacher/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 6 Communications and level 6 Mathematics modules with that of other level 6 modules is specifically encouraged, as appropriate. 
Indicative Content
The indicative content in Section 10 does not cover all teaching possibilities. The teacher/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/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’s/tutor’s responsibility to ensure that all learning outcomes are included in the delivery of this programme module.
1. Title of Programme Module

Computerised Accounts
2. Component Name and Code 

Computerised Accounts 6N3911
3. Duration in Hours

150 Hours (typical learner effort, to include both directed and self directed learning)
4. Credit Value

15 Credits 
5. 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
6. 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.
7. Aim of the Programme Module

This programme module aims to equip the learner with the knowledge, skills and competence to input, edit and analyse financial data and to produce reports using a computerised accounts package and spreadsheet application in the accounts department of an organisation.
8. Objectives of the Programme Module

· To facilitate the learner to load a computerised accounts package and set up organisation parameters
· To enable the learner to acquire the knowledge and skills to process accounting information and adjustments into a computerised accounts package 

· To enable the learner to export data from an accounts package to a spreadsheet to produce relevant management reports
·  To facilitate the learner to acquire the ability to analyse managements reports
· To assist the learner to develop the academic and vocational language, literacy and numeracy skills related to Computerised Accounts through the medium of the indicative content 

· To enable the learner to exercise substantial personal autonomy and responsibility.
9. Learning Outcomes of Level 6 Computerised Accounts 6N3911
Learners will be able to:
1. Restore data files from an appropriate medium such as a network or DVD
2. Set up parameters to include: VAT rates, foreign exchange rates, nominal accounts, inventory

3. Process the information, for at least one accounting period, from source data supplied (in euro and one foreign currency) for the daybooks to include purchases, sales and returns, cash transactions, single and recurring bank transactions and for the journal to include staff salaries

4. Process adjustments to include accruals, prepayments, depreciation, inventory and correction of errors to data previously processed
5. Complete a bank reconciliation adjusting for bank items to include direct debits, standing orders, charges, receipts, payments and transfers

6. Process the provision for irrecoverable debt and the occurrence of write off(s)

7. Print a selection of reports from the accounts package to include: daybooks, personal accounts, recurring transactions, Trial Balance, Audit Trial and Final Accounts

8. Back up data from accounts package to a suitable location and medium

9. Export worked data from the accounts package to a spreadsheet to enable production of management report(s) and graph(s) to include budgeting and cash flow forecasting, from information supplied

10. Print a selection of reports from the spreadsheet to include: Budget, Cashflow Forecast, graph(s)

11. Back up data from spreadsheet to a suitable location and medium

12. Analyse outcomes and performance from a range of reports to include personal accounts, bank account, Income Statement, Statement of Financial Affairs, Budget
10. 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.

Section 1 : Computerised Accounts Set up and Processing LOs 1, 2, 3, 4, 5, 6, 7 and 8
Facilitate the learner with the knowledge, skills and competence to do the following:

· Restore data files from an appropriate medium to a computerised accounts package, for example, from a network, DVD, removable memory key

· Set up organisation information and parameters, to include:

· Set up VAT rates, e.g. VAT at standard rate, lower rate and zero rate, re-sale and non re-sale

· Set up foreign exchange rates, e.g. Maintain euro currency rates with at least one other currency (Great Britain Pound or US Dollar)

· Set up default nominal ledger accounts (if appropriate) in order to configure the organisation files and all other nominal ledger accounts needed for the input of transactions

· Set up inventory e.g. set up product codes, descriptions, selling price, VAT rates

· Process the information, for at least one accounting period, from source data supplied (in euro and one foreign currency) for the daybooks to include purchases, sales and returns, cash transactions, single and recurring bank transactions and for the journal to include staff salaries.  Learners should, for example:
· Enter Purchases Invoices, Sales Invoices (through Sales ledger and/or Invoicing ledger) and Credit Notes into the appropriate ledgers (at least 10 in total) to include at least one transaction in foreign currency

· Enter Purchase Payments and Sales Receipts into the appropriate ledgers (at least 6 in total)

· Enter other Bank and Cash payments and receipts (at least 6 in total) , e.g. rates paid, wages paid, insurance paid, rent paid, motor expenses paid, miscellaneous expenses paid, petty cash payments, rent received, interest received, etc.

· Set up and process at least one recurring Bank payment/receipt, e.g. loan re-payment, rent paid, rent received, wages paid

· Enter the journal entry for PAYE/PRSI due at the end of the accounting period

· Process adjustments to include accruals, prepayments, depreciation, inventory and correction of errors to data previously processed.  Learners should, at the end of the accounting period, process the following, to include:

· Nominal ledger entry to record at least one accrual, e.g. rates due, rent due, interest due, rent due, etc.

· Nominal ledger entry to record at least one prepayment, e.g. insurance prepaid, rent prepaid, etc.

· Nominal ledger entry to record depreciation of a fixed asset, e.g. depreciation of machinery, motor vehicles, etc.

· Nominal ledger entry to record closing stock and/or opening stock

· Correct at least one error in the accounts, e.g. posting of transaction into the incorrect nominal ledger account, invoice/credit note posted to the incorrect supplier/customer, incorrect VAT rate used in posting invoice/credit note, incorrect amount entered in the accounts, etc.
· Complete a bank reconciliation adjusting for bank items to include direct debits, standing orders, charges, receipts, payments and transfers.  The learners should, at the end of the accounting period, for example:
· Reconcile the bank account with a bank statement received

· Process items that are in the bank statement that have not been recorded, such as: loan repayment, utility invoices paid, bank charges, bank interest, cash received electronically from customer, electronic payments to suppliers, electronic transfer of funds to another bank account, etc.

· Prepare a final reconciliation in order to match balance in bank account as per balance as per bank statement

· Process the provision for irrecoverable debt and the occurrence of write off(s).  The learners should, for example:

· Examine the aged debtors listing at the end of the accounting period and establish debts that are irrecoverable

· Write off a specific bad debt in a customer’s account

· Write off other balances in customers’/suppliers’ accounts, where appropriate

· Process the nominal ledger entry to make a general provision for bad debts 

· Process the nominal ledger entry to increase or decrease an existing provision for bad debts in the accounts

· Print a selection of reports from the accounts package to include: daybooks, personal accounts, recurring transactions, Trial Balance, Audit Trial and Final Accounts.  Learners should print a variety of reports to include at least 6 to cover the above, for example:

· Sales Book and/or Purchases Book

· Customer and/or Supplier account details

· Report of bank recurring transactions

· Trial Balance at the end of the accounting period

· Audit Trial by nominal account

· Profit and Loss Account and Balance Sheet at the end of the accounting period

· Back up data from accounts package to a suitable location and medium

Section 2: Management Reporting LOs 9, 10, 11 and 12
Facilitate the learner to export worked data from the accounts package to a spreadsheet to enable production of management report(s) and graph(s) to include budgeting and cash flow forecasting, from information supplied.  The learner should produce 5 reports to report on the areas of: Personal accounts, Bank account/cash flow forecasting, Income Statement, Statement of Financial Affairs and Budget.

In order to effectively complete this section, it is advisable that the tutor require the learners to input transactions into an organisation during the teaching period and have accounting information available for 6 to 12 months, with budgeted figures, for the production of management reports.

· For Personal accounts reports, the learners should, for example:

· Export Aged Debtors listing from an accounts package to a spreadsheet and compile on a spreadsheet:
· Accounts receivable report showing all due invoices with columns such as: Aging, Amount owed, % of total, Number of customers, Average amount owed and rows such as: Current, 1 to 30 days, 31 to 60 days, over 60 days 

· Accounts receivable report to show 8 oldest past due date invoices with columns such as: Invoice number, Name of customer, Posting date, Due date, Balance due

· Accounts receivable report to show 8 largest past due invoices, with columns as above

· Accounts receivable report to show 5 top customers and the level of sales over the past 6 months

· For Bank account/Cash Flow Forecasting reports, the learners should, for example:

· Export a Cash Flow Report, showing details from an accounts package to a spreadsheet and compile on a spreadsheet (given budgeted figures and other information):

· Cash Budget for a period (e.g. 6 months) from information supplied

· Export Profit and Loss Statement and Balance Sheet from an accounts package to a spreadsheet and compile on a spreadsheet:
· Solvency reports, e.g. interest cover, debt to equity (gearing) ratio

· For Income Statement reports, the learners should, for example:

· Export Profit and Loss Statement from an accounts package to a spreadsheet and compile on a spreadsheet:
· Profitability reports, e.g. gross profit ratio, mark up ratio, net profit ratio

· Export Sales figures for the past 6 to 12 months from an accounts package to a spreadsheet and compile results on a spreadsheet

· For Statement of Financial Affairs reports, the learners should, for example:

· Export Profit and Loss Statement and Balance Sheet from an accounts package to a spreadsheet and compile on a spreadsheet:
· Liquidity reports, e.g. current asset (working capital) ratio, liquidity (acid test) ratio,

· Efficiency/Activity reports, e.g. fixed assets turnover ratio

· Return on Capital employed

· For Budget Reports, the learners should, for example:

· Export Nominal ledger account for Sales that has budgeted amounts for each month from an accounts package to a spreadsheet and compile on a spreadsheet:

· Sales budget report for a given period (e.g. 6 months), with columns such as: actual, budget, variance, favourable/unfavourable

· Export Profit and Loss Statement from an accounts package to a spreadsheet and compile on a spreadsheet (given budgeted figures):

· Projected Profit and Loss Statement for the next accounting period

· Profit and Loss Statement with columns such as: actual, budget, variance

· On a spreadsheet, create a graph of at least one of the reports compiled

Print a selection of reports from the spreadsheet to include: Budget, Cashflow Forecast, graph(s)
Back up data compiled on the spreadsheet to a suitable location and medium

Analyse outcomes and performance from a range of reports to include personal accounts, bank account, Income Statement, Statement of Financial Affairs, Budget.  The learner should, for example:
· Personal Accounts: Analyse the debtors listings so that management can monitor overdue customers and determine collection efforts made by accounts receivable staff.  Analyse customers and comment on sales trends.  Make recommendations to increase the efficiency of the collection period and increase level of sales to declining customers

· Bank Account: Analyse Cash Flow Report to identify shortfalls in cash in advance and determine methods to solve cash shortfalls/surpluses.  Analyse the solvency position of the organisation and make recommendations for improvement
· Income Statement: Analyse the profitability of the organisation and/or analyse Sales figures on a monthly basis and make recommendations for improved performance

· Statement of Financial Affairs: Analyse Liquidity and Efficiency/Activity reports to comment on the financial performance of the organisation, so that managers can better understand the business and act accordingly.  Suggest recommendations for improved financial performance for the future of the organisation

· Budget: Analyse Profit and Loss Statement against budgeted figures, examine the variance of the budget compared to actual and make recommendations for increased income and reduction of overheads for the future
11. Assessment
11a.
Assessment Techniques
Examination - Practical
60%

Project


40%
11b.
Mapping of Learning Outcomes to Assessment Techniques
In order to ensure that the learner is facilitated to demonstrate 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. Restore data files from an appropriate medium such as a network or DVD
	Examination - Practical

	2. Set up parameters to include: VAT rates, foreign exchange rates, nominal accounts, inventory
	Examination - Practical

	3. Process the information, for at least one accounting period, from source data supplied (in euro and one foreign currency) for the daybooks to include purchases, sales and returns, cash transactions, single and recurring bank transactions and for the journal to include staff salaries
	Examination - Practical

	4. Process adjustments to include accruals, prepayments, depreciation, inventory and correction of errors to data previously processed
	Examination - Practical

	5. Complete a bank reconciliation adjusting for bank items to include direct debits, standing orders, charges, receipts, payments and transfers
	Examination - Practical

	6. Process the provision for irrecoverable debt and the occurrence of write off(s)
	Examination - Practical

	7. Print a selection of reports from the accounts package to include: daybooks, personal accounts, recurring transactions, Trial Balance, Audit Trial and Final Accounts
	Examination - Practical

	8. Back up data from accounts package to a suitable location and medium
	Examination - Practical

	9. Export worked data from the accounts package to a spreadsheet to enable production of management report(s) and graph(s) to include budgeting and cash flow forecasting, from information supplied
	Project

	10. Print a selection of reports from the spreadsheet to include: Budget, Cashflow Forecast, graph(s)
	Project

	11. Back up data from spreadsheet to a suitable location and medium
	Project

	12. Analyse outcomes and performance from a range of reports to include personal accounts, bank account, Income Statement, Statement of Financial Affairs, Budget
	Project


11c.  
Guidelines for Assessment Activities

The assessor is required to devise assessment briefs and an examination paper, marking schemes and outline solutions for the Examination – Practical and the Project.  In devising the assessment briefs and examination paper, care should be taken to ensure that the learner is given the opportunity to show evidence of achievement of ALL the 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.
	Project
	40%

	The project may be carried out at any time during the year, once the learning outcomes are covered, and may be delivered in whole or in parts at the discretion of the tutor.

	This project will focus on management reporting, to include budgeting and cash flow forecasting from information exported from an accounts package to a spreadsheet and the provision of other information by the tutor. It also focuses on production, printing and back up of management reports and the ability of the learner to analyse outcomes and performances of an organisation.
The project will take the form of requiring the learner to:
· Load data files from an accounts package and export various reports to a spreadsheet

· Produce management reports, to include budgeting and cash flow forecasting reports from information supplied 
· On a spreadsheet create a graph of at least one of the reports compiled

· Back up data complied on the spreadsheet to a suitable location and medium

· Analyse outcomes and performance from a range of reports to include personal accounts, bank account, Income Statement, Statement of Financial Affairs, Budget

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 - Practical
	60%

	The examination will be based on a range of specific learning outcomes and will be of 2½ 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 and under restricted conditions.
The format of the examination will be as follows:

· Restore data files from an appropriate medium to a computerised accounts package, for example, from a network, DVD, removable memory key

· Set up organisation information and parameters, to include:

· VAT rates
· Foreign exchange rates
· Default nominal ledger accounts (if appropriate) in order to configure the organisation files and all other nominal ledger accounts needed for the input of transactions

· Inventory – product codes, descriptions, selling price, VAT rate
· Using source documents, process the information, for at least one accounting period, (in euro and one foreign currency).  The transactions must include:

· Purchases Invoices, Sales Invoices and Credit Notes 

· Purchase Payments and Sales Receipts 

· Cash payments and/or receipts
· Bank payment/receipt and recurring Bank payment/receipt

· Journal entry for PAYE/PRSI/staff salaries
· Process adjustments to include: 
· accruals 
· prepayments

· depreciation

· inventory and
· correction of errors to data previously processed 

· Complete a bank reconciliation adjusting for bank items to include: 
· direct debits, standing orders, charges

· receipts, payments and transfers 

· Process the provision for irrecoverable debt and the occurrence of write off(s).  

· Print a variety of reports (at least 6), to include:
· Daybooks e.g. Sales Book and/or Purchases Book

· Personal accounts e.g. Customer and/or Supplier account details

· Recurring transactions e.g. Report of bank recurring transactions
· Trial Balance at the end of the accounting period

· Audit Trial by nominal account

· Final Accounts e.g. Profit and Loss Account and Balance Sheet at the end of the accounting period

· Back up data from accounts package to a suitable location and medium

Assessors will provide a series of source documents to record the above transactions: Purchase Invoices, Sales Invoices or Product order details, Credit Notes, Purchase Payments remittances, Sales Receipts, Bank payments/receipts, Petty cash payments and Bank Statement
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 the examination paper 



12. 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.

	Computerised Accounts
6N3911
	Learner Marking Sheet 1
Project – Weighting 40% 


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

	Data files correctly loaded from an accounts package and exported to a spreadsheet
	1
	

	Management reports effectively produced, to include budgeting and cash flow forecasting reports from information supplied:
	
	

	1.Personal accounts reports
	5
	

	2.Bank account/Cash Flow Forecasting reports
	5
	

	3.Income Statement reports
	5
	

	4.Statement of Financial Affairs reports
	5
	

	5.Budget Reports
	5
	

	Graph effectively created of at least one of the reports compiled
	2
	

	Back up data of data effectively carried out to a suitable location and medium
	2
	

	An analysis of outcomes and performance from a range of reports to include personal accounts, bank account, Income Statement, Statement of Financial Affairs, Budget effectively demonstrated
	10
	

	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: ...............................
	Computerised Accounts
6N3911
	Learner Marking Sheet 2
Examination – Practical 60%


Learner’s Name: ________________________________
	Assessment Criteria


	MaximumMark
	LearnerMark

	Section A:

	Data files restored
	2
	

	Organisation set up executed accurately
	8
	

	Accurate processing of information (in euro and one foreign currency) from source data supplied for the daybooks
	20
	

	Accurate processing of adjustments for:

	Accruals
	2
	

	Prepayments
	2
	

	Depreciation
	2
	

	Inventory
	2
	

	Correction of errors
	2
	

	Irrecoverable debt and write off(s)
	2
	

	
Subtotal
	42
	

	Section B:
	
	

	Bank Reconciliation Statement accurately carried out and adjustments to bank items effectively processed
	10
	

	At least 6 reports printed
	6
	

	Effective back up of data executed
	2
	

	
Subtotal
	18
	

	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: ...............................
Doc No: 6N3911-02
Effective Date: 1st September 2020 
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