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Part 1

Task 1.1

Answer

	Document
	Name

	A document used to enter a regular monthly automated payment to a supplier.


	Standing order/Direct debit schedule  

Accept  Bank statement



	A document used to enter the amount refunded by a credit supplier following the return of faulty goods.


	Purchases credit note
Accept credit note




Task 1.2

Answer

(a) Is it possible to allocate the same account code to two different customers?

No
(b)  Explain your answer.

The computerised accounting system uses the account code to identify each customer when transactions are entered into the computer.  Therefore each customer must have a different code.
Task 1.3

Answer

(a) Which TWO of the statements in the table below are true?

	Statement
	True

(

	Data that is password protected is not at risk from a virus.


	

	Data that is NOT password protected can be viewed by unauthorised users.


	      ( 

	Data that is password protected cannot be deleted from the accounting system.


	

	Data that is password protected cannot be changed.


	

	Data that is password protected can be accessed by one user only.

.
	

	Data that is NOT password protected can be changed by unauthorised users.


	      (


(b) Choose the most appropriate password from the options in the table below.  

	Password
	Most appropriate

(

	Jonesletter


	

	WM74RD


	

	JB*let2607


	   ( 

	27Parade


	


(c) State ONE other instance when a password should be changed.

A password should be changed if it is suspected that it is known to an unauthorised user.
Task 1.4

Answer

(a) Identify the risk to data in each of the following situations.

	Situation
	Risk

	Computer print outs of customer accounts are kept in a filing tray on the sales ledger clerk’s desk.


	The data could be stolen/leaked externally or seen by unauthorised users.



	In accordance with organisational policy back-up copies of data are taken every 2 months.


	Data may be lost if the computer crashes within the two months.

	In accordance with organisational policy back-up copies of data are stored in the Financial Director’s desk drawer.


	Back up data could be stolen, damaged or destroyed by fire. 



	There is no organisational policy for the naming of files on the computer.


	Data may be lost if the file name is forgotten or time may be wasted finding the file. 


(b) Answer the following questions about computer viruses.

	Question
	Answer

	What is a computer virus?


	A piece of software that infects programs and data.


	How can a computer virus enter the system?


	A virus can enter the system

· as an attachment to an e mail

· via the internet

· from the use of disks and/or memory sticks

· by installing infected software

	What effect can a virus have on data stored on the computer?


	A virus can

· delete data

· alter files

· disable a particular program

	What can be installed on the computer to reduce the risk of a computer virus?


	Anti-virus software



Task 1.5

Answer

	Data
	Managing Director

(
	Credit Control Department

(
	Customers

(
	Suppliers

(

	Aged debtors analysis
	
	(
	
	

	Statement of account
	
	
	(
	

	Monthly sales figures
	(
	
	
	

	Remittance advice 
	
	
	
	(


Task 1.6

Answers

Show whether the following statements are true or false.

	
	True

(
	False

(

	Data cannot be imported into a computerised accounting package from a spreadsheet package.


	
	(

	Data can be exported from a computerised accounting package to a word processing package.


	(
	


Session 1
Task 1.1

Answers

Answers will differ according to the computerised accounting package used and are therefore not given here.

Task 1.2

Answers 

Answers will differ according to the computerised accounting package used and are therefore not given here.

Task 1.3

Answers 

Evidenced and marked in a later task.

Task 1.4
Answers 

Answers will differ according to the computerised accounting package used and are therefore not given here.

Task 1.5

Answers

Trial balance as at 01.05.20XX

	Account names
	£
	£

	Office Equipment

Motor Vehicle

Sales ledger control

Bank

Petty Cash

Purchases ledger control

VAT on sales

VAT on purchases

Capital

Drawings

Sales – plant displays

Sales – plant maintenance

Cash Sales

Materials purchases

Rent and rates

Motor vehicle expenses


	  3,189.00
14,500.00

5,352.00

   4,805.80 

      200.00

1,276.00

4,174.00

7,480.20

750.00

550.00    
	5,626.00

1,650.60

24,300.00

6,780.00

3,460.00

460.40

	TOTALS
	42,277.00 
	42,277.00


Task 1.6
Answers

Answers will differ according to the computerised accounting package and back up media used and are therefore not given here.

Session 2

Task 2.1

Answers

Answers will differ according to the computerised accounting package used and are therefore not given here.

Task 2.2
Answers

Evidenced and marked in a later task.

Task 2.3

Answers

Evidenced and marked in a later task.

Task 2.4

Answers 

Evidenced and marked in a later task.

Task 2.5

Answers 

Evidenced and marked in a later task.

Task 2.6

Answers 

Answers will differ according to the computerised accounting package used and are therefore not given here.

Task 2.7

Answers

Trial balance as at 14.05.20XX

	Account names
	£
	£

	Office Equipment

Motor Vehicle

Sales ledger control

Bank

Petty Cash

Purchases ledger control

VAT on sales

VAT on purchases

Capital

Drawings

Sales – plant displays

Sales – plant maintenance

Cash Sales

Materials purchases

Rent and rates

Motor vehicle expenses

Office stationery

Repairs and renewals

Bad debt write off
	  3189.00

14,500.00

4,414.75

   5,546.30 

      143.85

1,800.65

4,674.00

10,280.20

685.00
795.00

18.00 
35.00 

352.50    
	7,327.50

2,016.35

24,300.00

8,180.00

4,030.00

580.40

	TOTALS
	46,434.25
	46,434.25


Task 2.8 - Ignore this task if you are continuing to Session 3 without a break.

Answers

Answers will differ according to the computerised accounting package and back up media used and are therefore not given here.
Session 3
Task 3.1

Answers

Answers will differ according to the computerised accounting package used and are therefore not given here.

Task 3.2
Answers

Evidenced and marked in a later task.

Task 3.3

Answers 

Evidenced and marked in a later task.

Task 3.4

Answers 

Evidenced and marked in a later task.

Task 3.5

Answers 

Evidenced and marked in a later task.

Task 3.6
Answers 

Answers will differ according to the computerised accounting package used and are therefore not given here.

Task 3.7

Answers

Trial balance as at 31.05.20XX

	Account names
	£
	£

	Office Equipment

Furniture and Fixtures

Motor Vehicle

Sales ledger control

Bank

Petty Cash

Purchases ledger control

VAT on sales

VAT on purchases

Capital

Drawings

Sales – plant displays

Sales – plant maintenance

Cash Sales

Commission received

Materials purchases

Rent and rates

Motor vehicle insurance

Motor vehicle expenses

Travelling

Office stationery

Repairs and renewals

Bad debt write off

General expenses
	3189.00

90.00

14,500.00

5,390.00

3,630.10

106.70

2,244.80

4,674.00

12,470.20

915.00

80.00

795.00

16.00

27.60

35.00

352.50

248.40


	7,621.05

2,292.85

24,300.00

9,320.00

4,470.00

580.40

180.00

	TOTALS
	48,764.30
	48,764.30


Task 3.8 - Ignore this task if you are continuing to Session 4 without a break.

Answers 

Answers will differ according to the computerised accounting package and back up media used and are therefore not given here.

Session 4

Task 4.1

Answers

Answers will differ according to the computerised accounting package used and are therefore not given here. 

Task 4.2

Answers

Answers will differ according to the computerised accounting package used and are therefore not given here.

Task 4.3 

Answers

Answers will differ according to the computerised accounting package and back up media used and are therefore not given here.

Task 4.4

Answers

Some answers will differ according to the computerised accounting package used and are not therefore given here. 

Ledger balances are as follows:

	Sales ledger accounts
	Closing balance

£

	Abel and Perkins
	1,022.25

	Bell and Cooke Ltd
	1,022.25

	Campbell Ltd
	2,100.00

	MJ Devonish
	Nil

	Ennis Ltd
	1,245.50


	Purchases ledger accounts
	Closing balance

£

	Broad Garages
	375.80

	Highdown Plants
	2,040.00

	Lewis and Lane
	3,948.00

	Meadow Supplies
	1,257.25


Task 4.5

Answers

Answers will differ according to the computerised accounting package used and are therefore not given here.

Task 4.6

Answers

Answers will differ according to the computerised accounting package used and are therefore not given here.

Task 4.7

Answers 

Answers will differ according to the computerised accounting package used and are therefore not given here.

Task 4.8

Answers 

Answers will differ according to the computerised accounting package used and are therefore not given here.

Task 4.9

Answers

Answers for audit trail will differ and are therefore not given here.

Trial balance as at 31.05.20XX

	Account names
	£
	£

	Office Equipment

Furniture and Fixtures

Motor Vehicle

Sales ledger control

Bank

Petty Cash

Purchases ledger control

VAT on sales

VAT on purchases

Capital

Drawings

Sales – plant displays

Sales – plant maintenance

Cash Sales

Commission received

Materials purchases

Rent and rates

Motor vehicle insurance

Motor vehicle expenses

Travelling

Office stationery

Repairs and renewals

Bank charges

Bad debt write off

General expenses
	3189.00

90.00

14,500.00

5,390.00

3,180.80

200.00

2,244.80

4,674.00

12,470.20

1,215.00

80.00

795.00

16.00

27.60

35.00
56.00

352.50

248.40


	7,621.05

2,292.85

24,300.00

9,320.00

4,470.00

580.40

180.00

	TOTALS
	48,764.30
	48,764.30


Task 4.10

Answers 

Answers will differ according to the computerised accounting package used and are therefore not given here.

Part 3

Task 1.1

Answer

The answer should state that the date entered must be checked for accuracy and the appropriate answer to the question given i.e. Yes/No. (The learner may choose to hit the ‘No’ button and then check the date).

Task 1.2

Answer

The input of purchases invoices can be checked by referring to a Purchases day book print out or screen display and comparing the figures in the day book with the amounts on the invoices.

Answer

Use the software corrections tool to edit the error and change the rate of VAT.

Or

Use the software corrections tool to delete the error and re-enter the invoice with the correct rate of VAT.
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