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Part 1

Task 1.1

Accounting information is entered into the computer using different documentation.

Which documents are described in the table below? 

	Document
	Name

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


	

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


	


Task 1.2

In a computerised accounting system every credit customer is allocated an account code. 

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

	


(b)  Explain your answer.

	

	

	


Task 1.3

(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.


	


On 26 July 20XX an overdue accounts letter was sent to Jones Brothers, 27 The Parade, Wormley, WM7 4RD. You have now been asked to password protect the letter in accordance with best practice.

(b) Which ONE of the passwords in the table below is the most appropriate?  

	Password
	Most appropriate

(

	Jonesletter


	

	WM74RD


	

	JB*let2607


	

	27Parade


	


Passwords should be changed on a regular basis

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

	

	

	


Task 1.4

Data stored on a computer is at risk from various sources.

(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.


	

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


	

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


	

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


	


A computer virus is a risk to data.

(b) Answer the following questions about computer viruses.

	Question
	Answer

	What is a computer virus?


	

	Give ONE way that a computer virus can enter the system?


	

	Give ONE effect that a virus can have on data stored on the computer?


	

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


	


Task 1.5

Show who requires the accounting data specified in the table below.

You should tick each column once only.

	Data
	Managing Director

(
	Credit Control Department

(
	Customers

(
	Suppliers

(

	Aged debtors analysis
	
	
	
	

	Statement of account
	
	
	
	

	Monthly sales figures
	
	
	
	

	Remittance advice 
	
	
	
	


Task 1.6

Many computerised accounting software packages allow data to be imported from or exported to other packages.

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.


	
	


Part 2

Session 1
Task 1.1

(a) Refer to the customer listing below and set up customer records to open sales ledger accounts for each customer.

Customer Listing

	Customer name, address and contact details
	Customer account code


	Customer account details

	Ennis plc

26 Highfield Road

Ronchester

RC17 1BG       

Telephone: 0161 876 4356                       Contact name: Kelly Ennis

                                         
	ENN01
	Credit limit: £3,000

Payment terms: 30 days

Opening balance:  £1,698.70

(relates to invoice 0056 dated 

12 April 20XX)



	Campbell Ltd

45 Green Lane

Ronchester

RC12 5FR     

Telephone: 0161 969 3221                       Contact name: Matthew Jones


	CAM01
	Credit limit: £4,000

Payment terms: 30 days

Opening balance:  £2,100.00

(relates to invoice 0038 dated 

24 March 20XX)



	MJ Devonish

27 Jurys Road

Ronchester

RC3 8HY

Telephone: 0161 456 2874                       Contact name: Usman Hussain


	DEV01
	Credit limit: £1,000

Payment terms: 30 days

Opening balance:  £352.50

(relates to invoice 0045 dated 

03 April 20XX)



	Bell and Cooke Ltd

32 Forest Lane

Ronchester

RC9 7KJ

Telephone: 0161 854 9327                       Contact name: Jenny Holmes


	BEL01
	Credit limit: £3,000

Payment terms: 30 days

Opening balance:  £1,200.80

(relates to invoice 0074 dated 

23 April 20XX)




(b) Save your work and print a Customer list.

Task 1.2

(a) Refer to the supplier listing below and set up supplier records to open purchases ledger accounts for each supplier.

Supplier Listing

	Supplier name, address and contact details
	Supplier account code


	Supplier account details

	Highdown Plants Ltd

26 Growcott Street

Ronchester

RC4 2JT

Telephone: 0161 743 0097                       Contact name: Hetal Patel

                                         
	HIG01
	Credit limit: £4,000

Payment terms: 30 days;

Opening balance:  £2,600.00

(relates to invoice H0560 dated 

10 April 20XX)



	Lewis and Lane

45 Princes Street

Ronchester

RC18 7TR

Telephone: 0161 834 0029                       Contact name: Denise Lane


	LEW01
	Credit limit: £4,500

Payment terms: 30 days

Opening balance:  £1,800.00

(relates to invoice X176 dated 

04 April 20XX)



	Meadow Supplies

27 Jurys Road

Ronchester

RC3 8HY

Telephone: 0161 738 2434                       Contact name: John Black


	MEA01
	Credit limit: £2,500

Payment terms: 30 days

Opening balance:  £850.20

(relates to invoice 1854 dated 

18 April 20XX)



	Broad Garages

32 Anderson Street

Ronchester

RC9 5DR

Telephone: 0161 261 4486                       Contact name: James Graham


	BRO01
	Credit limit: £1,000

Payment terms: 30 days

Opening balance:  £375.80

(relates to invoice A289 dated 

15 April 20XX)




(b) Save your work and print a Supplier list.

Task 1.3

Refer to the list of general ledger balances below. Enter the opening balances into the computer, making sure you select appropriate general ledger account codes. 

List of general ledger balances as at 01.05.20XX

	Account names
	£
	£

	Motor Vehicle

Office Equipment

Bank

Petty Cash

Sales ledger control* see note below

Purchases ledger control* see note below

VAT on sales

VAT on purchases

Capital

Drawings

Sales – plant displays

Sales – plant maintenance

Cash Sales

Materials purchases

Motor vehicle expenses

Rent and rates

* Note

As you have already entered opening balances for customer and suppliers the software package you are using may not require you to enter these balances
	 14,500.00

   3,189.00

   4,805.80 

      200.00

5,352.00

1,276.00

4,174.00

7,480.20

550.00

750.00    
	5,626.00

1,650.60

24,300.00

6,780.00

3,460.00

460.40


Task 1.4
(a) Use the appropriate software tool to check for data errors. 

(b) Print a screen shot of the data verification screen. 

(c) Make any necessary corrections.

Task 1.5

(a) Print a trial balance. 

(b) Check the accuracy of the trial balance and, if necessary, correct any errors.

Task 1.6 - Ignore this task if you are continuing to Session 2 without a break.

(a) Back up your work to a suitable storage media. Your assessor will tell you what storage media you should use.

(b) Print a screen shot of the back up screen showing the location of back up data.

Session 2

Task 2.1

You have received notification of a change of address and telephone number from a supplier, Meadow Supplies.

The new address and telephone number are:

54 Sandy Lane

Ronchester

RC3 6RD

Telephone: 0161 456 1983     

(a) Print a screen shot of the supplier’s record with the current address and telephone number.

(b) Enter the new address and telephone number into the computer.

(c) Print a screen shot of the supplier’s record with the new address and telephone number.

Task 2.2
Refer to the following sales invoices and sales credit note.

	Brookland Plants

46, Kirkland Street, Ronchester, RC4 0TS

VAT Registration No 476 3163 00

Telephone: 0161 743 5188 

E mail: N.Brookland@Brooklands.co.uk                       

S A L E S    I N V O I C E   N O   080

Date:  01 May 20XX

	Campbell Ltd

45 Green Lane

Ronchester

RC12 5FR     



	
	£


	

	Supplying plant displays for reception area     
	900.00
	

	VAT @ 17.5%                                                                                                            
	157.50
	

	Total for payment                                                                                                   
	1,057.50
	

	Terms:  30 days


	Brookland Plants

46, Kirkland Street, Ronchester, RC4 0TS

VAT Registration No 476 3163 00

Telephone: 0161 743 5188 

E mail: N.Brookland@Brooklands.co.uk                       

S A L E S    I N V O I C E   N O   081

Date:  05 May 20XX

	Bell and Cooke Ltd

32 Forest Lane

Ronchester

RC9 7KJ



	
	£


	

	Supplying new plant displays      
	650.00
	

	Maintaining existing plant displays
	220.00
	

	
	870.00
	

	VAT @ 17.5%                                                                                                            
	152.25
	

	Total for payment                                                                                                   
	1,022.25
	

	Terms:  30 days


	Brookland Plants

46, Kirkland Street, Ronchester, RC4 0TS

VAT Registration No 476 3163 00

Telephone: 0161 743 5188 

E mail: N.Brookland@Brooklands.co.uk                       

S A L E S    CREDIT NOTE   N O   016

Date:  08 May 20XX

	Campbell Ltd

45 Green Lane

Ronchester

RC12 5FR     



	
	£


	

	Return of unwanted plant display
	150.00
	

	VAT @ 17.5%                                                                                                            
	26.25
	

	Total for payment                                                                                                   
	176.25
	

	Terms:  30 days

	Brookland Plants

46, Kirkland Street, Ronchester, RC4 0TS

VAT Registration No 476 3163 00

Telephone: 0161 743 5188 

E mail: N.Brookland@Brooklands.co.uk                       

S A L E S    I N V O I C E   N O   082

Date:  12 May 20XX

	Ennis plc

26 Highfield Road

Ronchester

RC17 1BG       

	
	£


	

	Maintaining existing plant displays
	350.00
	

	VAT @ 17.5%                                                                                                            
	61.25
	

	Total for payment                                                                                                   
	411.25
	

	Terms:  30 days


(a) Enter the sales invoices and credit note into the computer.

Refer to the following summary of purchases invoices. 

	Date

20XX
	Supplier Name
	Invoice Number
	Gross

£
	VAT

£
	Net 

£
	Plant supplies

£
	Motor expenses

£

	02.05.XX
	Lewis and Lane


	X204
	  2,350.00
	  350.00
	  2,000.00
	2,000.00
	

	07.05.XX
	Broad Garages


	M145
	211.50
	31.50
	 180.00
	
	180.00

	12.05.XX
	Highdown Plants Ltd


	2010
	940.00
	140.00
	800.00
	800.00
	

	
	Totals
	
	3,501.50
	521.50
	2,980.00
	2,800.00
	180.00




(b) Enter the purchases invoices into the computer.

Refer to the following summary of payments received from customers and made to suppliers. 

Cheque/BACS receipts listing

	Date
	Receipt type
	Customer
	     £
	Details

	07.05.XX

10.05.XX
	BACS

Cheque
	Ennis plc

Bell and Cooke Ltd
	1,698.70

1,200.80
	Payment of opening balance

Payment of opening balance


Cheques paid listing

	Date
	Cheque number 
	Supplier
	     £
	Details

	11.05.XX
	002365


	Lewis and Lane


	1800.00


	Payment of opening balance




(c) Enter the receipts and payments into the computer, making sure you allocate all amounts as shown in the details column.

Refer to the following e mail below from Nadine Brookland.

	E mail



	From:

To:

Date:

Subject:
	Nadine Brookland

Accounting Technician

10 May 20XX

MJ Devonish

	Hello

The above customer has gone into liquidation owing us £352.50. Please write this amount off as a bad debt.

Thanks

Nadine




(d) Make entries into the computer to write off the amount of £352.50 owing from MJ Devonish. Ignore VAT.

Task 2.3

Refer to the following petty cash vouchers.

	Petty Cash Voucher

Date   08 May 20XX                                                                     No PC28

	Emergency repair to lock on office door – Zero rated for VAT

Receipt attached
	        £

    35.00




	Petty Cash Voucher

Date   10 May 20XX                                                                       No  PC29 

	Paper for printer

VAT

Total

Receipt attached
	        £

   18.00

     3.15

   21.15




Enter the petty cash payments into the computer. 

Task 2.4

Refer to the following receipts issued for cash sales.

	Receipt Number 06

Date   06 May 20XX                                                                       

	Received, by cheque,  from Fiona Wittin for a plant display:

£89.30 including VAT  




	Receipt Number 07

Date   12 May 20XX                                                                       

	Received, by cheque,  from Jackie Kelvin, for a plant display:

£51.70 including VAT  




(a) Enter the receipts into the computer.

Refer to the following e mail below from Nadine Brookland

	E mail



	From:

To:

Date:

Subject:
	Nadine Brookland

Accounting Technician

12 May 20XX

Drawings

	Hello

I have withdrawn £500 from the bank for my personal use. If you require it the cheque number is 002366. Please record this transaction.

Thanks

Nadine




(b) Enter this transaction into the computer.

Task 2.5

Enter the following journal into the computer to correct an error in the opening journal entries.

	JOURNAL ENTRIES TO BE MADE 12.05.XX
	£
	£

	Motor vehicle expenses

Rent and rates

Being an error in the opening journal entries


	65.00


	65.00




Task 2.6

(a) Use the appropriate software tool to check for data errors. 

(b) Print a screen shot of the data verification screen. 

(c) Make any necessary corrections.

Task 2.7

(a) Print a trial balance as at 14 May 20XX. 

(b) Check the accuracy of the trial balance and, if necessary, correct any errors.

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

(a) Back up your work to a suitable storage media. Your assessor will tell you what storage media you should use.

(b) Print a screen shot of the back up screen showing the location of back up data.

Session 3
Task 3.1

Refer to the following e mail below from Nadine Brookland

	E mail



	From:

To:

Date:

Subject:
	Nadine Brookland

Accounting Technician

15 May 20XX

New customer

	Hello

We have a new credit customer, Abel and Perkins, 47 Cheviot Way, Ronchester, RC2 7XD. The contact is 

Kriss Abel and I have negotiated settlement terms of 30 days with a credit limit of £2,000. The code for this account will be ABE01.

Thanks

Nadine




(a) Set up a new customer record for Abel and Perkins to open a sales ledger account with an opening balance of nil.

(b) Print a screen shot of the new customer’s record card showing the name and address details.

Task 3.2
Refer to the following sales invoices.

	Brookland Plants

46, Kirkland Street, Ronchester, RC4 0TS

VAT Registration No 476 3163 00

Telephone: 0161 743 5188 

E mail: N.Brookland@Brooklands.co.uk                       

S A L E S    I N V O I C E   N O   083

Date:  20 May 20XX

	Abel and Perkins

47 Cheviot Way

Ronchester

RC2 7XD 



	
	£


	

	Supplying plant displays for board room     
	870.00
	

	VAT @ 17.5%                                                                                                            
	152.25
	

	Total for payment                                                                                                   
	1,022.25
	

	Terms:  30 days


	Brookland Plants

46, Kirkland Street, Ronchester, RC4 0TS

VAT Registration No 476 3163 00

Telephone: 0161 743 5188 

E mail: N.Brookland@Brooklands.co.uk                       

S A L E S    I N V O I C E   N O   084

Date:  25 May 20XX

	Ennis plc

26 Highfield Road

Ronchester

RC17 1BG       


	
	£


	

	Supplying new plant displays      
	270.00
	

	Maintaining existing plant displays
	440.00
	

	
	710.00
	

	VAT @ 17.5%                                                                                                            
	124.25
	

	Total for payment                                                                                                   
	834.25
	

	Terms:  30 days


(a) Enter the sales invoices into the computer.

Refer to the following summary of purchases invoices. 

	Date

20XX
	Supplier Name
	Invoice Number
	Gross

£
	VAT

£
	Net 

£
	Plant supplies

£
	General expenses

£

	18.05.XX
	Meadow Supplies


	1904
	1,257.25
	187.25
	1,070.00
	830.00
	240.00

	27.05.XX
	Lewis and Lane


	X291
	  1,598.00
	238.00
	  1,360.00
	1,360.00
	

	
	Totals
	
	2,855.25
	425.25
	2,430.00
	2,190.00
	240.00




(b) Enter the purchases invoices into the computer.

Refer to the following summary of payments received from customers and made to suppliers. 

Cheque/BACS receipts listing

	Date
	Receipt type
	Customer
	     £
	Details

	24.05.XX


	BACS


	Campbell Ltd


	881.25
	Payment of invoice 81 including credit note 16


Cheques paid listing

	Date
	Cheque number 
	Supplier
	     £
	Details

	18.05.XX

23.05.XX

25.05.XX
	002367

002368

002369


	Highdown Plants Ltd

Broad Garages

Meadow Supplies


	1500.00

211.50

850.20


	Part payment of opening balance.

Payment of invoice M145

Payment of opening balance




(c) Enter the receipts and payments into the computer, making sure you allocate all amounts as shown in the details column.

Task 3.3

Refer to the following petty cash vouchers.

	Petty Cash Voucher

Date   16 May 20XX                                                                     No PC30

	Taxi fare – exempt for VAT purposes

Receipt attached
	        £

    16.00




	Petty Cash Voucher

Date   20 May 20XX                                                                       No  PC31 

	Envelopes and pens

VAT

Total

Receipt attached
	        £

     9.60

     1.68

   11.28




	Petty Cash Voucher

Date   24 May 20XX                                                                       No  PC32 

	Office cleaning materials (record as general expenses)

VAT

Total

Receipt attached
	        £

     8.40

     1.47

     9.87




Enter the petty cash payments into the computer. 

Task 3.4

Refer to the following e mail below from Nadine Brookland.

	E mail



	From:

To:

Date:

Subject:
	Nadine Brookland

Accounting Technician

20 May 20XX

Commission received

	Hello

I have today banked commission received of £150 from the Planting Association for agreeing to distribute their literature to my customers. Please record this transaction. VAT is not applicable.

Thanks

Nadine




(a) Enter this transaction into the computer.

Refer to the following receipt for the purchase of furniture.

	Receipt Number 3476

Furniture World

Wye Valley Trading Estate

Ronchester

VAT registration  number  643 9874 87

Date   20 May 20XX                                                                       

	Received, by debit card,  from  Brookland Plants for an office chair, model number 45XK:

£105.75 including VAT  




(b) Enter the receipt into the computer

Refer to the following monthly standing order schedule

	MONTHLY STANDING ORDER SCHEDULE



	Day in month
	Payee
	Expense
	       £

	29
	M. Johnson
	Rent
	230

	29
	Ronchester Insurers
	Motor insurance
	  80

	(Assume zero rated)
	
	
	


(c) Enter the standing orders into the computer. 

Task 3.5

Refer to the following e mail below from Nadine Brookland.

	E mail



	From:

To:

Date:

Subject:
	Nadine Brookland

Accounting Technician

28 May 20XX

Commission received

	Hello

Further to recent e mail, the amount of commission I received and banked was £180 and not £150 as I originally said. My apologies for the error.

Thanks

Nadine




Enter the following journal into the computer to correct this error.

	JOURNAL ENTRIES TO BE MADE 28.05.XX
	£
	£

	Bank

Commission received

Being an error in recording amount of commission received


	30.00


	30.00




Task 3.6
(a) Use the appropriate software tool to check for data errors. 

(b) Print a screen shot of the data verification screen. 

(c) Make any necessary corrections.

Task 3.7

(a) Print a trial balance as at 31 May 20XX. 

(b) Check the accuracy of the trial balance and, if necessary, correct any errors.

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

(a) Back up your work to a suitable storage media. Your assessor will tell you what storage media you should use.

(b) Print a screen shot of the back up screen showing the location of back up data.
Session 4

Task 4.1

Refer to the following e mail below from Nadine Brookland.

	E mail



	From:

To:

Date:

Subject:
	Nadine Brookland

Accounting Technician

31 May 20XX

Petty cash

	Hello

Please transfer an amount of £93.30 from the bank account to the petty cash account to reimburse the petty cash float. The balance on the petty cash account should now be £200. 

Thanks

Nadine




(a) Enter this transaction into the computer.

(b) Print the petty cash account.

Task 4.2

Refer to the following bank statement

	North Bank plc

60 High Street

Ronchester

RC1 8TF



	Brookland Plants

56 Langdale Street

Ronchester

RC4 9HY



	Account number 00678432


	31 May 20XX

	STATEMENT OF ACCOUNT



	Date 

20XX
	Details
	Paid out

£
	Paid in

£
	Balance

£

	01 May
	Opening balance
	
	
	4,805.80C

	08 May
	Counter credit
	
	89.30
	4,895.10C

	10 May
	BACS: Ennis plc
	
	1,698.70
	6,593.80C

	12 May
	Cheque 002366
	500.00
	
	6,093.80C

	12 May
	Counter credit
	
	1,200.80
	7,294.60C

	14 May
	Counter credit
	
	51.70
	7,346.30C

	18 May
	Cheque 002265
	1,800.00
	
	5,546.30C

	20 May
	Counter credit
	
	180.00
	5,726.30C

	20 May
	Debit card
	105.75
	
	5,620.55C

	21 May
	Cheque 002367
	1,500.00
	
	4,120.55C

	24 May
	Direct Debit  - Ronchester MBC - Rates
	300.00
	
	3,820.55C

	24 May
	BACS: Campbell Ltd
	
	881.25
	4,701.80C

	29 May
	Standing order - M Johnson 
	230.00
	
	4,471.80C

	29 May
	Standing order -  Ronchester Insurers
	80.00
	
	4,391.80C

	30 May
	Bank charges
	56.00
	
	4,335.80C

	
	D = Debit    C = Credit
	
	
	


(a) Enter the direct debit for rates (no VAT) and bank charges (no VAT) which have not yet been accounted for.

(b) Reconcile the bank statement. If the bank statement does not reconcile check your work and make the necessary corrections.

Task 4.3 

(a) Back up your work to a suitable storage media. Your assessor will tell you what storage media you should use.

(b) Print a screen shot of the back up screen showing the location of back up data.
Task 4.4

Print the following reports. 

Please note the accounting package you are using may not use exactly the same report names as those shown below, so some alternative names are shown in brackets.

· The sales day book (customer invoices)

· The sales returns day book (customer credits)

· The purchases day book (supplier invoices)

· All sales ledger accounts

· All purchases ledger accounts

Task 4.5

(a) Generate an Aged Creditor analysis showing all outstanding items and print a copy.

(b) Generate an Aged Debtor analysis showing all outstanding items and print a copy.
(c) Export the Aged Debtor analysis to a spreadsheet and print a copy. You do not need to make any alterations to the spreadsheet.
Task 4.6

Print a statement of account for Campbell Ltd.
Task 4.7

Print an overdue account letter for Campbell Ltd.
Task 4.8

Print all journal entries.
Task 4.9

(a) Print an audit trail.
(b) Print a trial balance as at 31 May 20XX.
Task 4.10

Use the relevant software tool to clear month end turnover totals and print a screen shot of the on screen instruction to clear month end turnover totals.

Part 3

Task 1.1

You are inputting data into a computerised accounting software package when the following data entry error message appears.

	WARNING



	Date entered is outside your current financial year. Are you sure you want to continue?





 What action should you take?

	

	

	

	


Task 1.2

You have input several purchases invoices into a computerised accounting software package.

Explain how you can check that your entries are accurate.

	

	

	

	


You discover the rate of VAT on one of the purchases invoices in Task 1.2 was incorrectly entered at 17.5% instead of zero.

Explain how the computer software can help you to correct this error.

	

	

	

	


No





Yes





Please note that the structure and duration of assessment for this unit is subject to change
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