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About City & Guilds

City & Guilds is the UK’s leading provider of vocational qualifications, offering over
500 awards across a wide range of industries, and progressing from entry level to
the highest levels of professional achievement. With over 8500 centres in 100
countries, City & Guilds is recognised by employers worldwide for providing
qualifications that offer proof of the skills they need to get the job done.

City & Guilds Group

The City & Guilds Group includes ILM (the Institute of Leadership & Management)

providing management qualifications, learning materials and membership services

and NPTC which offers land-based qualifications and membership services. City & Guilds also
manages the Engineering Council Examinations on behalf of the Engineering Council.

Equal opportunities

City & Guilds fully supports the principle of equal opportunities and we are

committed to satisfying this principle in all our activities and published material.

A copy of our equal opportunities policy statement Access to assessment and qualifications is
available on the City & Guilds website.

Copyright

The content of this document is, unless otherwise indicated, © The City and
Guilds of London Institute 2005 and may not be copied, reproduced or distributed
without prior written consent.

However, approved City & Guilds centres and learners studying for City & Guilds

qualifications may photocopy this document free of charge and/or include a locked PDF

version of it on centre intranets on the following conditions:

e centre staff may copy the material only for the purpose of teaching learners
working towards a City & Guilds qualification, or for internal administration purposes

e learners may copy the material only for their own use when working towards a City & Guilds
qualification

e the Standard Copying Conditions on the City & Guilds website.

Please note: National Occupational Standards are not © The City and Guilds of
London Institute. Please check the conditions upon which they may be copied with
the relevant Sector Skills Council.

Publications

City & Guilds publications are available on the City & Guilds website or from our Publications Sales
department at the address below or by telephoning +44 (0)20 7294 2850 or faxing +44 (0)20 7294
3387.

Every effort has been made to ensure that the information contained in this publication
is true and correct at the time of going to press. However, City & Guilds’ products and
services are subject to continuous development and improvement and the right is
reserved to change products and services from time to time. City & Guilds cannot
accept liability for loss or damage arising from the use of information in this publication.

City & Guilds

1 Giltspur Street

London EC1A 9DD

T +44 (0)20 7294 2800 www.cityandguilds.com

F +44 (0)20 7294 2400 enquiry@cityandguilds.com
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1 About the Qualification
1.1 Introduction

Aim of qualification

To demonstrate competence in the practical use of computerised accounts software to produce
accurate, professional and well presented accounting information employing an appropriate range
of accounting procedures.

Target group

Level 1

This level is aimed at candidates seeking a first qualification in the practical use of computerised
accounting systems, and who may be progressing from Book-keeping and Accounts Level 1.

Level 2

This level is open to candidates seeking certification of broad experience and seeking to extend
their skills in this field, perhaps following on from Book-keeping and Accounts Level 2.

Level 3

This level is for skilled and experienced users with a solid understanding of manual book-keeping
and accounting principles, as well as some working knowledge of computerised accounts, who are
looking for a qualification that reflects their knowledge and ability.

Level 1/2/3 Award in Computerised Accounts



1 About the Qualification
1.2 General information for centres

Guided learning hours

City & Guilds do not determine the length of courses, or the number of hours of study required (ie in
the classroom or in self-study set by the trainer/tutor).

The best indicator is when candidates have covered all areas of the syllabus and can successfully
complete a sample test paper within the given time.

Success in the examination results from demonstrating the ability to achieve the objectives that will
be tested. Practice papers will enable candidates to know what is expected of them in an
examination.

The recommended learning hours for Level 1 and 2 are 30 hours each and 60 hours for Level 3.
Please note that the length of each course will vary according to the circumstances and learners.

The examination

The examination will take the form of a case study in which it is assumed the candidate is working in
an accounts department using a computerised accounts system.

The Specialist Tutor will be required to create or restore some initial data prior to the examination.

Candidates will be permitted to use a calculator during the examination and will be responsible for
any printing required.

All tasks must be completed within the time allowed, excluding final printing, which may be
undertaken immediately following the examination.

Examination times

Level 1

The examination lasts for 1 hour plus 5 minutes preparation time. Notes may be made during the
preparation time, but no keyboard/typing may take place.

Level 2

The examination lasts for 2 hours plus 5 minutes preparation time. Notes may be made during the
preparation time, but no keyboard/typing may take place.

Level 3

The examination lasts for 2 hours 30 minutes plus 5 minutes preparation time. Notes may be made
during the preparation time, but no keyboard/typing may take place.
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Assessment
Candidate’s performance will be assessed by checking the printouts produced, for errors.
Errors are categorised as follows:

Processing errors
e Anincorrect amount processed.
e Failure to process a transaction.
e Atransaction processed to an incorrect account.
e Failure to print a remittance advice, statement or invoice.

Other errors
e Typographical errors on dates, names, addresses or reference numbers.
e Incorrect or missing batch totals (counts as one error)
e Omission of reference numbers or other data,

To be awarded a Pass, the following criteria must be met:

Level 1 Level 2 Level 3
Processing errors 100% accuracy 2 errors permitted 3 errors permitted
Other errors 5 errors permitted 5 errors permitted 5 errors permitted

To be awarded a First Class Pass, the following criteria must be met:

Level 1 Level 2 Level 3
Processing errors 100% accuracy 1 error permitted 1 error permitted
Other errors 2 errors permitted 2 errors permitted 2 errors permitted

All requested reports must be submitted by a candidate to achieve a pass or a first class pass.
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2 Computerised Accounts - Level 1
2.1 Syllabus Objectives

Level: 1
Credit value: 3

Unit aims

The aim of the qualification is to enable learners to operate computerised accounts software to
carry out routine accounting tasks. These will include being able to create accounts, process
accounting information in respect of the sales and purchase ledger, understanding how to use
batch control sheets and being able to produce accounting reports such as trial balance, customer
activity reports and supplier details reports.

Learning outcomes

There are four learning outcomes to this unit. The learner will be able to:
e create accounts using computerised software

e process accounting information using computerised software

e understand how to use batch control sheets

e produce reports using computerised accounts software

Guided learning hours

It is recommended that 30 hours should be allocated for this unit. This may be on a full-time or part-
time basis.

Details of the relationship between the unit and relevant national occupational standards
This unit is linked to the Level 2 and 3 NVQ in Accounting

Endorsement of the unit by a sector or other appropriate body (if required)
This unit is endorsed by the Financial Services Skills Council (FSSC).

Key Skills

This unit contributes towards the Key Skills in the following areas:
e Communication

e Application of Number

e Information Technology

Assessment and grading
This unit will be assessed by a one hour question paper, which will be externally marked.

The examination paper will take the format of a number of practical tasks. All areas of the syllabus
will be tested on every paper. Candidates will be permitted to use a calculator during the
examination and will be responsible for any printing required.

Candidates are allowed to print one draft copy only of all required printouts for proof reading
purposes during the examination period. Final printouts may be produced after the duration of the
examination such as trial balance, customer and supplier activity reports and detail reports.
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Unit 001 Level 1 Award in Computerised Accounts

Outcome 1 Create accounts using computerised accounts
software

Assessment Criteria
Underpinning knowledge

The learner can:
1.1 add new accounts to the purchase ledger

1.2 add new accounts to the sales ledger

1.3 create new accounts in the nominal ledger
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Unit 001 Level 1 Award in Computerised Accounts

Outcome 2 Process accounting information using
computerised software

Assessment Criteria
Underpinning knowledge

The learner can:
2.1 process information in respect of the sales ledger

2.2 process information in respect of the purchase ledger
2.3 enter initial capital
2.4 process information involving transactions using different tax rates

2.5 process information in respect of cash and cheque payments and receipts
Guidance notes

2.1 Sales ledger information: invoices, credit notes, payments

2.2 Purchase ledger information: invoices, credit notes, payments

2.4 Tax rates will be specified in assessments
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Unit 001 Level 1 Award in Computerised Accounts
Outcome 3 Understand how to use batch control sheets

Assessment Criteria
Underpinning knowledge

The learner can:
3.1 calculate batch totals as required

3.2 reconcile batch totals as required
Guidance notes

3.1-3.2 Completion of batch totals for sales and purchase ledgers
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Unit 001 Level 1 Award in Computerised Accounts
Outcome 4 Produce reports using computerised software

Assessment Criteria
Underpinning knowledge

The learner can:
4.1 produce a trial balance

4.2 produce supplier activity reports
4.3 produce customer activity reports
4.4 produce supplier details reports
4.5 produce customer details reports

4.6 produce nominal ledger account reports
Guidance notes
Reports should show all the required information

The type of report printed may depend on the software used
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2  Computerised Accounts — Level 1 City&

22 Sp@Clallst Tutor |nput This paper must be returned -
ith th didate’ k.
e e Guilds
delay in processing the
8989-01-001 candidates’ scripts.
Sample 2

Instructions for Specialist Tutor and Invigilator

To be handed to the Specialist Tutor before the date of the examination, together with the disk
supplied. No other part of the examination paper may be handed to the Specialist Tutor.

a) Before the examination

In advance of the date of the examination, you are asked to load data on to your accounts software.
You can do this by using the disk supplied or by inputting data in the following pages.

1 Check that the data matches the hard copy supplied. A printed copy is required after
setting up the file and should be returned with all other examination materials
after the examination

2 Copies of the files should be created for the exclusive use of each individual candidate.

3 The accounts file must be protected against access by other users of the equipment. The
content of the examination must not be divulged.

b) At the start of the examination

1 Call up the relevant file for each candidate before the commencement of the examination.

2 The time allowed for the examinations is 1 hour plus 5 minutes preparation time, excluding
printing time. No keyboard/computer operation is allowed during preparation time but
handwritten notes may be made.

3 Any printing required is stated in the candidate’s examination paper. Candidates may print
one draft copy of all required printouts for proof-reading purposes during the examination
period.

c) Atthe end of the examination

1 Candidates’ final printouts only should be separated, each sheet clearly marked with the
candidate’s name and collated in task number order. They should be attached to the back
of the examination paper which should contain the candidate’s name on the front sheet.

2 All examination materials, paper and electronic, must be returned to City & Guilds with the
candidates’ papers and the Invigilation Certificate.

3 Thefiles created for the examination must be erased from all storage media.

4 The Invigilation Certificate must be signed by the Invigilator, attesting that the procedures
outlined above were followed. The Specialist Tutor must also add their signature.
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Manual input of set up data

Initialise the system for Browns Games with respect to the Sales, Purchases and Nominal Ledgers

as required by the software package in use.

If any minor alterations to codes etc. are necessary due to the software package in use, make sure
that the candidates’ attention is drawn to this before the examination commences and notify City

and Guilds in writing when returning the candidates’ papers.

Enter the following information in respect of Browns Games.

SALES LEDGER ACCOUNTS

A/C No | Details A/C No | Details
D623 Dale Leisure M338 Martin & Co
Shop Unit 3 53 Pembroke Road
Trident Park Clifton
Skegness Bristol
PE25 7GK BS8 4RV
PURCHASES LEDGER ACCOUNTS
A/C No | Details A/C No | Details
AC27 AC Software LA44 Lawton & Co Ltd
Burns House 67 Hillside Way
Derby Road Stockport
Ripley Gtr Manchester
DE5 8HK SK2 6FY

NOMINAL LEDGER ACCOUNTS

Nominal
Code Account Name
1100 Debtors Control Account
1200 Bank Current Account
1230 Cash Account *
2100 Creditors Control Account
2200 Sales Tax Control Account
2201 Purchase Tax Control Account
3000 Capital
4000 Sales Computer Games
4001 Sales Board Games
5000 Purchases Computer Games
5001 Purchases Board Games

* If using Sage software, ensure that the Cash Account (1230) is set up in the Bank

Section.
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Enter the following invoices into your storage medium. Input dates using an appropriate year. For
the purpose of this examination assume the standard tax rate is 17.5%. Please ensure that the net,
tax and gross figures correspond exactly with those given below.

SALES INVOICES

Customer Invoice Nominal Net Tax Gross
A/C No Name Date Ref Code Cost Cost
£ £ £
D623 | Dale Leisure 3 Feb | 53529 4000 814.25 142.49 956.74
M338 | Martin & Co 5Feb | 53530 4001 374.00 65.45 439.45
M338 | Martin & Co 8 Feb | 53531 4000 1236.80 216.44 1453.24
D623 | Dale Leisure 11 Feb | S3532 4001 553.79 96.91 650.70
Batch Totals 2978.84 521.29 3500.13
PURCHASE INVOICES
Supplier Invoice Nominal Net Tax Gross
A/C No Name Date Ref Code Cost Cost
£ £ £
AC27 AC Software 1Feb 14593 5000 3755.10 657.14 4412.24
LA44 Lawton & Co Ltd 3 Feb L5071 5001 1841.33 322.23 2163.56
AC27 | AC Software 3Feb | 14706 5001 3008.58 526.50 3535.08
LA44 Lawton & Co Ltd 9 Feb L5129 5000 922.41 161.42 1083.83
Batch Totals 9 527.42 1667.29 11 194.71
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SPECIALIST TUTOR NOTE

The following is a list of all accounts that will exist at the end of the examination, broken down under
Sales, Purchases and Nominal Ledgers, together with balances after all specialist tutor input. Please
make any necessary minor alterations to the accounts software so that candidates are able to
create additional accounts.

Accounts emboldened are those that will have been set up by the Specialist Tutor before the
examination. All other accounts should be created by the candidate during the examination.

A/C No | Account Name Dr Cr
SALES LEDGER D623 Dale Leisure 1607.44
H352 Hartley & Tibbs

H387 Highland Hobbies

M338 Martin & Co 1892.69
5227 Stokes Kent Ltd
W206 Wallwork Limited
TOTAL DEBTORS 3500.13
PURCHASES LEDGER AC27 AC Software 7947.32
HA38 Haki Industries
LA44 Lawton & Co Ltd 3247.39
TH22 Thames Electrical
PR58 Property World
ST41 Stirling Rose plc
TOTAL CREDITORS 11 194.71
NOMINAL LEDGER 1100 Debtors Control Account 3500.13

1200 Bank Current Account
1230 Cash Account

2100 Creditors Control Account 11194.71
2200 Sales Tax Control Account 521.29
2201 Purchase Tax Control Account 1667.29
3000 Capital
4000 Sales Computer Games 2051.05
4001 Sales Board Games 927.79
5000 Purchases Computer Games 4677.51
5001 Purchases Board Games 484991
7850 Rent and Rates
7851 Professional Fees
7852 Repairs & Maintenance
7853 Advertising

TRIAL BALANCE TOTALS 14 694.84 14 694.84

Print all accounts created to check their form and content
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2  Computerised Accounts - Level 1 City&

2.3 Sample Question Paper

8989-01-001
Sample Paper2

Candidate’s name (Block letters please)

]
This paper must be returned with
the candidate’s work, otherwise u I s
the entry will be void and no
result will be issued.

Centre no

Date

Time allowed: 1 hour, plus 5 minutes preparation time
(excluding printing time)

No keyboard/computer operation is allowed during the preparation time.
You may make handwritten notes.

You must attempt all the tasks in the order given.

You should read through the materials carefully before you begin.

You may print one draft copy of each required printout of work during the
examination period but must submit a final printout only for assessment.

After printing the required printouts, do not staple them together. Put them
in task number order and insert into the examination paper. Return this to

the invigilator.

For examiner’s use only

Printouts New accounts

Updating Batch totals
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Instructions to candidates

You are employed in the accounts department of Browns Games, a firm supplying computer and
board games.

Your specialist tutor or the invigilator will access the relevant file before the start of the
examination.

Data has already been filed to disk prior to the examination and you are now required to carry out
the following tasks.

1. Add the following new accounts to the Customer Ledger:

A/C No | Details A/C No | Details
H352 Hartley & Tibbs 5227 Stokes Kent Ltd
16 Brand Avenue 72 Carr Lane
Highbury Rushton
Greater London Northants
N5 8JD NN14 4RS
H387 Highland Hobbies W206 Wallwork Limited

62 High Street Unit 12¢

Shiels Devon Park Estate
Aberdeenshire Pontypool

AB51 2TE NP4 6GL

2. Add the following new accounts to the Supplier Ledger:

A/C No | Details A/C No | Details

HA38 Haki Industries PR58 Property World
17 Horinouchi 16 Barnet Way
Narita-shi Archway
Chiba Gtr London
Japan N19 7TF

TH22 Thames Electrical ST41 Stirling Rose plc
14b Wades Estate Media House
Watford Bute Road
Herts Glasgow
WD1 3KM G19HL

3. Create the following accounts in the Nominal Ledger:

Nominal
Code Account Name
7850 Rent and Rates
7851 Professional Fees
7852 Repairs & Maintenance
7853 Advertising
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4. 0On 1 February, Capital (Nominal Code 3000) was introduced into the business. £34 500 was paid
into the Bank Current Account and £500 was paid into the Cash Account. The reference for this
transaction is J448.

5. Enter the following invoices into the Customer Ledger:

SALES BATCH CONTROL

Customer Invoice Nominal Net Tax Gross
A/C No | Name Date Ref Code Cost Cost
£ £ £
H387 Highland Hobbies 12 Feb | 53533 4000 552.64 96.71 649.35
H352 Hartley & Tibbs 14 Feb | 53534 4000 112453 196.79 1321.32
W206 Wallwork Limited 14 Feb | 53535 4001 277.50 48.56 326.06
5227 Stokes Kent Ltd 17 Feb | 53536 4000 0939.45 164.40 1103.85
Batch Totals

6. Enter the following invoices into the Supplier Ledger:

PURCHASES BATCH CONTROL

Supplier Invoice Nominal Net Tax Gross
A/C No | Name Date Ref Code Cost Cost
£ £ £
TH22 Thames Electrical 11 Feb | 00573 7852 216.00 37.80 253.80
HA38 Haki Industries 12 Feb | E3802 5000 9428.30 1649.95 11 078.25
PR58 Property World 16 Feb | R/202 7850 3200.00 0.00 3200.00
ST41 Stirling Rose plc 18 Feb | 372 7853 415.20 72.66 487.86
Batch Totals

7. 0On 19 February, you sell Computer Games (Nominal Code 4000) to an employee and are paid
cash of £51.70 (including tax). Process this receipt using reference C5379.

8. Adelivery of goods from Lawton & Co Ltd was incomplete and a credit note has now been
received. Enter the following credit note into the Supplier Ledger:

Supplier Credit Note Nominal Net Tax Gross
AIC No | Name Date Ref Code Cost Cost
£ £ £
LA44 Lawton & Co Ltd 20 Feb C5071 5001 274.00 47.95 321.95

9. You make the following payments:

Method Date Ref Details Nominal Amount | Tax Details
Code £

Cash 21 Feb cpP27 Advertising 7853 20.00 | Notax

Cheque 23 Feb 604337 Professional Fees 7851 528.75 | Including tax
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10. On 26 February you receive a cheque for £649.35 from Highland Hobbies (Account No H387) in
settlement of their account. The cheque number is 158803.

11. You send a cheque (Cheque No 604338) to Lawton & Co Ltd (Account No LA44) in full settlement
of their account on 28 February. The amount of the cheque is £2 925.44.

Continued on next page
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12. Obtain the following printouts:

(Note —the tick checklist is for your benefit to ensure that you have provided all required printouts.)

Printout task

Provide a printout of the Customer (Sales) Ledger Report(s) at 28 February to
include customer name, address, account reference number, all transactions
and the account balance.

v

Provide a printout of the Supplier (Purchases) Ledger Report(s) at 28 February
to include supplier name, address, account reference number, all transactions
and the account balance.

Provide a printout of the following Nominal Ledger accounts at 28 February to
include account hame, account reference, all transactions and the account
balance.

e Bank Current Account
e Cash Account

Provide a printout of the trial balance at 28 February.

End of examination

Level 1/2/3 Award in Computerised Accounts
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2 Computerised Accounts - Level 1
2.4 Sample Marking Scheme/Worked answer
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Solution: Task 12a

Date: 301242007 Browns Games Page: |
Time: 19:49:55 o 1
Customer Activity (Detailed)

Daie From: 01014190 Cusiomer From:

Daie To: a0} Cusioner To: LIFFTFTT

T ranear ton Frome 1 N/ CFrome

Transartion To: e sl NCTo: s

Inc h/fwd iransaction: Ho Dept From: d

Ex lader paymend: Ha DepiTo: 53

ASC: Dil3 Hame: Dale Leinxe Candact: Tel:

No, Tvpe Dae Rt Nt  Dadk Dat TC Vihu o8 D Coelii ¥ B

1 1 032007 SEaam 4000 1} Tl Q5574 * 56,74 05674 H

4 51 11MR/2007 53552 4001 a Tl G070 * G50.70 65070 H
Totals: GOTF 44 1A07.44 L0744

Aot Thobst anding 160744

Aot Faid fds periced 0o

Credit Linit ann

Tumme ¥YTD 136804

AT IES2 Harne: Hartkr & Tiths Condact: Tel:

Mo, Tvpe Dae  Ret Nt Dedk Dat TC Vihue o5 D Crelii ¥ B

10 51 1472007 53534 4000 1} Tl L3alsa 152132 13132 H
Totals: 133132 132132 2133

Amomt Choidanding 172132

Arnourdt Paid fhis pericd 0m %

Credit Linit nnn

Tumover YT 1,124.53%

ASC: BT Hame: Highlard Hotbies Canact: Tel

No, Tvpe Dae  RBef NC  Dadk Dat TC Vihe o5 Ddi Lrelit ¥ B,

a 81 12MR2007 5353 4000 a Tl G40 35 o35 H -

23 SR Z6MR2007 153803 200 Saks Receipt 1} T4 G40 35 64935 - H
Totals: [ 000 033 640 35

Amomd hotstanding o

Arnourdt Paid fis pericd 64035

Credit Lanit nnn

Tumeve YTD 552064

AL et Hamne: Iartit & Co Cantact: Tel

No, Tvpe Dae Rt Nt  Dadk Dat TC Vihu o5 D Coelii ¥ B

2 S1  05TR2007 S350 4001 1} Tl 43045 ¢+ 43045 43045 H

3 51 08MR/2007 5351 4000 a Tl 145524 # 145324 145324 H
Totals: 200 59 120269 02 59

Aot Thobst anding 129260

Aot Faid fds periced 0o

Credit Linit nnn

Tumme ¥YTD 161050

ASC: Sam Hame: Stobe s Fert Itd Cantact: Tel:

Mo, Tvpe Dae  Ret Nt Dedk Dat TC Vihue o5 D Crelii ¥ B

12 51 172007 53536 4000 1} Tl L10Eas * 110385 L85 H
Totals: 105 25 1,103.85 LIn3as

Arvomd hotst anding 110385

Arnourdt Paid fhis pericd 0m

Credit Linit nnn

Tumover YTD 93045

ASC: W6 Thamne: Walkrrond: Limited Candact: Tel:

No, Tvpe Dae  Re NC  Deak Dat LC Vibue s Do Lrelit Y B

11 1 1407 53585 4001 0 Tl IXDe * 326,06 22606 H
Totals: % 306 326.06 326 06

Arnvonrdt Ohoist anding 3606

Arnvomrt Paid dhis pedod 0m

Credit Linnit ana

Tumever YTD 27750
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Date: 30/12/2007
Time: 19:53:52

Browns Games

Customer Address List

Cuntoner Fromu:
Customer To: LEEFRTTE

ArC Nane & Address Condact Name
D&z Diale Leisum
Shep Unit 3
Trident Park
Skegress %
FEZ5 Ti5E a

H352 Hartley & Tibhs
16 Brand &verme
Highhury
Greater London
H58ID

H3&7 Highland Hebbies
62 High S treat
Shiels
Aherdeenshive
AR5 2TE

MIEE Martind: Co
53 Permbroke Foad
Clifton
Enstal
Big 4RV

N Stokes Eent Ltd
T2 Caw Lare
Fnshton
Northants
HH14 4RS

W05 Walbarork Lintted
Uit 12-
Dievon Park Estate
Pontypocl
WP4 &GL

Page:
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Solution: Task 12b

AIC
AC27

Hazs

Lad4

ITH

TH22

Date:
Time:

Suppher From:
Supplier To:

301252007
19:55:45

LELFTETE,

Nanmwe

AC Softerar
Bums Hemse
DethvFRoad
Ripley

LDES SHE

Hala ndusties
17 Hopinauchd
Haita-sh
Chiba

Japan

Lawton & Co Ltd
67 Hillside Way
Stockpart

Gir Manchester
SE2EFT

Froperty Wodd
18 Bamet Way
Alwray

G Londen
W1z TIF

Stirling Rose ple
Media Haxse
Buate Foad
Glasgowr

=1 SHL

Thames Elechical
146 Wades Estate
Watfioed

Hexts

WD SEM

Browns Games Page:

Supplier Address List

Contact Telephone Fax

26 Level 1/2/3 Award in Computerised Accounts




Date: 30/12/2007 Browns Games Page: 1
Time: 19:57:08 . .. o
Supphlier Activity (Detailed)

Daie From: 0101 /19E0 Supplier Fron:

Daie To: 2RIy Suppher T o: LIFFTTTT

T ranwear tiom Frome 1 NiCFrom:

T raneaction To: s = NiCTo: i sn e

Inc h/fwd transacion: Mo Dept Frone 0

Exr laier paymend: Na DeptTo: iy

ASC AT HMamne: A0 Softarme Candact: Tel:

Ho_ Type Date Ref A Details Dat TiC Valie T Debit Crefit ¥ B,

5 I OL022007 14593 000 0 T1 441234 * 441224 441224 H

T I 03022007 14706 001 0 T1 353508 * 353508 35508 W
Toiak: To4TEa oo TMTaa

Arnvomnd Ot anding TR

Arvomd pad this pedol 0o

Creds Lamdk 0m %

Tumme YT 676308

AL Hazg Hoame: Haki Enhostries Candact: Tel:

Ho_ Type Date Ref i Details Dept T/C Valie LT3 Dbt Celit ¥ B

14 I 12020007 E=R02 000 0 Tl 11,07825 + 110725 1Lrzas W
Toiak: TLAE 25 1107 25 ann 1L7E 25

Axwomd Ohobstanding 1107825

Az paid this pedod 0m

Credi Limdt 0m

Tumme YTD 942830

AT Ladd Hamne: Lawton & Co Lid Condact: Tel

No_ Tpe Date Ref oL o Datails Dt T/C Vakie as Dkt Lrelit ¥ B,

] H 0302207 L3071 001 0 Tl 2.163.56 onn 216356 H

g H 09022007 L5129 000 0 Tl 108383 onn Lm3as W

20 EC 20022007 C5071 001 0 Tl 31195 onn 32195 H

4 P 2022007 604338 1200 Dirchase Perament 0 ™ 202544 onn 202544 -
Totak: oo [ IATIR HATE0

Arvomrd o anding 0.

Arnomnd paid this pedcd 292544

Credit Lindt 0o

Tumme YT 248974

¥-¥) PESE Marne: Property World Condact: Tel:

Ho_ Tvpe Date Ref NG Datadls Dat TiC Valie 05 Dékit Crelit ¥ B,

15 I 16022007 R0 Tas0 0 i 320000 * 320000 320000 H
Toiak: 0000 20000 oo M0 00

Arvomd Dhoat anding 220000

Arvomd pad this pedol 0o

Creds Lamdk 0m

Tumover YT 320000

A ET41 Tamne: Stirling Ros: Tlc Candact: Tel:

No_ Tpe Date Ref oL o Datails Dt T/C Vakie as Dkt Lrelit ¥ B,

14 I 13022007 372 7853 0 Tl 43786 * 457 56 #7826 W
Toiak: 1Ta6 e o BHIEE

Arvomd Dhost anding 48786

Axnwom paid this pedod 0m

Credi Limdt 0m

Tumme YT 4150

ASC: TH22 Marne: Thames Flecrical Coratark: Tel:

Ne Type Date Ret N Debails Dat TVt Walie 05 Dt Crefit V B

13 I 11022007 00573 TH52 0 Tl 25380 * 25380 H380 M
Totak: 25380 25 &0 g BIE0

Arvomd ot anding 25380

Amnomd paid this pericd 0.

Credit Lirndk 0.m

Tiumover ¥ TI 2160
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Solution: Task 12c

Date: 304122007 Bl'u“'ns Gﬂl‘l‘ll‘:"s Page: 1
Time: 19:59.50 . .
me Nominal Activity
Daie From: 0LOL1SE0 MN/C Frome
Date To: 28022007 MC To: Q929059
T ranwaction Frome 1
T ranartion To: QGRS
NiC: 1200 Name: Bark Corent & coount Arcount Balanre: 31,8951 DE
No Type Date Account  Ref Details Dept T/C Vahe Dehit Credit ¥ B
17 BE  0la2r007 1200 Ja42 0 T2 3450000 34.500.00 - N
22 BF  B[raaoy 12m A E37 0 Tl 52875 52875H H
23 iR HRI0L2007 H3ET 153803 Saks Receipt 0 ™ &19.35 B235 - H
24 FP RSO0 Ladd A3 Purchase Payrment 0 T2 252544 292544 - W
T otalks: 3514235 545419
Hisiory Balance: 3LER5 1A
NiC: 1230 Nama: Cash deoount Account Balanee: 551.0DE
No Tipe Date Account  Ref Details Dept I/C Vahe Dehii Crelit ¥ B
1% BE  Ol2ranoy 1230 Jads 0 = 500,00 500,00 - H
19 BE  19i2007 1230 CiFm 0 Tl 5170 5170 H N
21 BF  2li2rno? 1230 CF7 0 jutl 2000 200080 W
T otalks: 551.70 2000
Hisiory Balance: 531.70
Solution: Task 12d
Date: 3001252007 Bru“'ns Gﬂlnes Page: 1
Time: 20:00:57 . .
tme Period Trial Balance
To Period: Mhonth 2, Febeuary 2007
N/C Name Dehii Credit
1100 Diebtors Control Account 6,251 36
1200 Bank Current & coourt 31,695 16
1230 Cash Account 531.70
2100 Creditors C omtrol A ccourt 2206723
2200 Sales Tax Control Account 1,03545
2201 Furchase Tax Control Account 3438 50
3000 Capital 3500000
4000 Sales Computer Games 471167
4001 Dales Board Games 1,20529
5000 Purchases Computer Games 14,105 81
001 Purchases Board Gamies 4 57591
T&50 Rernt and Rates 3,200.00
TE51 Professional Fees 450.00
TE52 Repairs & Maintenance 21a.00
T853 Advertising 43520
Totals: 6491964 64,019 .64
Batch Totals
Net Tax Gross
Sales 2894.12 506.46 3 400.58
Purchases 13 259.50 1760.41 15019.91
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3 Computerised Accounts - Level 2
3.1 Syllabus objectives

Level: 2
Credit value: 4

Unit aims

The aim of the qualification is to enable learners to carry out everyday operational aspects of
computerised accounts. These include processing accounting transactions, producing customer and
supplier documentation and producing reports such as aged creditor analysis and sales day book
summaries for management purposes.

Learning outcomes

There are six learning outcomes to this unit. The learner will be able to:
e create accounts using computerised software

e edit details of records

e process accounting transactions using computerised accounts

e produce customer documentation using computerised accounts

e produce supplier documents using computerised accounts

e select and print accounting reports for management purposes

Guided learning hours

It is recommended that 30 hours should be allocated for this unit. This may be on a full-time or part-time
basis.

Details of the relationship between the unit and relevant national occupational standards
This unitis linked to the Level 2 and 3 NVQ in Accounting

Endorsement of the unit by a sector or other appropriate body (if required)
This unit is endorsed by the Financial Services Skills Council (FSSC).

Key Skills
This unit contributes towards the Key Skills in the following areas:

e Communication
e Application of Number
e Information Technology

Assessment and grading
This unit will be assessed by a two hour question paper, which will be externally marked.

The examination paper will take the format of a number of practical tasks. All areas of the syllabus will be
tested on every paper. Candidates will be permitted to use a calculator during the examination and will
be responsible for any printing required.
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Candidates are allowed to print one draft copy only of all required printouts for proof reading
purposes during the examination period. Final printouts may be produced after the duration of the
examination.

30 Level 1/2/3 Award in Computerised Accounts



Unit 002 Level 2 Award in Computerised Accounts
Outcome 1 Create accounts using computerised software

Assessment Criteria
Underpinning knowledge

The learner can:
1.1 add new accounts to the purchase ledger

1.2 add new accounts to the sales ledger

1.3 create accounts in the nominal ledger

Guidance notes

Add and amend customer and supplier details
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Unit 002 Level 2 Award in Computerised Accounts
Outcome 2 Edit details of records in computerised accounts

Assessment Criteria
Underpinning knowledge

The learner can:
2.1 add accounts to the nominal ledger

Guidance notes

2.1 add and amend customer and supplier details
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Unit 002 Level 2 Award in Computerised Accounts

Outcome 3 Process accounting transactions using computerised
accounts

Assessment Criteria
Underpinning knowledge

The learner can:
3.1 process information in respect of the sales ledger

3.2 process information in respect of the purchase ledger

3.3 allocate supplier payments

3.4 allocate customer payments

3.5 process transfers between bank accounts and cash accounts

3.6 process nominal journal entries

3.7 process a wages journal from given data

3.8 process cash and cheque payments and receipts involving discounts

3.9 calculate and reconcile batch totals
Guidance notes

Only bank current account and a cash account will be used
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Unit 002 Level 2 Award in Computerised Accounts

Outcome 4 Produce customer documentation using computerised
accounts

Assessment Criteria
Underpinning knowledge

The learner can:
4.1 produce customer invoices from given data

4.2 produce customer statements of account
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Unit 002 Level 2 Award in Computerised Accounts

Outcome 5 Produce supplier documentation using computerised
accounts

Assessment Criteria
Underpinning knowledge

The learner can:
5.1 produce remittance advice for suppliers

Level 1/2/3 Award in Computerised Accounts
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Unit 002 Level 2 Award in Computerised Accounts
Outcome 6 Select and print reports for management purposes

Assessment Criteria
Underpinning knowledge

The learner can:
6.1 produce purchase day book summaries

6.2 produce sales day book summaries
6.3 produce aged debtor analysis

6.4 produce aged creditor analysis

6.5 produce a trial balance

6.6 produce supplier activity reports
6.7 produce customer activity reports
6.8 produce supplier details reports
6.9 produce customer details reports

6.10 produce nominal ledger account reports
Guidance notes
Reports should show all the required information specified in the question

The type of report printed may depend on the software used
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3 Computerised Accounts - Level 2 City&?

32 SpeC|a||St Tutor InpUt This paper must be returned with

]
the candidate’'s work, otherwise
the entry will be void and no u‘ s
result will be issued.

8989-02-002
Sample 2

Instructions for Specialist Tutor and Invigilator

To be handed to the Specialist Tutor before the date of the examination, together with the disk supplied.
No other part of the examination paper may be handed to the Specialist Tutor.

a) Before the examination

1 Inadvance of the date of the examination, you are asked to load data on to your accounts
software. You can do this by using the disk supplied or by inputting data in the following pages.

2 Checkthat the data matches the hard copy supplied. A printed copy is required after setting
up the file and should be returned with all other examination materials after the
examination

3 Copies of the files should be created for the exclusive use of each individual candidate.

4 The accounts file must be protected against access by other users of the equipment. The content
of the examination must not be divulged.

b) Atthe start of the examination

1 Call up the relevant file for each candidate before the commencement of the examination.

2 The time allowed for the examinations is 2 hours plus 5 minutes preparation time, excluding
printing time. No keyboard/computer operation is allowed during preparation time but
handwritten notes may be made.

3 Any printing required is stated in the candidate’s examination paper. Candidates may print one
draft copy of all required printouts for proof-reading purposes during the examination period.

c) Atthe end of the examination

1 Candidates’ final printouts only should be separated, each sheet clearly marked with the
candidate’s name and collated in task number order. They should be attached to the back of the
examination paper which should contain the candidate’s name on the front sheet.

2 All examination materials, paper and electronic, must be returned to City & Guilds with the
candidates’ papers and the Invigilation Certificate.

3 Thefiles created for the examination must be erased from all storage media.

4 The Invigilation Certificate must be signed by the Invigilator, attesting that the procedures
outlined above were followed. The Specialist Tutor must also add their signature.
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Manual input of set up data

Initialise the system for Loames Hardware with respect to the Sales, Purchases and Nominal Ledgers as
required by the software package in use.

If any minor alterations to codes etc. are necessary due to the software package in use, make sure that
the candidates’ attention is drawn to this before the examination commences and notify City and Guilds
in writing when returning the candidates’ papers.

Enter the following information in respect of Loames Hardware.

Company details: Loames Hardware, Unit 6, West Estate, Lancaster, LA1 6RV.

1. Add the following new accounts to the Customer Ledger:

A/C No Details A/C No Details

2877 Byron Grant & Co 3172 Dawes Manufacturing
52 Westwick Road 167 Holland Way
Doncaster Burnley
Sth Yorkshire Lancashire
DN4 7DT BB114DK

2890 Safdar Hardware 3192 Hopewell plc
Unit 12 Russell House
South Street Estate Bailey Road
Cardiff Chiswick
CF125L W4 8HC

2963 Roberts & Sons 3227 Dean Kitchens Ltd
Britannia Way 42 Wilberforce Way
Richmond Anlaby
Gtr London Hull
TW9 6DA HU10 6YD

2996 CBT Caravans

Renwick Works
York Road
Beverley
HU17 3TH

2. Add the following new accounts to the Supplier Ledger:

A/C No Details A/C No Details

A371 Arnold Parry Ltd R473 Ramba & Co
14 Greenway Road Great Briar St
Kingswinford Hyde
West Midlands Gtr Manchester
DY6 4RK SK14 6HN

M228 Marlin & Partners W295 Weekes Supplies
Keats House 17 Wallace Lane
Woking Coventry
Surrey West Midlands
GU21 8J)Z CV15HIJ

N203 Norris Steel plc

Norris House
Tafton Way
Leicester

LET 2SH
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3. Add the following accounts to the Nominal Ledger and enter opening balances at
1 July as indicated:

Nominal

Code Account Name Dr Cr

1100 Debtors Control Account 0.00 0.00
1200 Bank Current Account 54 432.03

1230 Cash Account * 313.46

2100 Creditors Control Account 0.00 0.00
2200 Sales Tax Control Account 0.00 0.00
2201 Purchase Tax Control Account 0.00 0.00
2210 PAYE Control 1963.80
2211 National Insurance Control 1496.10
2220 Net Wages Control 0.00
3000 Capital 10 000.00
3200 Profit and Loss Account 14 438.54
4000 Sales Fittings 102 420.90
4001 Sales Fastenings 86 139.46
4002 Sales Building 41 060.52
4003 Sales Joinery 31 655.96
4004 Sales Plumbing 11 433.07
4005 Sales Equipment 43 406.00
4006 Sales Miscellaneous 21995.72
4009 Discounts Allowed 2147.50

5000 Purchases Hardware 139302.75

5001 Purchases Equipment 29 442.17

5002 Purchases Consumables 2165.13

5003 Purchases Miscellaneous 12762.88

5009 Discounts Taken 1813.22
7005 Wages & Salaries 44 906.20

7006 Employers’ National Insurance 2813.10

7850 Rent & Rates 43 411.60

7851 Warehouse Costs 8750.76

7852 Delivery 4914.08

7853 Stationery & Advertising 3235.11

7854 Motor & Travel 10463.72

7855 Secretarial 8762.80

Totals 367 823.29 367 823.29

* If using Sage software, ensure that the Cash Account (1230) is set up in the Bank Section.

Level 1/2/3 Award in Computerised Accounts



4. Enter the following invoices into the Supplier (Purchases) Ledger:
A/CNo  Supplier Inv Inv Ref Nom Net Tax Gross
Date Code £ £ £

N203 Norris Steel plc 2Jul 002766 5000 8563.38 1423.66 9987.04
M228 Marlin & Partners 5Jul 7608 5003 384.24 0.00 384.24
W295 Weekes Supplies 6Jul W5136 5000 2745.60 480.48 3226.08
A371 Arnold Parry Ltd 11Jul 07/380 5001 4420.00 773.50 5193.50
R473 Ramba & Co 13Jul 138002 5003 512.35 89.66 602.01
N203 Norris Steel plc 22 Jul 003072 5000 2745.09 456.37 3201.46
A371 Arnold Parry Ltd 23Jul  07/634 5001 914.88 160.10 1074.98
W295 Weekes Supplies 28 Jul  W5380 5000 617.44 108.05 725.49
R473 Ramba & Co 28Jul 138138 5002 2120.00 371.00 2491.00
W295 Weekes Supplies 1Aug  W5416 5000 1462.88 256.00 1718.88
N203 Norris Steel plc 3 Aug 003280 5000 3302.80 549.09 3851.89
R473 Ramba & Co 3 Aug 138486 5002 138.80 24.29 163.09
W295 Weekes Supplies 6 Aug  W5495 5001 4230.47 740.33 4970.80
N203 Norris Steel plc 7 Aug 003338 5000 1814.50 301.66 2116.16
A371 Arnold Parry Ltd 11 Aug  08/226 5000 380.14 66.52 446.66
W295 Weekes Supplies 11 Aug  W5571 5002 119.56 20.92 140.48
R473 Ramba & Co 12 Aug 138966 5002 82.64 14.46 97.10
M228 Marlin & Partners 14Aug 7722 5003 98.56 0.00 98.56
N203 Norris Steel plc 14 Aug 003539 5000 11280.44 1875.37 13 155.81
A371 Arnold Parry Ltd 14 Aug  08/450 5003 226.36 39.61 265.97

Batch Totals 46 160.13 7 751.07 53911.20

5. Enter the following invoices into the Customer (Sales) Ledger:
A/ICNo  Customer Inv Inv Ref Nom Net Tax Gross
Date Code £ £ £

2890 Safdar Hardware 26 Jun 80073 4000 116.87 20.45 137.32
2877 Byron Grant & Co 8 Jul 80280 4002 915.44 160.20 1075.64
3227 Dean Kitchens Ltd 8 Jul 80284 4004 1633.50 285.86 1919.36
2996 CBT Caravans 11 Jul 80296 4001 4129.28 686.49 4815.77
3172 Dawes Manufacturing 14 Jul 80300 4000 812.40 142.17 954.57
2877 Byron Grant & Co 15 Jul 80304 4002 699.49 122.41 821.90
2996 CBT Caravans 22 Jul 80329 4001 3008.32 500.13 3508.45
2963 Roberts & Sons 24 Jul 80333 4006 85.74 15.00 100.74
2890 Safdar Hardware 26 Jul 80348 4000 491.28 85.97 577.25
3192 Hopewell plc 26 Jul 80350 4006 3744.19 655.23 4399.42
3172 Dawes Manufacturing 30 Jul 80359 4003 587.20 102.76 689.96
3192 Hopewell plc 30Jul 80360 4005 1306.02 228.55 1534.57
2996 CBT Caravans 2 Aug 80364 4001 724.54 120.45 844.99
3172 Dawes Manufacturing 4 Aug 80365 4003 1437.55 251.57 1689.12
2877 Byron Grant & Co 4 Aug 80366 4002 2780.29 486.55 3266.84
3227 Dean Kitchens Ltd 5 Aug 80367 4004 370.35 64.81 435.16
3192 Hopewell plc 7 Aug 80368 4000 612.53 107.19 719.72
2877 Byron Grant & Co 9 Aug 80369 4002 2 466.80 431.69 2898.49
2963 Roberts & Sons 9 Aug 80370 4001 1842.36 322.41 2164.77
3192 Hopewell plc 9 Aug 80371 4005 5200.00 910.00 6110.00
2996 CBT Caravans 9 Aug 80372 4000 6227.50 1035.32 7262.82
3227 Dean Kitchens Ltd 12 Aug 80373 4004 700.64 122.61 823.25
2877 Byron Grant & Co 15 Aug 80374 4002 2259.85 395.47 2655.32
2996 CBT Caravans 16 Aug 80375 4001 2113.65 351.39 2 465.04
2890 Safdar Hardware 16 Aug 80376 4000 190.23 33.29 223.52
3172 Dawes Manufacturing 17 Aug 80377 4005 1283.44 224.60 1508.04

Batch Totals 45 739.46 7 862.57 53 602.03
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6. Process and allocate the following payments into the Supplier (Purchases) Ledger, dating all

payments 31 July.

A/CNo  Supplier Cheque No Details Amount (£)
A371 Arnold Parry Ltd 481950 Inv 07/380 & 07/634 6268.48
M228 Marlin & Partners 481951 Inv 7608 384.24
N203 Norris Steel plc 481952 Inv 002766 (disc £447.35)

Inv 003072 (disc £143.40) 12597.75
W295 Weekes Supplies 481953 Inv W5136 & W5380 3951.57

7. Process and allocate the following receipts into the Customer (Sales) Ledger.

Date Customer Cheque No Details Amount (£)
26 Jul Byron Grant & Co 190057 Inv 80280 & 80304 1897.54
26 Jul Dawes Manufacturing 220883 Inv 80300 954.57
29 Jul Dean Kitchens Ltd 009432 Inv 80284 1919.36
31 Jul CBT Caravans 375288 Inv 80296 (disc £215.71)
Inv 80329 (disc £157.15) 7951.36
8. After completion of the above input, the following balances will result:
Trial balance
Nominal
Code Account Name Dr Cr
1100 Debtors Control Account 40 506.34
1200 Bank Current Account 43 952.82
1230 Cash Account * 313.46
2100 Creditors Control Account 30118.41
2200 Sales Tax Control Account 7 862.57
2201 Purchase Tax Control Account 7751.07
2210 PAYE Control 1963.80
2211 National Insurance Control 1496.10
2220 Net Wages Control 0.00
3000 Capital 10 000.00
3200 Profit and Loss Account 14 438.54
4000 Sales Fittings 110871.71
4001 Sales Fastenings 97 957.61
4002 Sales Building 50 182.39
4003 Sales Joinery 33680.71
4004 Sales Plumbing 14 137.56
4005 Sales Equipment 51195.46
4006 Sales Miscellaneous 25 825.65
4009 Discounts Allowed 2520.36
5000 Purchases Hardware 172 215.02
5001 Purchases Equipment 39007.52
5002 Purchases Consumables 4626.13
5003 Purchases Miscellaneous 13984.39
5009 Discounts Taken 2403.97
7005 Wages & Salaries 44 906.20
7006 Employers’ National Insurance 2813.10
7850 Rent & Rates 43 411.60
7851 Warehouse Costs 8750.76
7852 Delivery 4914.08
7853 Stationery & Advertising 3235.11
7854 Motor & Travel 10463.72
7855 Secretarial 8762.80
Totals 452 134.48 452 134.48
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Supplier (Purchases) Ledger balances.

A/C No Supplier Balance (£)
A371 Arnold Parry Ltd 712.63
M228 Marlin & Partners 98.56
N203 Norris Steel plc 19 123.86
R473 Ramba & Co 3353.20
W295 Weekes Supplies 6830.16

Totals 30 118.41
Customer (Sales) Ledger balances

A/C No Supplier Balance (£)
2877 Byron Grant & Co 8 820.65
2890 Safdar Hardware 938.09
2963 Roberts & Sons 2265.51
2996 CBT Caravans 10572.85
3172 Dawes Manufacturing 3887.12
3192 Hopewell plc 12763.71
3227 Dean Kitchens Ltd 1258.41

Totals 40 506.34

SAGE software, this is done as follows

Settings - Invoice and order defaults — untick “Lock autonumber on invoicing / SOP / POP”.

Important note
If entering this data manually, please ensure that the settings for invoicing allow manual invoice numbering. Using
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3 Computerised Accounts - Level 2
3.3 Sample Question Paper

8989-02-002
Sample Paper2

Candidate’s name (Block letters please)

This paper must be returned with
the candidate’s work, otherwise
the entry will be void and no

result will be issued.

Centre no

Time allowed: 2 hours plus 5 minutes preparation time

Date

(excluding printing time)

No keyboard/computer operation is allowed during the preparation time. You

may make handwritten notes.

You must attempt all the tasks in the order given.

You should read through the materials carefully before you begin.

You may print one draft copy of each required printout of work during the
examination period but must submit a final printout only for assessment.

After printing the required printouts, do not staple them together. Put them in

task number order and insert into the examination paper. Return this to the

invigilator.

For examiner’s use only

City8s:
Guilds

Printouts

New accounts

Updating

Batch totals
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Instructions to candidates
You are employed in the accounts department of Loames Hardware, a hardware distribution firm.
Your specialist tutor or the invigilator will access the relevant file before the start of the examination.

Data has already been filed to disk prior to the examination and you are now required to carry out the
following tasks.

1. Add the following new accounts to the Customer Ledger:

A/C No Details A/C No Details
3348 Crabtree & Co 3359 C Simpkin Limited
Shop Unit 3 42 Campbell Way
Ashton Estate Pontefract
Worcester West Yorkshire
WR2 4XY WE8 6AJ

2. Add the following new accounts to the Supplier Ledger:

A/C No Details A/C No Details
5219 Scheller Blohm W492 Williams & Sons
Gerhofstrasse 18 122 Orme Street
20772 Motherwell
Hamburg N Lanarkshire
Germany ML1 7LP

3. Add the following accounts to the Nominal Ledger:

Nominal
Code Account Name
7856 Maintenance

7857 Subscriptions

4. Enter the following invoices into the Supplier (Purchases) Ledger and complete the batch totals:

A/CNo  Supplier Inv Inv Ref Nom Net Tax Gross
Date Code £ £ £
W492 Williams & Sons 18 Aug  8/3005 7856 211.00 0.00 211.00
5219 Scheller Blohm 20 Aug 14160 5001 8240.12 1442.02 9682.14
N203 Norris Steel plc 20 Aug 003628 5000 3214.20 534.36 3748.56
W295 Weekes Supplies 22 Aug  W5760 5002 1884.46 329.78 2214.24

Batch Totals

5. Enter the following invoices into the Customer (Sales) Ledger and complete the batch totals:

A/C No Customer Inv Inv Ref Nom Net Tax Gross
Date Code £ £ £
2996 CBT Caravans 21 Aug 80378 4000 1863.36 309.78 2173.14
3348 Crabtree & Co 23 Aug 80379 4005 4400.00 770.00 5170.00
3359 C Simpkin Limited 26 Aug 80380 4001 813.26 142.32 955.58
2877 Byron Grant & Co 26 Aug 80381 4002 608.58 106.50 715.08

Batch Totals
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You are asked to prepare a service invoice to be sent to Hopewell plc (Account No 3192). The details are
as follows. Save, print and update the ledger with this invoice.

Date Inv Ref Details Nom Net Tax Gross
Code £ £ £
26 Aug 80382 Miscellaneous 4006 1280.40 224.07 1504.47

6. Goods sent to Safdar Hardware (Account No 2890) on 9 August, have been returned to you due to
damage in transit. Process a credit note (Ref C376) for £190.23 plus tax of £33.29. The credit note is
dated 26 August and should be processed to Sales Fittings.

7. 0On 27 August, you sell Fastenings to an employee for a total of £54.05 (including tax) and receive
cash in full settlement. Process the transaction using reference 5278.

8. The cheque for £384.24 that you sent to Marlin & Partners on 31 July (Cheque No 481951) was not
delivered. Process a cancellation for this cheque using the original cheque number and date.

9. Process the following payments:

Method Date Ref Nominal Details Amount  Tax Details
Code £

Cash 27 Aug CP4293 7852 Delivery 131.60 Including tax

Cheque 27 Aug 481954 7857 Subscriptions 208.00 No tax

Cheque 28 Aug 481955 7850 Rent 6000.00 No tax

10. You are given the following Wages Summary and are asked to process the necessary journal entry to
incorporate this into the records. Use reference WJ513 and date 28 August.

WAGES SUMMARY - Week Ending 28 August

Gross Wages 1489.62
PAYE Income Tax 190.20
Employees’ National Insurance 270.40
Net Wages 1029.02
Employers’ National Insurance 290.50

11. On 28 August, you transfer £1 250.00 from the Bank Current Account into the Cash Account, using
reference 481956.

12. On 29 August, you pay Net Wages of £1 029.02 (exempt) by cash. Process this payment using
reference CP4294.
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13. You are given the following cheques received from customers
that they are correctly allocated.

. Enter these into the records, ensuring

Date Customer Cheque No Details Amount (£)
27 Aug Roberts & Sons 504463 Inv 80333 100.74
28 Aug Dawes Manufacturing 221043 Inv 80359 689.96
28 Aug Hopewell plc 216560 Inv 80350 / 80360 5933.99
29 Aug CBT Caravans 376008 Inv 80364 (disc £37.85)

Inv 80372 (disc £325.32) 7744.64

14. On 31 August you pay the following cheques to suppliers. Enter these into the records and ensure
that they are correctly allocated.

A/C No Supplier Cheque No Details Amount (£)

A371 Arnold Parry Ltd 481957 Inv 08/226 446.66

N203 Norris Steel plc 481958 Inv 003280 (disc £172.54) 5700.72
Inv 003338 (disc £94.79)

R473 Ramba & Co 481959 Inv 138002/ 138138 3093.01

W295 Weekes Supplies 481960 Inv W5416 / W5495 6 689.68

46 Level 1/2/3 Award in Computerised Accounts



15. Obtain the following printouts

(Note —the tick checklist is for your benefit to ensure that you have provided all required printouts.)

Printout task

Provide a printout of the Customer (Sales) Ledger Report(s) at 31 August to
include customer name, address, account reference number, all
transactions and the account balance.

v

Provide a printout of the Supplier (Purchases) Ledger Report(s) at 31 August
to include supplier name, address, account reference number, all
transactions and the account balance.

Provide a printout of the following Nominal ledger accounts at 31 August to
include account hame, account reference, all transactions and the account
balance.

e Bank Current Account

e (Cash Account

Provide a printout of the Aged Creditor Analysis (Summary) Report at
31 August.

Provide a printout of the Customer Day Book showing all invoices
processed in August.

Provide a printout of the remittance advice supporting Cheque No 481958
paid to Norris Steel plc on 31 August.

Provide a printout of the customer statement for CBT Caravans
(A/C No 2996) dated 31 August.

Provide a printout of the sales invoice printed for Hopewell plc in task 5.

Provide a printout of the trial balance at 31 August.

End of Examination
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3  Computerised Accounts — Level 2
3.4 Sample Marking Scheme/Worked answer
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Solution: Task 16a

Date: 1171072008 Loames Hardware Page: 1
Time: 133523 e P
Customer Activity (Detailed)
Daie From: 010171950 Cusiomer From:
Daie To: 31082008 Curinmer To: AN A
T ranrac tion Fronx 1 M CFrome
T raneartion To: 222993992 M CTo: QPRI
Inc hifurd transaction: Ho Dept From: 0
Exr lvier paymiend: Ha DeptTo: 5
AT 2877 Hame: Eryron Gzt & Co Candact: Tel
Ho, Type Dale it § i Datab Det TC Vahw L) D Lrelt ¥ B
] SI O8A072008 80280 4002 1] T1 LO75 54 L7554 H -
a0 S 150702008 80304 4002 1] T1 32100 2150 M-
a9 ST O4AE008 0366 4002 o Tl 3266504 ¢ 3.266.54 326684 H -
o2 51 O9MEs2008 B0E69 4002 1] T1 1a0040 280540 259549 H -
a7 58I 15008 80574 4002 1] T1 L65532 + 2A5532 265532 H -
106 SE 20407008 190057 oo Saks Receipt 0 T9 Lag7 54 laorse - M
118 51 20Mm0008 S0EEL 4002 o Tl TLae * TLH08 TL508 H -
Tetals: 053573 X ENE] 11433 27 Log7 54
Arvomat Thotstanding BAIATE
Arnomd Paid fhis pedced Lao7. o
Creldt Lina oo
Tumover YTD 973045
AT 230 Hame: Safdr For damre Candact: Tel
Ho  Type Dake e HE Dt alls Det TC Vahw L) D Lreft ¥ B
] 51 26802008 80073 4000 1] T1 13732 + 137.32 15732 H -
a3 51 26M0702008 80348 4000 1] T1 SITa5 ¢ 57725 57725 M-
o9 S 16Am008 S0ET6 4000 o Tl JE5L 22352 o352 H -
120 SC 26062008 C376 4000 1] T1 1552 . 22352 &5 HOo-
Totals: T4 5T T14.57 Eg 09 2552
Arvomat Thotstanding T14.57
Arnomd Paid fhis pedced 0.0
Credd Lanit ono
Tumme YTD 60a. 13
AT 2063 Hame: Roberts & Sans Candact: Tel
Ho, Type Dale Fel i Deiaik Det TC Vihw L) D Lrelit ¥ B
a2 S 24A0702008 80333 4006 1] T1 10074 10074 H
03 51 00Am008 20270 4001 o Tl L1477 * 2,164.77 2116477 H -
137 SR 27NE/008 SM463 1200 Salks Beceipt 1] T9 174 74 - H
Tetals: 4164 77 2,164.77 L2551 100.74
Arvomat Thotstanding 216477
Arnomd Paid fhis pedced 100,74
Crela Lanit ono
Tumover YTD 192310
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Date: 1171042008 L.:.ﬂlnes Hf:'ll'(l“'ﬂl'l?' Page: 2
Time: 15:35:23 .. o
Customer Activity (Detailed)
AJE: 20ad Hamne: CET Carrare Codact: Tel:
No,  Type Dake Re N Daaks Dgt T/C Fahee o5 Dt Lrelit ¥ B
T8 ST 12008 S009s 4001 0 Tl 481577 481577 H
a1 ST 22008 80529 4001 0 Tl 350845 350845 H -
ar ST 22008 90564 4001 0 Tl 244 93 4403 H -
Q5 ST 092008 80572 4000 0 Tl ling v} TGI8 H -
8 ST 16AES200:8 80575 4001 0 Tl 246504 * 246504 246504 H -
109 SR ELRS008 ITIMER Lan Suks Receirt 0 ™ To51EG Taslzé - H
110 D ELRS00E ITIMER 4009 Salkes Disconmt 0 ™ g ITags - -
115 I 21008 S0ETE 4000 0 Tl L1714 * 217314 PRERTE H -
140 SR 20ME2002 ITG00 Lan Suks Receirt 0 ™ TG T - H
141 S0 20002 ITE00: 4009 Sulks Dhsconmt I} bl 36317 1T - -
Totals: 463318 463818 2L07021 1645203
Aot Ohotstanding 4438.18
Arvomit Faid fhis period 15 696.00
Credit Lanit ann
Tumever YT 18, 06655
AJC: 2172 Hamne: Damres Maufa ok Condact: Tek
No. Type Dae ke N Daisiks Dgi T/C Fabue 13 Dbk Lrelii ¥ B
T S0 L4008 80300 4000 I} Tl MY D54 57 H
a5 S IOAOFS008 90559 4003 0 Tl 650 96 620 96 H -
a8 S 04008 S0E65 4003 0 Tl Legm 1 * 168912 Leae 12 H -
100 S L7008 80577 4005 0 Tl Limmne * Li03.04 Langns H -
107 SE 2600008 220855 200 Saks Receint 0 T o054 57 oMs5T - H
138 SE 2802008 221043 200 Saks Beceipt 0 9 G50 96 aeas - H
Totals: 107 .16 3,197.16 404169 L4 53
Arvomrd O anding 310716
Arnoard Paid dhis peded 14452
Credi Lindt i)
Tumever YTD 4,120.58
AL 392 e Homemrellple Canact: Tel:
No,  Type Dake Re N Daaks Dgt T/C Fahee o5 Dt Lrelit ¥ B
a4 ST 2602008 80550 4006 0 Tl 430042 4530042 H
a6 ST S0A0PS200:8 80560 4005 0 Tl 1534 57 L5534 57 H -
91 ST 072008 80563 4000 0 Tl TITFL - T19.72 71972 H -
4 SI 0RAR008 S03T1 4005 o Tl 611000 * 6,110.00 6,110 00 H -
112 I 262008 20232 4006 il ceLbrwe cnxe 0 Tl LI 47 * L0447 L0447 H -
130 SR 282002 216560 Lan Suks Receirt 0 ™ 503300 A0:E00 - H
Totals: 23 .10 833419 14,262 18 503502
Amomit (hobstanding EEEL 8L
Aot Faid fhis period 50330
Credit Lant ann
Tumever YT 12,145 14
A 37 Mamne: D Kickere Itd Condact: Tel:
No.  Type Dae ke N Daisiks Dgi T/C Fabue 13 Dbk Lrelii ¥ B
T I 0BA008 S0284 4004 0 Tl R e} Lalazg H -
o0 I 052008 S0267 4004 0 Tl LE=RLI 43516 42316 H -
il I lane00g S0ET3 4004 0 Tl 2B ¢ 82325 20325 H -
108 SE 20T S008 009432 00 Saks Beceint 0 T L1919 36 191938 - H
Totals: 25041 125841 LTI 21036
Amvomt (hobstanding 125841
Arvomit Faid fhis period 191935
Credit Lanit ann
Tumever YT 270449
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Date:  11/10/2008 Loames Hardware Page:
Time: 18:35.23 o . \
Customer Activity (Detailed)

AL ex:t Hamne: Crabires & Co Cordat: Tel

Hoe.  Type Daie ke ol o Daiak Det T/C Yahe D5 Dbk Lrelit ¥V E

116 51 230BA008 S0ETO 005 0Tl 517000 * 5,170.00 517000 o
Totdls: 17000 5170.00 SI7000

Amomd thostanding 517000

ATnoma Bxid fhis peried nm

Credit Linit 000

Tumme YTD 4.400.00

A 33 Mg £ Stmpk Limed Canact: Tel:

No. Tvpe Dae Rek T Detaiks Dat TC Yahe 0s Dt Crefit ¥V B

117 ST 26M3/2008 80380 001 0TI 95558 * 955.53 955 58 H
Totals: 9558 95548 955 58

Arvomd hotst ading 9555

Ao Baid fhis peried nm

Credit Linit 000

Tumme ¥TD 81326
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Date: 11/10/2002
Time: 1%:41:22

Customer Fronu:
Customer To: FFRFRTRT

AIC Nanwe & Address

2277 Byron Grant & Co
52 Wes tarick Faoad
Dioncaster
Sth ¥ orkshire
DN47DT

2890 Saflay Hardwrare
Uit 12
Sonth S treat Estate
Cardiff
CF125L

2985 Foberts & Sons
Britareia Way
Fichmond
GirLomden
TR ED4A

2598 CET Caavans
Fewerick Woels
Fork Foad
Bewerky
HIT173TH

3172 Dawes Manfatinng
1567 Hollard Way
Bumley
Lancashire
BE11 40K

3192 Hopearell ple
Fussell House
Bailey Foad
Chisarick
W EHC

3227 Diean Kitchens Ltd
42 Wierorce Way
Anlaby
Hull
HIT10 YD

3348 Crabires o Co
Shep Umit 3
A shiom Fs tate
Worees ter
WE2 4ET

3359 C Sinplan Lindted
42 Canpbell Way
Pontefiact
West Torkslive
TWES BAT

Loames Hardwar e

Customer Address List

Contact Mane

Fax

Page:
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Solution: Task 16b

Date: 11/10/2008 Loames Hardware Page: 1
Time: 15:44:10 . L o
supplier Activity (Detail ed)
Daie From: 0101715920 Supplier From:
Daie To: S1A0Rr200E Supplier T o: LEFTITTE,
T ransartion Frone 1 N/C From:
T rareartion To: 92290053 N/ICTo: Q0920000
Inc b/fud trancaciion: Ho Dept Frome 1]
E xx later paymendt: Ho DepiTo: o9
AL A371 Namne: Amold Pary Lid Condact: Tel:
Heo_ Iype Date ket Wi Daalls Dt T'C Xalie LU Dbt Lxelit ¥ B
58 ! 1072002 0752 5001 0 Tl 519350 oon A10350 H
6l ! 070002 0763 5001 0 Tl 1074908 oon L4ng H
69 ! 1l02o002 00 000 0 Tl 446,66 oon Hahs M
T I 4030003 00850 5003 0 Tl 26597 * 26587 K587 H
101 PP ZLOTL003 451950 1200 Purchase Pramerd 0 ™ 626848 oon 620848
146 PP SLOSL003 451957 1200 Purchase Pramerd 0 ™ 446,66 oon 466
Totak 26587 26597 6715 14 oE111
Arnvomma Chobstanding 20597
Aromi pad ihis penicd 671514
Creldt Lanit 0.0
Tumme YTD 50413
AL Juieies] Namne: Marln & Partrwers Condact: Tel:
Ho_ Dype Date het Hi© Daalls Dt T'C Yalie o5 Deit ik ¥ B
56 Jul 05072008 Tals 5003 0 T 38424 onn 44 M
T ! 4oz yTR LIES 0 jul 0256 * 056 0258 M
102 PP 072002 CAMCEL 1X00 Durchace Prmerd 0 ™ 32424 oon 34
122 ! FLO0TQ002  CAMCEL 9000 Carucelled Cheque 0 ™ 32404 ¢ I =424
Totak: 432.80 450 80 38404 6704
Arnvouma Chobstandimg 48280
Arvomit paid this pericd 0.00
Creldt Tanit 0.0
Tumme YT 452.80
AL Mz Hamne: Homrk Steelpk Condact: Tel:
Ho_ Type Date Ref NiC Detals Dgi T/C Yale ns Dbt el ¥ E
55 hul 02072008 002766 000 0 Tl Q08704 00 amind ¥
<] hul 22072008 003072 000 0 Tl 320146 00 320146
65 Jul 030802008 003230 A000 0 Tl 385189 onn 385189 M
Gg ! o70sQ0s  o0EEe 000 0 Tl 211616 oon 211616 H
T3 ! L40za00e 003530 000 0 Tl 1315581 * 1315521 1515581 W
103 PP ZLO7Q00E 421052 100 Durchace Prmerd 0 ™ La5a7rs oon 1250775 -
104 P LOTL003 451952 009 Purchiase Discont 0 ™ 59075 oon 500,75
113 I 20080005 003528 000 0 Tl 374850 * 3748 56 34856 H
142 PP GLOSL003 451950 1200 Purchase Pramerd 0 ™ 570072 oon 5.700.72 -
143 P LOSL003 451950 009 Purchiase Discont 0 ™ 26733 oon 26753
Tolak: 16,904 37 16,904 37 10 156G 55 36,060 93
Arnvomma Chobstanding 16.004.37
Aromi pad ihis penicd 1220247
Creldt Lanit 0.0
Tumme YTD A220.41
AL BT Namne: Ramta & Co Condact: Tel:
No. Type Date Ref NG Daisdls Dait T/ Valie 05 Dt Credt ¥ B
50 ! 12072008 138002 LIES 0 Tl 60201 oon w20l H
63 ! 2070002 138132 5002 0 Tl 240100 oon 240100 H
1] ! 03020002 138426 5002 0 Tl 16300 * 16z 02 16208 H
71 I 12082008 138966 002 0 Tl 97.10 * T 9710 H
144 PP GLOSL003 451950 1200 Purchase Pramerd 0 ™ 308301 oon 309301 -
Tolak: 26019 260.19 300301 343 20
Arnvouma Chobst andimg 260,19
Aromi pad ihis penicd 200301
Creldt Lanit 0.0
Tumme YTD 2R5T
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Date: 11/10/2008 Loames Hardware Page: I
Time: 1%:44:10 . .. . .
Supplier Activity (Detaled)
AL 5219 Harne: Schelkr Blhm Cardact: Tel:
He, Tvpe Date ket N Deails Dt T/C. Yalie o5 Dbt Lxeli ¥ B,
112 Pl 20082008 T4160 5001 0noT 056214 056014 068218 H
Tolak: D AEa 14 Yty o0 neEa1d
Amoumt (hotst mding 058214
Arnoum paid this paricl 0m
Crelit Limit 0m
Tumove YTD 224012
A W5 Tharne: Weebes Supplies Cordact: Tel:
No, Tvpe Date Ref N Detads Degt T/C Vale s Debit Creld ¥V B
57 M OGOTR00E  WSISE 5000 0T 322608 0.0 3AE0E W
62 Pl 28070008 WS30 5000 0noT 72549 000 72548 H
64 M OLOSQ00E  WS4LS 5000 ooT 171888 000 L7E88 W
67 Pl OGOSQ00E  WS495 5001 0T 4 970,60 000 407080 W
70 M ll082WE  WSsT1 5002 0noT 140,48 140 42 4048 H -
105 PP OILOTOE 451953 1200 Turhase Trmert [ 305157 0.0 305157 - W
114 Pl 22080008 WSFRD 5002 0T 221424 221424 220424 H -
145 P ZL0SQWE 421960 1200 Durchase Drmend [ 6,580.68 000 668068 - W
Totak: 235473 2139472 1064125 1299597
Ao thetst anding 2354.72
Amomt paid this pericl 1054125
Crelit Limit 0.
Tumover YTI 11 060,41
AL w492 Harne: Wilkiam s & 5 ans Cardact: Tel:
Ho. Tvpe Date ke A Deails Dt T/C. Valie o5 Dbt Lreli ¥ B
111 Pl 1808208 SA00S 7856 0o 21100 21100 2100 H
Tolak: 21100 21100 o0 |
Amoumt Gubst mding 21100
Arnoum paid this paricl 0m
Crelit Limit 0m
Tumove YTD 211.00
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Supp Ber From:
Supplier To:

4/C
4771

MR

H203

R473

2212

Rl

Date: 11/10/2008
Time: 13:45:44

Loames Hardwar e

Supplier Address List

ZIZTITTE

MName Comiact

Ameld Pawy Lid
14 Greerrwray Foad
Eingrannfoed
West blidlarnds
D& 4RE

W athin & Pariness
Keats House
Waking

Sumey

GU21 812

Henzis Steel pke
Herns Hanse
Tafton Way
Laicaster

LEl 25H

Famba & Co
Gweat BHar 5t
Hyde

Gir Manchester
K14 6HM

Seheller Blahm
Cerhofitrasse 18
20772

Hantnzg

Gerrnany

Weekes Suppliss
17 Wallace Lane
Coventry

West Mhidlands
CW1 5HT

Williarms & 5 ons
122 e Strest
Motherarell

N Lanarkshire
ML1 7LP

Page:
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Solution: Task 16c¢

Date:  11/10/2008 Loames Hardware Page: 1
Time: 18:47:32 . .-
Nominal Activity
Dase From: 010141920 N(C Frome
Daie To: 3102008 NC To: QRIS
T ransac tion Frone 1
T ranzartion To: QRIGIDT
NiC: 1200 Name: Bank Curent Acoount Account Balanwe: 35,418.52DF
No Tipe Date Account Ref Details Dept TiC! Valuwe Debit Cralit ¥V B
1 D OLATi200e 120$0 O/Bal Cpering Balance u] T 54,432.03 5443203 - -
101 PP SN0 AT 4815950 Purchase Payment u] T 52A8.45 A2RE4E - W
102 PR SLATT2005 hI22R CANCEL Purchase Payrnent u] T 55424 424 - N
103 PP SLATHA00E H20G 481552 Purchase Payment u] T 1258775 1258995 - H
105 PP SLATHA0E WS 4818953 Purchase Payment u] T 35951.57 5385157 - W
106 iR RNTHA0E 2B 120057 Zakes Receipt u] T 189754 1,597.54 - B
107 iR SRATHA0E 3172 2E33 Sakes Receipt u] T 354 57 354 57 - N
10 iR BT 5227 ooa432 Zakes Recept u] T 1919.56 191938 - N
109 SR SLATNA0E 299 F75RE Sakes Receipt u] = ARy ) TE51.38 - N
123 D S1ATT2008 1200 WOID Catrellad Cheque - M225 u] T 55424 52424 - N
126 BP  ZnOs/200z 1200 481554 u] T 20z.00 H500H N
147 BP 250272008 1200 4818955 u] T &,000.00 A0000 N W
154 Ic SRATE200E 1200 4815956 Bank Tiansfer u] T 1250000 125000- W
157 iR SUIRI00E 2063 50483 Sakes Receipt u] T 100,74 100.74 - N
152 iR 2eNmi00E 317 221043 Zakes Racept u] T £29.98 B29.98 - N
129 SR RAEA0E 319 218580 Sakes Receipt u] = 553399 553399 - N
140 iR ONIEI00E 2098 76008 Sakes Receipt u] T 174464 T4 84 - N
142 PP S1m00E M20G 4815958 Purchase Payment u] T 570072 5M072- W
144 PP SLAE00E R475 4815959 Purchase Payment u] T 309301 509501 - W
145 PR SLAm200E WERS 481580 Purchase Paymment u] T £ ERDES EERRERE - W
lda PP SLAEm200s 4571 481557 Purchase Payment u] T 446.68 dMees - N
T atals: 20543 45,590.11
Hisiory Balance: 3541832
MiC: 1230 Mame: Cash deoeount Arcount Balanwe: 45652 R
Mo Tywpe Daie Account Ref Details Dept TiC Yahue Debit Credit V B
3 D 0LAT72008 1230 O/Bal Crpering Balance u] T 51548 513548 - -
121 BR  ZnORi200s 1230 2 u] Tl 5405 5405 N N
145 BP  ZWOR/2008 1230 CP4223 u] T1 13160 151608 N
135 I RAIE00E 1230 4815956 Bank Tiansfer u] T 1250000 1,250.00 - B
156 BP  0si200s 1230 CPaz4 u] T 1202 LO2e02H N
T atals: LEL751 118062
Hisiory Balanwe: 456,82
Solution: Task 16d
Date: 20132008 Lomnes Hardware Page: 1
Time: 210502 Aged Creditors Analvas (Snmmay)
Raport Date: 3102008 Supp har From:
Inchde firvrs tanearbone: bl Supphbar Te: ootk ok o
Exrhale Later Paymend:: =]
A Hawnk: LIEIE LNk DOmine Ealance uime et el 1 Fanied 2 Rin il P e
AT Amoki Pars Tad 0.0 3l w507 0.0 ¥507 [ 00 0D i
WL Iiclin Famers 1.0 HE 1A 0. o855 ] uiui] ann (]
HI0G Hezis Steelpk L0 30RM4l LGuMET 000 16437 b 000 0D [
R4TE Bamia & Co 0. 1037 018 0.0 0,12 X1 000 000 w0
£ Cehllar Blibm 0.m 224112 011 0.0 05204 0.0 000 oo (i
wass Wedies Sapoliss Lo 1L0m4l 2,354 12 0.m 11572 nm ooy 0an nag
Tz Wllams & Soms 0.0 21100 21100 0.0 21100 [ 00 0D il
Todak: WImel  WMoAT1 im ImRes Ew fm nn g
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Solution: Task 16e

Date: 11/10/2008
Time: 13:50:43

Loames Hardware

Dav Books: Customer Invoices (Summarv)

Daie Fromu:
Daie To:

OLAE 2008
S0

T raneartion From: 1
T raneaction To: SRS

27 1 31 ammmanEm 2%
22 1 31 w3172
29 1 1 e =T
0 1 31 emmrannm 3y
2l 1 31 oo 3182
92 1 i1 eMmaE =T
3 1 31 eMmMA0E JE3
A4 1 31 meMmsamm 3152
5 1 31 eMmaA0E B%
A& 1 31 l2Mmranms 327
a7 1 31 laMmramm |7
8 1 31 leMmramm B%
aa 1 31 18MmranE 2850
100 1 31 1w 3172
115 1 31 21MmrAmE M0
11& 1 31 B 3348
117 1 31 WmAm 3B
118 1 31 Wm0 2|77
112 1 31 Wm0 3152

Miscellaneons
Totals:

Page:

Churinmer From:

Cusiomer To:

ZIETRTEE

Net Arvound T ax Anwound Croes Anwumit
T24.54 12045 244 99
143755 25157 168912
47e029 485 55 3,266.84
335 &2l 43516
B1253 10719 872
248520 431 52 2529249
1,242 56 32241 218477
520000 1000 6,110.00
822750 103552 126282
00,64 12281 8325
2253 E5 39547 2p5S532
211345 35159 24854
12023 cels) a:ma2
1,28544 224 &0 1,508 .04
1,363 36 30078 217314
440000 000 51700
21326 14252 95558
&858 10650 71508
1,22040 22407 1,504 47
3717533 41002 43,585 35
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Solution: Task 16f

W03
MorrisBteel ple 31084008
Worris Houge
Tafton Wy
Leicester
LEl 23H
421058
REMITTANCE ADVICE
Date Ref. # Details Debit Credit
03/05/2008 003220 £ 5,851.5%
S0 Drisconnt L 1725
02002 003338 2 2,118.1&
SLTE2008 Diseonmt £ XM
£ 5,700.72

Level 1/2/3 Award in Computerised Accounts

59



Solution: Task 169

fatement

From

Loarmes Hardware
Init &

West Estate
Lancaster

L&A1l &RW

To:

CBT Caravans
Renwick worls
ork Road

Bewverley
HU17 3TH

Transactions MOTE: All values are shown in Pound Sterling

Date Ref. Details
11/07/2008 0296 Goods/Services
22/07/2008 go3ze Goods/Services
0z/08/2008 80364 Goods/Services
039/08/2008 80372 Goods/Services
16/08/2008 80375 Goods/Services
310772008 375288 Payment
310772008 375288 Discount
21/08/2008 80378 Goods/Services
Current Period 1 Period 2
£ 1274599 £ 000 £ 0,00

M M M M T

Afc Ref,
Date

Debit
481577
350545

844 .99
726282
2465.04

217314

Period 3

0.00

Amount Due

2998

29 Mar 2008

795136
372.86

Older
£ 0.00

£ 12745,99
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Solution: Task 16h

Invoice

Erom

Loarnes Hardware

Unit &

West Estate

Lancaster

LAl aRY

WAT Reg Mo

To:

Hopewell plz Invoice Na. gnasz

Russell House

Bailey Road Invoice f Tax Date 26/08/2008

Chiswick

W BHC Customer Order Mo,

VAT Reg Nao: Account No. 3192

Quantity Details Disc % Disc Amt Net YAT Rate YAT

1.00 Miscellaneous o.oo 0.oo 1,280.40 17.50 2:24.07

Total Net Amount 1,280.40
Carriage Net 0.00
Total ¥AT Amount 224,07
Invoice Total 1,504.47
Euro Total 0.00
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Solution: Task 16i

Date: 1171072003 Loames Hardware Page: 1

Time:  20:35:26 Period Trial Balance

To Period: Wonth 8, August 2008

N/C Mame Deh jt Credit

1100 Debtors Control Accouwat 35,968 59

1200 Bank Cutrert & ceount 35,418 32

1230 Cash Account 456 .89

2100 Creditors C ontrol A ccournt 30,161.19

2200 Sales Tax Control Account 0.390.00

2201 Purchase Tax Control Account 10,076 23

2210 PAYE Cortrol 2,154.00

2211 M ati onal Insuranice C ontrol 205700

3000 Capital 10,000.00

3200 Profit and Loss Account 14,438 54

4000 Hales Fittings 112,544 84

4001 Sales Fastenings DEELGET

4002 Hales Building 50,790 97

4003 Sdles Joinery 3368071

4004 Hales Plumbing 14,137 56

4005 Hales Equipment 55,595 .46

4006 Sales Miscellaneous 2710603

4009 Discourts &llowed 2,883.53

5000 Purchases Hardwr are 175,429 22

5001 Purchases Equiptm ent 47247 54

5002 Purchases Conmunables 6,510.59

5003 Purchases Miscellaneous 13,984 39

5009 Discourts T aken 267130

7005 Wages & Salaries 46 3595 B2

004 Employers N ational Insurance 3,103.60

7250 Rent & Rates 49 411 60

TE51 Warehouge Costs E,730.7d8

7852 Delivery 5,026.08

T853 Stationery & Adwvertising 323511

7854 Motor & Trawvel 10,463 .72

T855 Secretarial 2,762 80

TE56 Iairdenance 211.00

7857 Bubscriptions 202.00

Totals: 463,544 49 463,544 .49
Batch Totals
Net Tax Gross

Sales 7 685.20 1 328.60 9 013.80
Purchases 13 549.78 2 306.16 15 855.94

62 Level 1/2/3 Award in Computerised Accounts




4 Computerised Accounts - Level 3
4.1 Syllabus objectives
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Unit 003 Level 3 Award in Computerised Accounts

Level: 3
Credit value: 8

Unit aims

The aim of the qualification is to enable learners to carry out everyday operational parts of computerised
accounting, involving the interpretation and processing of both routine and non-routine transactions,
together with the production of accounting reports such as profit and loss accounts and balance sheets.

Learning outcomes

There are five learning outcomes to this unit. The learner will be able to:

e know how to set up master data on a computerised accounts software package
e process accounting transactions on a computerised accounts software package
e understand how to process adjustments

e understand how to process period end adjustments

e selectand print accounting reports for management purposes

Guided learning hours

It is recommended that 60 hours should be allocated for this unit. This may be on a full-time or part-time
basis.

Details of the relationship between the unit and relevant national occupational standards
This unitis linked to the Level 2 and 3 NVQ in Accounting

Endorsement of the unit by a sector or other appropriate body
This unit is endorsed by the Financial Services Skills Council (FSSC)

Key Skills

This unit contributes towards the Key Skills in the following areas:
e Communication

e Application of Number

e Information Technology

Assessment and grading
This unit will be assessed by a two hour 30 minute question paper, which will be externally marked.

The examination paper will take the format of a number of practical tasks. Candidates will be permitted
to use a calculator during the examination and will be responsible for any printing required.

Candidates are allowed to print one draft copy only of all required printouts for proof reading
purposes during the examination period. Final printouts may be produced after the duration of the
examination.
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Unit 003 Level 3 Award in Computerised Accounts

Outcome 1 Know how to set up master data on a computerised
accounts software package

Assessment Criteria
Underpinning knowledge

The learner can:
1.1 set up customer information

1.2 set up supplier information

Guidance notes

1.1-1.2 information: settlement terms, credit limits, contact details
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Unit 003 Level 3 Award in Computerised Accounts

Outcome 2 Process accounting transactions on a computerised
accounts software package

Assessment Criteria
Underpinning knowledge

The learner can:
2.1 process information in respect of the sales ledger

2.2 process information in respect of the purchase ledger

2.3 allocate supplier payments

2.4 allocate customer payments

2.5 process returned and cancelled cheques

2.6 process transfers between bank accounts and cash accounts

2.7 process nominal journal entries

2.8 process cash and cheque payments and receipts involving discounts
2.9 calculate and reconcile batch totals

2.10 add accounts to the nominal ledger

2.11 calculate and process supplier payments according to given terms and conditions
2.12 process transactions via a suspense account

2.13 set up and amend bank standing orders

Guidance notes

Information: invoices, payments, credit notes
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Unit 003 Level 3 Award in Computerised Accounts
Outcome 3 Understand how to process adjustments

Assessment Criteria
Underpinning knowledge

The learner can:
3.1 process contras between sales ledger accounts and purchase ledger accounts

3.2 process entries involving the purchase and disposal or scrapping of fixed assets

3.3 calculate and process the profit or loss on fixed asset disposal
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Unit 003 Level 3 Award in Computerised Accounts
Outcome 4 Understand how to process period end adjustments

Assessment Criteria
Underpinning knowledge

The learner can:
4.1 create a provision for bad debts

4.2 adjust a provision for bad debts

4.3 write off bad debts

4.4 process small balance write-offs

4.5 calculate depreciation of fixed assets

4.6 process depreciation of fixed assets

4.7 process entries to reverse opening stock, prepayments and accruals
4.8 process entries in respect of closing stock

4.9 calculate and process entries in respect of closing prepayments and accruals
Guidance notes
4.2 increase or decrease provision

4.5 calculations using the straight-line method and reducing balance method
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Unit 003 Level 3 Award in Computerised Accounts

Outcome 5 Select and print accounting reports for management
purposes

Assessment Criteria
Underpinning knowledge

The learner can:
5.1 produce a supplier day book report for a specified period

5.2 produce a customer day book report for a specified period
5.3 produce an audit trail for a specified period

5.4 produce a profit and loss account for a specified period
5.5 produce a balance sheet at a specified date

5.6 produce a trial balance

5.7 produce bank current account and cash account reports
5.8 produce nominal ledger reports

5.9 produce sales and customer ledger reports

5.10 produce purchase and supplier ledger reports

5.11 prepare and print a bank reconciliation report

5.12 prepare remittance advices

5.13 produce aged creditor analysis

5.14 produce a record of recurring entries
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4 Computerised Accounts - Level 3 City&

This paper must be returned

42 S eC|a||St TUtOF |n Ut Wi e candidate’s work. H
p p Fatirutrg to dods(j) cvill resull<t in G u I Ids

delay in processing the
candidates’ scripts.

8989-03-003
Sample 2

Instructions for Specialist Tutor and Invigilator

To be handed to the Specialist Tutor before the date of the examination, together with the disk supplied.
No other part of the examination paper may be handed to the Specialist Tutor.

a) Before the examination

1 Inadvance of the date of the examination, you are asked to load data on to your accounts
software. You can do this by using the disk supplied or by inputting data in the following pages.

2 Checkthat the data matches the hard copy supplied. A printed copy is required after setting
up the file and should be returned with all other examination materials after the
examination

3 Copies of the files should be created for the exclusive use of each individual candidate.

4 The accounts file must be protected against access by other users of the equipment. The content
of the examination must not be divulged.

b) Atthe start of the examination

1 Call up the relevant file for each candidate before the commencement of the examination.

2 Thetime allowed for the examinations is 2 hours 30 minutes plus 5 minutes preparation time,
excluding printing time. No keyboard/computer operation is allowed during preparation time but
handwritten notes may be made.

3 Any printing required is stated in the candidate’s examination paper. Candidates may print one
draft copy of all required printouts for proof-reading purposes during the examination period.

c) Atthe end of the examination

1 Candidates’ final printouts only should be separated, each sheet clearly marked with the
candidate’s name and collated in task number order. They should be attached to the back of the
examination paper which should contain the candidate’s name on the front sheet.

2 All examination materials, paper and electronic, must be returned to City & Guilds with the
candidates’ papers and the Invigilation Certificate.

3 Thefiles created for the examination must be erased from all storage media.

4 The Invigilation Certificate must be signed by the Invigilator, attesting that the procedures
outlined above were followed. The Specialist Tutor must also add their signature.
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Manual input of set up data

Initialise the system for Tyson Signs with respect to the Sales, Purchase & Nominal Ledgers as required
by the software package in use and enter the company address as follows:

Unit 5, Howell Estate, West Bromwich, B70 3FL

Where there is difficulty initialising the system with a new company name, you may allocate an existing
company name and inform the candidates of this.

Due to the wide variety of software packages on the market it may be necessary for you to make minor
alterations when inputting data, eg including tax codes, reference names, etc. Make sure candidates’
attention is also drawn to any additions/omissions necessary when they are entering data.

Enter the information on the following pages for Tyson Signs into your storage medium.

Input dates using an appropriate year. For the purpose of this examination assume the rate of tax is
17.5%. When inputting sales and purchase invoices, please ensure that the net, tax and gross figures
correspond to those detailed.
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1

Input Customer data exactly as detailed in the schedule below:

A/C No

Name

Address

Contact Name

Contact No

Credit Limit

Terms

2703

Cohen Corporation

Stone House
Welling Street
Swindon

GL51 75P

Sharon Gold

01793 262371

£20 000

30 days net

2734

Hope Contractors

Border Street
Carlisle
Cumbria

CA1 8IM

Jim Robson

01228 770920

£30 000

5% discount for 30 day settlement

2760

Huby Architects

Burstall House
Abbots Way
Gateshead
NE8 7GV

Jon Thwaites

0191 433 2880

£5 000

30 days net

2880

Pawson & Co Ltd

Howlett Centre
Edward St
Huddersfield
HD3 2TA

Nicola Richards

01484 423116

£10000

30 days net

2893

Riding Stores plc

Brent Building
Western Road
Bath

BA4 3PT

Sue Dixon

01225 505697

£3 000

30 days net

2895

S Huggett & Son

14 Denton Lane
Broadway
Scunthorpe
DN15 6CX

Pat Huggett

01724 663088

£8 000

30 days net

2900

Jenkins & Carter

82 Garden Street
Richmond
Greater London
TWO 2YH

Anne Moore

0208 607 1818

£10000

30 days net

2908

Immon Design

Brouwerstraat 17
Antwerp

2274

Belgium

Eric Thys

323226 5077

£25000

30 days net
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2

Input Supplier data to exactly as detailed in the schedule below:

A/C No

Name

Address

Contact Name

Contact No

Credit Limit

Terms

B342

Barnett Paints

Topton Works
Jackson Street
Keighley

BD21 4SL

Usman Nadir

01535 663070

£25000

30 days net

B376

Bond Partnership

Dutton House
West Way
Hendon

NW4 4YG

Hannah Jordan

0181203 8180

£2 500

30 days net

C411

CB Factors Ltd

Unit 32C

Chalk Way Estate
Gretna

DG16 9JV

Brian Holt

01461 220881

£4 000

30 days net

H229

Horton Limited

6 Ashton Way
Elstree
Hertfordshire
WD6 3DC

Laura Warden

0181208 4237

£2 000

30 days net

P608

Pawson & Co Ltd

Howlett Centre
Edward St
Huddersfield
HD3 1TA

Nicola Richards

01484 423116

£10000

30 days net

R238

Riby Plastics plc

Railway Works
Sutton Street
Crewe

CW1 6KR

Mandy Burton

01270511630

£25000

5% discount for 30 day settlement
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3 Input Customer ledger opening balances as follows.

A/C No Customer Reference Date Amount

2703 Cohen Corporation 42663 17 Feb 1263.85
42690 28 Feb 4155.45

2734 Hope Contractors 43106 18 March 817.40
2760 Huby Architects 42675 20 Feb 1190.33
2880 Pawson & Co Ltd 42883 5 March 2 464.80
2893 Riding Stores plc 42904 8 March 196.77
43022 14 March 627.50

2895 S Huggett & Son 42695 22 Feb 2730.12
2900 Jenkins & Carter 42866 3 March 3558.78
42935 11 March 812.00

2908 Immon Design 42691 28 Feb 7151.46
24 968.46

4 Input Supplier ledger opening balances as follows.

A/C No Supplier Reference Date Amount

B342 Barnett Paints 0677042 23 Feb 1207.88

0677834 28 Feb 4009.41

0678230 4 March 312.95
B376 Bond Partnership B2730 11 March 882.75
C411 CB Factors Ltd 03-3701 3 March 903.90
H229 Horton Limited 3/827 26 Feb 119.82
P608 Pawson & Co Ltd 1904 3 March 236.59
R238 Riby Plastics plc RP1937 4 March 2402.66

RP2004 8 March 1513.38

11 589.34




5 Input Nominal ledger opening balances as follows, dated 24 March.
Nom Code | Name Debit Credit
0050 Motor Vehicles Cost 84 270.00
0051 Motor Vehicles Depreciation 45 270.00
1001 Stock 23 156.00
1101 Bad Debt Provision 814.00
1103 Prepayments 1260.00
1200 Bank Current Account 2484.14
1230 Cash Account 271.33
2109 Accruals 1440.00
2202 Sales & Purchase Tax Liability 3441.85
3000 Capital 20 000.00
3200 Profit and Loss Account 15272.19
4000 Sales Office Signs 16 743.65
4001 Sales Road Signs 38912.70
4002 Sales Shop Signage 11 609.84
4003 Sales Contracts 48 480.43
4004 Sales Export 24180.63
4005 Sales Miscellaneous 4280.41
4009 Discounts Allowed 2041.30
5000 Purchases Plastics 34160.88
5001 Purchases Paint & Inks 14374.12
5002 Purchases Other Materials 11 036.40
5009 Discounts Taken 1116.80
5100 Carriage Inwards 168.36
5200 Opening Stock 29 400.00
5201 Closing Stock 23 156.00
7850 Property Rental & Rates 12 657.90
7851 Workshop Costs 2514.28
7852 Legal & Professional 2 440.00
7853 Motor & Travel 6 230.45
7854 Staff Costs 11679.15
7855 General Expenses 923.54
8000 Depreciation 1950.00
8100 Bad Debt Write Off 48.53
8102 Bad Debt Provision 273.00
Totals 241 339.38 254 718.50
6 Input the following sales invoices:
A/C No | Customer Date Inv Nominal Net Tax Gross
Ref Code
2703 Cohen Corporation 28 March 43109 4000 119.83 20.97 140.80
2734 Hope Contractors 29 March 43110 4003 4203.13 698.77 4901.90
2880 Pawson & Co Ltd 1 April 43111 4005 614.82 107.59 722.41
2900 Jenkins & Carter 2 April | 43112 4002 2500.00 437.50 2937.50
2893 Riding Stores plc 5April | 43113 4000 370.00 64.75 434.75
2703 Cohen Corporation 5 April 43114 4001 1583.83 27717 1861.00
2760 Huby Architects 8 April 43115 4000 814.75 142.58 957.33
2895 S Huggett & Son 8 April | 43116 4003 1240.23 217.04 1457.27
2734 Hope Contractors 8 April | 43117 4003 1495.24 248.58 1743.82
2900 Jenkins & Carter 11 April 43118 4005 82.98 14.52 97.50
2908 Immon Design 12 April 43119 4004 5421.50 948.76 6370.26
2734 Hope Contractors 12 April | 43120 4003 23883.62 479.40 3363.02
2895 S Huggett & Son 13 April | 43121 4001 804.54 140.79 945.33
2880 Pawson & Co Ltd 13 April | 43122 4000 241.20 42.21 283.41
2703 Cohen Corporation 15 April | 43123 4002 3042.00 532.35 3574.35
2734 Hope Contractors 15 April | 43124 4003 1980.28 329.22 2309.50
Totals
27 397.95 4702.20 | 32100.15
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7 Input the following purchase invoices.
A/C No | Supplier Date Inv Nominal Net Tax Gross
Ref Code
B342 Barnett Paints 26 March | 0691104 5001 2352.41 411.67 2764.08
P608 Pawson & Co Ltd 31 March | 2056 5000 627412 1097.97 7372.09
R238 Riby Plastics plc 31 March | RP2280 5000 1456.80 242.19 1698.99
B376 Bond Partnership 31 March | B2961 5002 212.69 37.22 249.91
H229 Horton Limited 8 April | 4/161 5002 84.26 0.00 84.26
R238 Riby Plastics plc 10 April | RP2440 5000 4012.84 667.13 4 679.97
P608 Pawson & Co Ltd 12 April | 2130 5002 186.36 32.61 218.97
B342 Barnett Paints 12 April | 0694248 5001 814.58 142.55 957.13
15 394.06 2631.34 | 18 025.40
Totals
8 Input the following cheques received into the Sales Ledger.
Date | Customer A/C No Reference Amount
26 March | Huby Architects 2760 118043 1190.33
26 March | Cohen Corporation 2703 527063 5419.30
29 March | SHuggett & Son 2895 092491 2730.12
31 March | Hope Contractors (discount £36.61) 2734 374353 780.79
31 March | Immon Design 2908 003744 7151.46
9 Input the following cheque payments into the Purchase Ledger.
Date | Supplier A/C No Cheque Amount
No
26 March | Barnett Paints B342 348422 5530.24
31 March | Bond Partnership B376 348423 882.75
31 March | CB Factors Ltd Can 348424 903.90
31 March | Horton Limited H229 348425 119.82
31 March | Riby Plastics plc R238 348426 3740.63
(discount inv RP1937 £107.62;
inv RP2004 £67.79)

For guidance, on completion of the above input, the trial balance should match the opening
balances schedule on the following page.




Nominal Ledger balances at 29 April

Nom Code | Name Debit Credit
0050 Motor Vehicles Cost 84 270.00
0021 Motor Vehicles Depreciation 45 270.00
1001 Stock 23 156.00
1100 Debtors Control Account 39 760.00
1101 Bad Debt Provision 814.00
1103 Prepayments 1260.00
1200 Bank Current Account 8578.80
1230 Cash Account 271.33
2100 Creditors Control Account 18 261.99
2109 Accruals 1 440.00
2200 Sales Tax Control Account 4702.20
2201 Purchase Tax Control Account 2631.34
2202 Sales & Purchase Tax Liability 3441.85
3000 Capital 20 000.00
3200 Profit and Loss Account 15272.19
4000 Sales Office Signs 18 289.43
4001 Sales Road Signs 41301.07
4002 Sales Shop Signage 17 151.84
4003 Sales Contracts 60 282.93
4004 Sales Export 29 602.13
4005 Sales Miscellaneous 4978.21
4009 Discounts Allowed 207791
5000 Purchases Plastics 45904.64
5001 Purchases Paint & Inks 17 541.11
5002 Purchases Other Materials 11519.71
5009 Discounts Taken 1292.21
5100 Carriage Inwards 168.36
5200 Opening Stock 29 400.00
5201 Closing Stock 23 156.00
7850 Property Rental & Rates 12 657.90
7851 Workshop Costs 2514.28
7852 Legal & Professional 2440.00
7853 Motor & Travel 6 230.45
7854 Staff Costs 11679.15
7855 General Expenses 923.54
8000 Depreciation 1950.00
8100 Bad Debt Write Off 48.53
8102 Bad Debt Provision 273.00
Totals
305 256.05 305 256.05

Customer Ledger balances

A/C No Customer Balance (£)
2703 Cohen Corporation 5576.15
2734 Hope Contractors 12318.24
2760 Huby Architects 957.33
2880 Pawson & Co Ltd 3470.62
2893 Riding Stores plc 1259.02
2895 S Huggett & Son 2402.60
2900 Jenkins & Carter 7 405.78
2908 Immon Design 6370.26

39 760.00
Supplier Ledger balances

A/C No Supplier Balance (£)
B342 Barnett Paints 3721.21
B376 Bond Partnership 24991
C411 CB Factors Ltd 0.00
H229 Horton Limited 84.26
P608 Pawson & Co Ltd 7 827.65
R238 Riby Plastics plc 6378.96
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4 Computerised Accounts - Level 3
4.3 Sample Question Paper

8989-03-003
Sample Paper2

Candidate’s name (Block letters please)

This paper must be returned with
the candidate’s work, otherwise

the entry will be void and no
result will be issued.

Centre no

Date

City8s:
Guilds

Time allowed: 2 hours 30 minutes plus 5 minutes preparation time
(excluding printing time)

No keyboard/computer operation is allowed during the preparation time.
You may make handwritten notes.

You must attempt all the tasks in the order given.

You should read through the materials carefully before you begin.

You may print one draft copy of each required printout of work during the
examination period but must submit a final printout only for assessment.

After printing the required printouts, do not staple them together. Put
them in task number order and insert into the examination paper. Return

this to the invigilator.

For examiner’s use only

Printouts

New accounts

Updating

Batch totals
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Instructions to Candidates

Your name is Bill Clayton and you have recently been employed as Assistant Accountant for Tyson
Signs, a company specialising in manufacturing signs. The company’s financial year-end is 31
December and their address is Unit 5, Howell Estate, West Bromwich, B70 3FL.

Your new position involves responsibility for updating the company records and producing draft
financial accounts.

Today is 30 April and this is the first month-end in your new position. You find a file that contains a
printed hard copy of all the data that is already entered into the system and a statement of the
company’s accounting policies as follows.



Balances at 29 April

Nom Code | Name Debit Credit

0050 Motor Vehicles Cost 84 270.00
0021 Motor Vehicles Depreciation 45 270.00
1001 Stock 23 156.00
1100 Debtors Control Account 39760.00
1101 Bad Debt Provision 814.00
1103 Prepayments 1260.00
1200 Bank Current Account 8578.80
1230 Cash Account 271.33
2100 Creditors Control Account 18261.99
2109 Accruals 1440.00
2200 Sales Tax Control Account 4702.20
2201 Purchase Tax Control Account 2631.34
2202 Sales & Purchase Tax Liability 3441.85
3000 Capital 20 000.00
3200 Profit and Loss Account 15272.19
4000 Sales Office Signs 18289.43
4001 Sales Road Signs 41301.07
4002 Sales Shop Signage 17 151.84
4003 Sales Contracts 60 282.93
4004 Sales Export 29 602.13
4005 Sales Miscellaneous 4978.21
4009 Discounts Allowed 2077.91
5000 Purchases Plastics 45904.64
5001 Purchases Paint & Inks 17 541.11
5002 Purchases Other Materials 11519.71
5009 Discounts Taken 1292.21
5100 Carriage Inwards 168.36
5200 Opening Stock 29 400.00
5201 Closing Stock 23 156.00
7850 Property Rental & Rates 12 657.90
7851 Workshop Costs 2514.28
7852 Legal & Professional 2 440.00
7853 Motor & Travel 6 230.45
7854 Staff Costs 11679.15
7855 General Expenses 923.54
8000 Depreciation 1950.00
8100 Bad Debt Write Off 48.53
8102 Bad Debt Provision 273.00

Totals 305 256.05 | 305 256.05
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Customer data

A/C No

Name

Address

Contact Name

Contact No

Credit Limit

Terms

2703

Cohen Corporation

Stone House
Welling Street
Swindon

GL51 75P

Sharon Gold

01793 262371

£20000

30 days net

2734

Hope Contractors

Border Street
Carlisle
Cumbria

CA1 8IM

Jim Robson

01228 770920

£30 000

5% discount for 30 day settlement

2760

Huby Architects

Burstall House
Abbots Way
Gateshead
NE8 7GV

Jon Thwaites

0191 433 2880

£5 000

30 days net

2880

Pawson & Co Ltd

Howlett Centre
Edward St
Huddersfield
HD3 2TA

Nicola Richards

01484 423116

£10000

30 days net

2893

Riding Stores plc

Brent Building
Western Road
Bath

BA4 3PT

Sue Dixon

01225 505697

£3 000

30 days net

2895

S Huggett & Son

14 Denton Lane
Broadway
Scunthorpe
DN15 6CX

Pat Huggett

01724 663088

£8 000

30 days net

2900

Jenkins & Carter

82 Garden Street
Richmond
Greater London
TWO 2YH

Anne Moore

0208 607 1818

£10000

30 days net

2908

Immon Design

Brouwerstraat 17
Antwerp

2274

Belgium

Eric Thys

323 226 5077

£25000

30 days net




Supplier Data

A/CNo | Name

Address

Contact Name

Contact No

Credit Limit

Terms

B342 Barnett Paints

Topton Works
Jackson Street
Keighley

BD21 4SL

Usman Nadir

01535 663070

£25000

30 days net

B376 Bond Partnership

Dutton House
West Way
Hendon

NW4 4YG

Hannah Jordan

0181203 8180

£2 500

30 days net

C4a1 CB Factors Ltd

Unit 32C

Chalk Way Estate
Gretna

DG16 9V

Brian Holt

01461 220881

£4 000

30 days net

H229 Horton Limited

6 Ashton Way
Elstree
Hertfordshire
WD6 3DC

Laura Warden

0181208 4237

£2 000

30 days net

P608 Pawson & Co Ltd

Howlett Centre
Edward St
Huddersfield
HD3 2TA

Nicola Richards

01484 423116

£10000

30 days net

R238 Riby Plastics plc

Railway Works
Sutton Street
Crewe

CW1 6KR

Mandy Burton

01270511630

£25000

5% discount for 30 day settlement
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Statement of Accounting Policies

1. Itis company policy to depreciate all fixed assets at 12.5% per annum using the straight-line
method of depreciation. Depreciation should be charged on a month-by-month basis,
rounded to the nearest £. A full month'’s depreciation should be charged in the month of
purchase, but no depreciation should be charged in the month of sale.

2. Atthe end of each month, it is company policy to close off the Sales Tax Control Account and
Purchase Tax Control Account by transfer to the Sales & Purchase Tax Liability Account.

3. The balance of account 5200 opening stock will represent the stock on hand at 1 January and
this should remain the same throughout the financial year.



You are required to carry out the following tasks.

1. You are given the following bank statement and are asked to produce a bank reconciliation at
31 March, processing any adjustments that may be necessary.

Midwest Bank plc

Tyson Signs - Account No 48663107

Statement of Account as at 31 March

Date Details Debit Credit Balance

24 March Balance B/F 2484.14
27 March Credit 5419.30 7 903.44
28 March Direct Debit (Motor & Travel — no tax) 215.00 7 688.44
28 March Credit Transfer 58.50 7746.94

(Refund Workshop Costs —no tax)

30 March 348422 5530.24 2216.70
31 March Credit 2730.12 4946.82
31 March  Direct Debit (Property Rental — no tax) 3750.00 1196.82
31 March Credit 1190.33 2387.15
31 March Balance C/F 2387.15

2. You are given a batch of unprocessed purchase and sales invoices all of which have been duly
authorised. Process the invoices through the relevant ledgers and complete the batch totals.

Purchase (Supplier) Invoices

A/C | Supplier Inv Date Inv Ref Nominal Gross
No Code Net Cost Tax Cost
£ £ £
B342 | Barnett Paints 19 April | 0698066 5001 8014.58 1402.55 9417.13
H229 | Horton Limited 19 April | 4/380 5002 102.63 0.00 102.63
R238 | Riby Plastics plc 22 April | RP2582 5000 5221.50 868.07 6089.57
P608 | Pawson & Co Ltd 24 April | 2186 5002 112.40 19.67 132.07
C411 CB Factors Ltd 24 April | 04-2924 5000 1549.89 271.23 1821.12
Batch Totals
Sales (Customer) Invoices
AIC Customer Inv Date Inv Ref Nominal Gross
No Code Net Cost Tax Cost
£ £ £
2703 | Cohen Corporation 18 April 43125 4000 3880.25 679.04 4559.29
2895 | S Huggett & Son 18 April | 43126 4001 680.41 119.07 799.48
2734 | Hope Contractors 24 April 43127 4003 6554.78 1089.73 7 644.51
2908 | Immon Design 26 April 43128 4004 4400.00 770.00 5170.00
2900 | Jenkins & Carter 28 April 43129 4005 880.14 154.02 1034.16
2734 | Hope Contractors 28 April 43130 4003 2014.20 334.86 2349.06
Batch Totals

3. You are asked to set up a new nominal ledger account ‘Advertising & Promotion’. Use nhominal
ledger code 7856.

4. Your manager tells you that payment of £1 500 (no tax) for an advertising campaign in March was
incorrectly processed to Workshop Costs (Nominal Code 7851). Correct this error using reference
JT313 and date 31 March.
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You are asked to process the following cheque payment:

Date Reference | Details Amount (£)

28 April 348427 Billington Limited

Suspense Account (Nominal Code 9998). No tax.

12 626.00

10.

11.

On 29 April, Office Signs were sold to an employee for £26.32 (including tax) and you have
received cash in full settlement. Process the transaction through the company’s records using
reference C547.

Property Rental is currently paid by direct debit. A letter informs you that the monthly payment
has increased from £3 750 per month to £4 250 per month with effect from the payment due in
April. You are asked to set up a standing order (reference ST4) for the new amount and process
the payment due on 30 April.

The materials purchased from Horton Limited on 19 April were damaged and returned to them.
Process a credit note (reference C380) dated 28 April for the full amount of £102.63 (no tax).

Your manager tells you that he has now received full details of the cheque (Cheque No 348427) for
£12 626 paid to Billington Limited on 28 April. £12 530 was payment for a new Motor Vehicle and
the remainder was a licence for the vehicle. Transfer the total value of the cheque from Suspense
Account into the correct nominal ledger accounts using reference JT314 and date 28 April. The
licence should be posted to Motor & Travel (Nominal Code 7853).

Transfer £2 500 from the Bank Current Account to the Cash Account using reference 348428 and
date 30 April.

You are asked to process the following two cash payments:

Date Reference Details Amount (£)

30 April CP92 Workshop Costs (including tax) 164.50

30 April W93 Staff Costs (no tax) 1735.90

12.

You are handed the following four cheques received from customers and asked to process them
through the company’s records, ensuring that they are correctly allocated.

Date

Customer

Cheque No

Details

Amount (£)

26 April

Riding Stores plc

808813

Inv 42904, 43022

824.27

26 April

Jenkins & Carter

116705

Inv 42866, 42935

4370.78

527240

Inv 43109

140.80

27 April | Cohen Corporation

29 April | Hope Contractors 374843 Inv 43110 (disc £219.57)

Inv 43117 (disc £78.11)

6 348.04




13. Your manager tells you that Pawson & Co Ltd is both a customer and a supplier and that it has
been agreed to contra the balances outstanding at 31 March. Complete the contra and process a
cheque payable to Pawson & Co Ltd for the balance still outstanding at 31 March. Use cheque
number 348429 and date 30 April.

14. You are told that all invoices have now been processed for the month and are asked to print off an
aged creditors list and pay all amounts that are due to suppliers in accordance with their terms of
trade. You are reminded that discount of £76.10 is to be taken off the payment to Riby Plastics plc.
All cheques should be dated 30 April, must be allocated through the relevant accounts and you

should print off remittance advices to send with the cheques. The next available cheque number
is 348430.

15. You are asked to process a payment to settle the Sales & Purchase Tax liability outstanding at the
end of March, using the next available cheque number and date the transaction 30 April.

Continued on next page

88 Level 1/2/3 Award in Computerised Accounts



16. Having completed all of the routine processing for April, you receive the following memo from
Tom Rainer, your manager.

To:
From:
Date:
Re:

Memo

Bill Clayton

Tom Rainer

30 April

Accounts to 30 April

Vi.

| would like you to complete the month-end accounts and | detail below all of the information you will
need. Where necessary, use reference APR8 and date all adjustments 30 April.

You will need to reverse the entry for the stock at 31 March (£23 156) and enter the stock at
30 April valued at £28 250.

The prepayment at 31 March of £1 260 was for four months property rates. No further payments
have been made, so this will require adjustment.

The accrual at 31 March of £1 440 was in respect of Legal & Professional. | have now been told
this accrual can be reduced to £800.

Please adjust the provision for doubtful debts to represent 2% of the total debtors outstanding at
today’s date.

You will need to provide for depreciation on the company’s motor vehicles. You will find details of
the method to be used in the statement of accounting policies, but please remember that we
purchased a new vehicle during April.

Please read the company’s accounting policies carefully to ensure that all requirements are met
in respect of the Tax Control Accounts.

Continued on next page
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17. Obtain the following printouts:

(Note — the tick checklist is for your benefit to ensure that you have provided all required
printouts.)

Printout task [l

i. | Prepare a trial balance at 30 April taking full account of all relevant
issues and provide a printout.

ii. | Provide a printout of the profit and loss account for the month
ended 30 April.

iii. | Provide a printout of the balance sheet at 30 April.

iv. | Provide a printout of the following nominal ledger accounts only (to
include account name, account reference, all transactions and the
account balance) at 30 April.

e Bank Current Account

e Cash Account

e Purchases Other Materials

v. | Provide a printout of the customer day book for April only, showing
only invoices processed in that month.

vi. | Provide a printout of the summary audit trail for April only.

vii. | Provide a printout of the Sales Ledger Report(s) at 30 April to include
customer name, address, account reference number, all
transactions and the account balance.

viii. | Provide a printout of the Purchases Ledger Report(s) at
30 April to include supplier name, address, account reference
number, all transactions and the account balance.

ix. | Provide a printout of the bank reconciliation statement at
31 March prepared in task 1.

x. | Provide the printout of all remittance advices produced for the
supplier cheque payments in tasks 13 and 14.

xi. | Provide the Aged Creditor printout used to calculate the supplier
cheque payments in task 14.

xii. | Provide a printout of the recurring entry set up in task 7.

End of examination
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4 Computerised Accounts - Level 3
4.4 Sample Marking Scheme/Worked answer

92 Level 1/2/3 Award in Computerised Accounts



Solution: Task 17i

N/C
oaso
0051
1001
1100
1101
1103
1200
1230
2100
2109
2202
3000
3200
4000
4001
4002
4003
4004
40035
4009
000
3001
5002
009
2100
5200
520
T80
7851
852
853
7854
T35
56
2000
2100
3102

Daite:
Time:

To Period:

30/03,/2008

Month 4, April 2008

Name

Mlotor Velieles Cost
Motor Vehicles Depreciation
Stock

Debtors Control Accoant
BadDebt Frovision
Prepayments

Bank Current A ceoourt
Cash Account

Creditors Cortrol & ceourt
Acncrals

Sales & Purchase Tax Liahility
C apital

Profit and Loss Account
Bales Office Signs

Sales Road Bigns

Sales Shop 3ignage

Sales Contracts

Sales Export

Sales Miscellaneous
Discourts Allowed
Purchases Plastics
Purchases Paint & Inks
Purchases Other Materials
Discourts T aken

Cattisge Irwatds
Opening Stock

Closing Stock

Froperty Rental & Fates
Wotkshop Costs

Legal & Professional
Motor & Trawel

Staff Costs

General Expenses

A drertising & Promotion
D e eciation

Bad Debt Write Off
BadDebt Frovision

Iyson Signs

Period Trial Balance

Deeh i
96,200.00

28,250.00
46,870.13

24500

29725

2,375.59
52,676.03
23,555 69
11,632 11

16836
29,400.00

20,972.90
1,095 78
1,200.00
6,541 .45

1341505

97354
1,500.00
2.958.00

4853
396,40

Taotals: 345221 81

FPage:

Credit

46,278 00

937.40
16,242 42

23,400 22
200.00
263548
20,000 .00
15,272.19
22.192 08
41,981 48
17,151 24
62,851 91
3400213
523835

1,368 31

2825000

345,321 81

23l00l 00
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Solution: Task 17ii

Date: 30032002 Tyson Signs Page: 1
Time: 11:08:31 .
fme Profit & Loss
From: DLMonthd, Apedl 2008
To: Month 4, &pril 2008
Chart of Accounts: Dreffadt Layout of Accounts
Period Yearto Date
Sales
Hales 41,209 49 187606220
4120949 18766220
Purchases
Purchases 1992031 BRA05 52
Opening Stock oon 29.400.00
Closing Stock (3,094.00% (28,250,007
Cartiage [torards ooa 168 36
1422631 0,813 88
Overheads
Expenses 5,896 90 A6 248 T2
Depreciation 1,002 00 295800
BadDehts 12340 444 83
TO02E.30 40651 65
et Profit/(Loss): 19354 88 48,196 67
Solution: Task 17iii
Date: 300372002 Tvson Sigls Page: 1
Time: 11:09:53 .
tme Balance Sheet
From: Month 4, Aprd 2008
To: Month 4, April 2008
Chart of Account: Drefandt Layout of Accounts
Perind Year io Date
Fixed Assets
Wlotor Vebicles 11,52200 A0,52200
11,522.00 A0,52200
Current Assets
Cutrert A szets 3882318 512773
3882318 T512773
Current Liab ilities
Cugrert Liakilities 10,701 50 6,835 70
Cash & Bark 20,2EEED 15,345 .17
30,990.30 42180 87
Current Assets less Current Liah ilities: TE3188 32948 80
Total Assets less Current Liahilities: 19354 88 23408 2a
Capital & Reserves
Capital 0.0o 20,00000
Profit & L:oss Account .00 15,272.19
P&EL Account 19,354 88 42,196 67
19354 88 23,468 2o
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Solution: Task 17iv

Date: 30/03/2002 Tyson Siens Page: 1
Time: 11:11:10 . o
Nominal Activity
Daie From: 0L01/15980 N'C Frome
Daie To: J00452002 MNCTo: IR
T ransaction Frome 1
T ransaction To: QRISERG
NiC: 1200 Name: Bank Curert & coount Account Balanwe: 1624242 CR
No Type Daie Accound  Bef Detaile Dept T/C Vahe Dehii Credit V B
31 D 240652008 1200 CiEal Cpering Balance 1] T2 2434.14 243414 - -
113 SR ZW0G2008 20aD 118045 S akes Receipt 1] T2 1,190.33 1,190.33 - R
114 IR AOGM008 2705 527083 S akes Receipt 1] T2 541930 541930 - R
115 SR 200572008 2395 092431 S akes Receipt 1] T2 273012 273012 - R
118 IR 3lMGA2008 2734 34555 D akes Receipt 1] T2 78079 78079 - M
118 SR 3l0G/2008 2908 003744 S akes Receipt 1] T2 715148 715148 - N
118 FF  ZaMGA2008 B2 4422 Purchase Payment il T# 553024 553024 - R
120 PP 310572008 E376 348423 Purchase Payment 1] T2 275 ®|m2T75- W
121 PP 31M0G72008 C4l11 424 Purchase Payment 1] T= 0350 @390- W
122 PP 310572008 H2X 348425 Purchase Payment 1] T2 11982 11982- W
145 PP 31052008 RSB Jgdda Purchase Payment 1] T= 374083 3M063 - N
127 BP  2RM0G/2003 1200 oD Adps brent Posting 1] T 21500 215008 E
128 BE  22M05/2008 1200 CT Ad s brent Posting 1] il 58.50 58.50 N R
129 BP  31M0G/2008 1200 oD Adps brent Posting 1] T 375000 3750000 R
143 BP 2342008 1200 348427 1] T 12426800 12626000 W
145 BP 342008 1200 T4 1] T 425000 4250008 W
150 IC 042008 1200 348423 Bark Tansfer 1] T2 250000 25000- W
154 IR ZBMi200E 2895 BOBE1S D akes Receipt il T2 52427 52427 - M
155 SR ZAmdi00s 2900 118705 S akes Receipt 1] T2 437078 437078 - N
15 IR Znaia0e 2o SZr240 3 akes Recaipt 1] T= 14020 14080 - N
157 SR Zudi200s 2034 34843 S akes Receipt 1] T2 £,348.04 534804 - N
158 IR w00z 23R CONTRA  Contra Receipt 1] T= Z2a464.80 Zada4.80 - N
140 PP 3042008 PROR CONTRA  Conba Payment 1] T2 246480 245480 - N
16l PP 3042008 P02 4R Purchase Payment 1] T= 514388 514388 - N
162 PP S0MM/2008 B2 348430 Purchase Payment 1] T2 276408 27408 - N
163 PP 5042008 E376 348431 Purchase Payment 1] T2 24591 2891 - W
1&4 PP SMM/2008 RSB 348432 Purchase Payment 1] T2 152289 LA228%9 - N
185 BF 342008 1200 348433 1] T2 344185 344185- N
T otals: 3396333 S0,205.75
Hisiory Balance: 1524242
NrC: 1230 Name: Cash beommmt Arcount Balanwe: 8725 DR
No Tywe Dale Accound Ref Details Dept T/C YVahe Debit Credit ¥V B
33 IO 240572008 1230 (OWBal Crpering Balance 1] T2 X33 133 - -
144 BE  Zdi2008 1230 C347 il Tl 26.32 26.532 H N
151 IO 342008 1230 348423 Bark Tansfer 1] T2 250000 250000 - N
152 BF 342002 1230 CP 1] Tl la4.50 leds0H W
153 BF 342008 1230 WR3 1] T 1,73550 L73590H MW
T otals: 279785 1,200.40
Hisiory Balance: 83725
NIC: 3002 Name: Purchases Other Materials Arcount Balanre: 11,632.11 DR
o Tywe Date Account Ref Detaile Dept TiC Yalue Dehii Crelit ¥V B
al Jo 2E0e 5002 O/Bal Cpering Balance 1] = 11,0G6.40 11,0G8.40 - -
108 I 31BA0E B3Te B3] 1] Tl 21269 21269 H -
10 H O2id/200E H229 41161 1] ™ 24.26 3426 H -
111 I 1204200 P08 2130 1] Tl 18636 1868.36 H -
151 H 1S/ 00E Ha22 41350 1] i 10265 10265 H -
133 I 2402005 FeE03 2188 1] Tl 11240 11240 H -
146 FC B0 Ha C30 1] i 10265 0265 H -
T otale: 11,734.74 10283
Hiriory Balanwe: 1163211
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Solution: Task 17v

Date: 30,/03/200% Tyson Signs Page: 1
Time: 11:14:44 - .
me Day Books: Customer Invoices (Summarv)

Daie From: 010472008 Cusiomer From:
Daie To: 300472008 Cusinmer To: LLLTRFFT
T ransartion From: 1
T ransartion To: olssse s
Imnlo, liems Type Daie AC Ref I Ref  Dedails NetAmowmi ToxAmownd — Gross Anwwnt
a1 1 31 OL4200E 2880 43111 &14.532 10759 T4l
92 1 31 24200 2200 43112 250000 43750 293750
93 1 51 OWO4i200E 2893 43113 370.00 &35 43475
94 1 51 OW4i00E 2703 43114 158383 am1? 1261.00
95 1 S o400 2780 43115 214.75 14258 95753
98 1 21 oR4i00E 2895 43114 1,24023 21704 14512
aq 1 31 oeldi0e 27 43117 143524 248 58 1,143.52
a8 1 31 1Ldi00e 2900 43118 F298 14 52 .30
a9 1 31 12i4i00E 208 43119 542150 48 7a 83128
1m0 1 31 12idi0e 273 43120 2EEIA2 47940 356302
101 1 31 150402008 2885 43121 a04.54 14079 4533
102 1 51 130402008 2880 43122 241.20 4221 283 41
103 1 51 1a4i0|m 2703 43123 304200 53235 35735
104 1 31 1ai4i0m 273 43124 128028 322 2308 .50
135 1 1 leddi0me 2705 43125 3,EE025 7904 45249
138 1 31 laidi00e 2885 43126 &304l 11207 TR A3
157 1 31 24idi0e 27 43127 835473 L0ER 75 7,644 .51
138 1 31 ii0E 208 43128 4.40000 o0 sl
139 1 31 /0B 200 43129 80,14 1302 107415
140 1 51 ;40 37 43130 201420 33 86 2349 105
Totals: 4148477 A V=Rt 48,613.95
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Solution: Task 17vi

Date: 30,/03/2008

Time: 11:16:21

Daie From:

Daie To:

T ransar tion Frone

Transaction To:

DeptFrom:

DepiTo:

Exchude Deleted T ran:
Ko Type Date
o1 51 01045008
o3 51 0045008
o3 51 03045008
o4 51 050402003
05 51 08M4e2003
L] 51 08M4e2003
aF 51 08M4e2003
] 51 110402003
o9 51 12402003
100 51 12402003
101 51 13M4e200%
i) 51 13M4e200%
10 51 150402003
14 51 150402003
1w B 08042008
110 B 100452008
1 B 12045008
112 B 12045008
125 B 04042008
13 B 08042008
13 B 190452008
131 B 190452008
132 B 22045008
13 B 24042008
13 B 24042008
135 51 18045008
134 51 19045008
137 51 24045008
13 51 2a045008
13 51 2045008
140 51 2045008
143 BP 280452008
144 BE 20452008
145 BP 30é0452008
146 PC 280452008
147 IC 29045008
148 ID 28045008
149 T 28M4e2008
13 TC 30402003
151 T 30402003
152 EP Z0M4e200%
1% EP Z0M4e200%
15 SR 20M4:200%
155 SR 20M4:200%
15 SR 27040003
157 SR 20M4:2008
13 SD o 20M4e2008
15 SR 30402003
10 PP 300452008
161 PP 300452008
162 PP 300452008
163 PP 300452008
1 PP 300452008
165 B 3000452008
166 BP 300452008
167 IC 300452008
18 TLr 300452008
169 TLr 300452008
1 IC 300452008
171 IC 3045008
172 I 300452008
173 I 300452008
Ko Type Date,
174 TC Z0M45008
175 TC 30042002
1ma ID 30040008
177 D 30M452008
1 TC 30042002
e ID 30040008
13 TC Z0M45008
181 TC 30042002

280
2900
2893
2z
2760
2805
T4
2000
2002
T4
2805
280
2z
T4
H2g
Rz
i
B34
Rz
B376
B34
H2g
Rz
i
C411
2703
2895
ATE4
2003
2900
ATE4
1200
150
1200
Hzao
e
o0ns0
TEIE
1200
1220
1220
1220
2803
2000
2z
T4
T4
280
i
i
B34
B376
Rz
Rz
1200
1001
5m1
1001
5m1
1103
a0
2109

T
1101
a2
200
0051
220
2m1
2m2

QL2200
000

SRR

29
Hao

HC

405
4002
4000
40l
400
40z
40z
405
404
40z
40l
400
402
40z
S0z
5000
S0z
Sm01
5000
S0z
Sm01
S0z
5000
S0z
5000
4000
401
4003
4004
405
4003
e
4000
a0
S0z
e
o0ns0
TEIE
1200
1220
Tl
Tasd
1200
1200
1200
1200
409
1200
1200
1200
1200
1200
1200
So09
2mz
1001
5m1
1001
5m1
1103
a0
2109

N

TEA2
11
ali
o
00s1
2xn
aml
2m2

coocoocooo E

43111
43112
43113
43114
43115
43116
43117
43118
43110
43120
43121
43122
43122
43124
4161
RF2440
230
UL
RR2230
E2861
OERB0GaE
4580
RR2532
2186
04203
43125
43126
43127
43128
43129
43130
340407
C347
ST4
C3a0
TTZ14
TTZ14
TTz214
404
404
CEo2
s
el
116705
527240
Iz
Iz

Tyson Signs
Audit Trail {(Summary)

Deleted - se e tran 107
Dieleted - s e tran 108

Bk Travefer
Bk Travefer

Zales Receipt
Zales Receipt
Zales Receipt
Zales Receipt
Sales Diconzd

CONTE A Cordra Recedpt
CONTEA Cordra Peramerd.

4040
34430
348431
40432
40432
340433

Purchass Payment
Purchass Payment
Purchass Payment
Purchass Payment
Purctas Dicomt

Heat

614 52
2,500.00
0o
12383
81475
1402z
140524
faog
542150
pR=cr v
04 54
H120
0200
10e0 e
0426
4,012 84
18636
al4 58
145630
2269
4,014 58
10263
52150
11240
1039
380235
G041
6,554 78
440000
14
2,014 20
12626 .00
2240
425000
10263
12626 .00
125000
D600
2,500.00
2,500.00
4000
172500
247
437078
Hoz0
G344
07468
2.464 20
2,404 30
514388
2,704 08
a9l
1eaase
TE10
344185
23, 15600
23, 15600
28,250.00
28,250.00
31500
31500
4000

Het

000
1340
12340
L.002.00
Lm0
A5 4
5,217 36
263548

Customer From:
Customer T o:
Swpler Frome
Sypler To:
NC Frome

NC To:

Tax T'C Fd Faid
wrse Tl W onn
BTSN TL W onn

G475 T H onn
ITITTL W 0na
Masz Tl W 0na
ATMHTL W 0na
MESETL W LMza2

1452T1 W 0na
MEMGTL M 0na
440 TL M 0na
Hom Tl H 0na

4221 TL H 0na
SEIZSTL W 0na
22 TL W 0na

oo Tl H onn
w@wrlE Tl W onn

I2E1TL H onn
M255T1 W onn
M219TI H onn

ITATI OH onn

140255 T1 H onn

oo Tl H onn
wWe0T T W onn

1967 T1 H onn
MFIAZTLI H onn
G4 T1 W onn
907 T1 W onn

1marys Tl W onn
TOMmTL W onn
1402 TL W onn
4TI M onn

oo T W 14626 00

IETL W 2632

oo T W 425000

oooTo] M onn

oo Ty W 14626 00

oo Ty W 1455000

T T Qg0

T T 2,500 00

T T 2,500 00

M50 TL W 164 50

amTy T LTEso0

T T 427

T T 437078

T T 4020

T T 6,342 04

T T 0768

T T 2,464 20

oo Te W 2464 20

oo Te W 514388

oo Te W 2,764 03

oo Te W Mogl

oo Te W 162289

oo Te W T6.10

oo Te W 344185

oo Te W 23,156 00

oo Te W 23,156 00

oo Te W 28,250 00

oo Te W 28,250 00

oo Ty W 31500

oo Ty W 31500

oo Ty W 000

Tax T/C Fd Fai

oo T ¥ 000

oo TR YW 12340

oo TR T 340

oo T ¥ Lz 00

oo TR YW 100200

oo TR T TES2RY

oo T ¥ 521736

oo TR YW 265548

Page: 1

TEEEDESEEERESEEEREERESIEE I

CEHEEDEZEEIEEZEESESESEESE

AN A

TLTRTFET

o]

J
F
2

tEmEmE

SEEmEn sy

mEmE sy

v
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Solution: Task 17vii

Date: 30/03/200% Tyson Sigls Page: 1
Time: 11:20:02 o 11
Customer Activity (Detailed)
Daie From: 010141530 Curiomer From:
Daie Ta: S000d200E Cueinmer To: AN
T ransar tion Fron 1 N CFrome
T ransaction To: i MNiCTo: 90902009
Inc h/fuwd transaction: Mo Dept From: 0
Exx laier payment: Hao DepitTo: 222
A FRIE Hame: Cdhem Corporatiom Cantart: Sharon Gold Tel: 017093 262371
Ho. Tvpe Dae Rel L Detgk Dt TC Yahe 85 Dbt Lrelit V¥V B
1 B ITS008 42663 ooag Openinz Bakrce 0 T LGz 85 LxEas
2 S 2ARA008 42690 oa0a Operihz Ba brwce 0 T 415545 415545 -
o9 ST 230B/2008 43109 4000 0 Tl 14050 4020 H
o4 5 05042008 43114 4001 1] Tl Ladlon + 126100 Laa1.00 i)
103 S 15MM008 43123 4002 0 Tl 357435 357435 357435 H -
114 SR 2G0EA2003 SI2T06E 1200 Salks Recelpt 0 T 541030 54100 - R
135 S L3W/008 43125 4000 0 Tl 455000 * 455020 4,550 29 H -
156 SR 20003 S2T240 200 Saks Receipt 0 T 14020 4020 - W
Totals: 0004 64 9004 64 15 554 74 5.560.10
Ao Ohnistanding 00046
Arnvourd Faid this veried 5.560.10
Credi Tanit 2000000
Tumme YT 144521
ASC: 2734 Hamine: Hope Cortractars Contart: Tin Echsa Tel: 01228 710920
Ho. Tvpe Dae Rel L Detgk Dt TC Yahe 85 Dbt Lrelit V¥V B
] B IaEs008 43106 ooag Openinz Bakrce 0 T 21740 21740 -
o0 S 29MEA008 43110 4003 0 Tl 4501 90 400180 H
o7 ST 042008 43117 4003 0 Tl L4352 LMza2 H
100 51 104008 43120 4003 1] Tl 33802 * 336302 334302 i)
104 S 15MM008 43124 4003 0 Tl 130050 * 230950 20950 H -
116 SR IL0E/003 ZTEx 1200 Salks Recelpt 0 T TRl TR - W
117 SDr  ILOEA008 374353 4009 Saks Tieconmt 0 T 3661 3661 - -
137 5L 2404008 43127 100z 0 Tl T4 51 TH44.51 T 51 ¥
140 51 2042008 43130 4003 1] Tl 234006 * 234006 234906 " -
157 SE 2OM/008 374043 1200 Salkes Receipt 0 9 6,348 04 634804 - M
158 Sl 24/003 3T4E43 4002 Saks Disconmt 1] T 207 G5 207 68
Totals: 15,666 09 15,666 09 2312031 L4612
Aot bhodanding 15466609
Arnvomrd Faid this veried EAbEE)
Credit Lk 30,00000
Tumoever YTD 10542 55
AT 2740 Hame: Hidey frchitects Contact: Tom Thermites Tel: 0191 433 230
Ho  Tvpe Date il 4 NC Datdk Dgt TIC Vahwe o5 Dt Lrelit 'V B
4 51 20008 42675 098 Openinz Ba ke 1] T L1M 53 L1033 -
Q5 S D3OM/008 43115 4000 0 Tl Q5735+ Q5733 Q57 33 H
11 SR 2G0EA2003 113043 1200 Salks Recelpt 0 T Limzs Llmz: - R
Totals: Q57 33 Q5733 2 MT A6 10 33
Amomi Ohoidanding Q5733
Arvomrd Baid this veried 119033
Credit Lk 5.000.00
Tumover YTD 200508
ASC: 2880 Hamne: Pameon & Co Lid Cantact: Hicola Richards Tel: 01424 45116
He, Tvpe Date Ref N Detailk Dat TiC Yahe 05 Dait Crefit Y B
5 1 OSE002 42083 o009 Cpetiiz Bakce 0 e 246420 2464 20 -
o1 1 0Lds002 43111 4005 1] Tl T4l * 72241 Ta24l H
102 81 13AMA0E 43122 4000 0 Tl 2541 ¢ 28541 }|E41 H -
159 SR 30AMAN03 COMTEA 1200 Comtra Be ceipt. 0 T4 2464 80 246480 - H
Totals: 005 223 0583 347062 A4 20
Amomi (hotsanding 100552
Arvoma Paid dhis peded 240450
Creli Lindt 10,000 00
Tumover ¥YTI 332082
A 2803 Hamne: RidinzStomes pk Cantact: e Dicom Tel: 01225 505697
He  Type Dale i wc Dot gl Dt T/C Yahe 05 Dehit Lreld T B
g 51 03NEA2003 42904 09 Operuigz Bakmce 1] Ta 10677 10677
7 ST 14MG0038 43022 003 Opetii Balmce 0 T4 627 50 G627 50 -
o3 51 O5AMEN0E 43113 4000 0 Tl 4TS 43475 43475 H
154 SE 264008 808815 200 Saks Receipt 0 T4 am a7 aMar - H
Totas: 434 TS 434 75 250 02 oM ar
Arvomat Oubst-anding 43475
Arvourat Faid fhis peiod 22407
Credit Landt 3,000.00
Tumover ¥YTI 119427
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ASC: 2905 Hamne: 5 Hogeett & Sor Cordact: Pt Fiazmtt Tel: 01724 663053
Ho  Type Dae Rt futi ol Detaiks Dei T/C Vahwe 05 Dt Lrelit ¥V B
2 S 2202008 42605 wng Cpeziiuz Bakmce 1} T 473012 7012 -
il S 0SA4/2003 43116 4003 1} T1 145727 1457.27 145727 H
101 SI 1342002 43121 4001 1} Tl 04533 ¢+ 04533 M533 H -
115 SE 20452008 092401 1200 Sakes Receipt 1} T 273012 7!l - R
136 51 18°M/2003 43126 4001 1} T1 T 40 TOUAS TR 48 H -
Totals: 208 08 3202.08 fE2a0 73012
Arnourd hotst anding 320208
Arnvorrd Paid dhis padod 273012
Credi Tinit &,000.00
Tumove YTD 545530
ASC: 000 Hame: Tebdre & Carter Cordact: Jame Toore Tel: 0208 607 1818
Hoe, Tvpe Dae Rt ol Detak Dt T/C Yahw L5 Ddat Lrelit ¥ B,
9 81 O3AE/2003 42366 03 Opetiz Babmice 1} T 35878 355878
10 ST 11AGE/2003 42935 wng Cipetiyz Ba ke 1} T 21200 a1200 -
] SI 02142008 43112 4002 1} Tl 03750+ 205750 2027 50 H
o8 51 114M/2003 43118 4005 1} T1 Q70 7.50 Q750 H
130 S 290452002 43129 4005 1} Tl Loz 16 + 103416 LiE4.16 H -
155 SE 264452008 116705 1200 Sakes Receipt 1} T 437078 435 - W
Totals: 4,060.16 406916 242004 43078
Arnorrd Ohotdt anding 4.068.16
Arnvoard Paid fhis pedod 437007
Credi Lind 1000000
Tumove YTD TA3E00
Ty Si
Date:  30/03/200% 4YSOn SIFNS Page: 1
Time: 11:24:46 Customer Address List
Custoner From:
Customer To: CERTEIET
AC Name & Address Contact Name Telphone Fax
2903 Colen Corporation Sharon Geld 01793 262571
Stone Haise
Welling 5 treat
Swirdon
GL51 5P
2734 Hope Contractors Jim Fobson 01228 770520
Boxder 5 teet
Carlisle
Cnmbra
Cal B
270 Huby Architects Jom Thew ates 0191 433 2220
Braxs tall Hoose
Abbots Way
Gateshead
HER 15V
2880 Pawsondt CoLid Hinola Richards 01454 423114
Hoarlatt Cartre
Edwad 5t
Hudders fisld
HD3 2T
2893 Riding 5toms ple Sue Dixan 01225 505657
Brent Enilling
Westem Foad
Bath
Bad 3PT
2895 S Huggett & Son Pat Huggeit 01724 663083
14 Denton Lane
Broadway
Seanthorpe
DH156CE
2900 Jemkins & Carter Anre Mooe 0208 407 1818
82 Garden Street
Fichmend
Greater Lemdem
TWe Z¥H
2908 Immem Desizn Eric Thys 325 226 5077
Browwers taat 17
Aytrerp
224
Belgmm
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Solution: Task 17viii

Date: 300352008 Tyson Signs Page: 1
Time: 11:26:25 . .. - \
Supphier Actvity (Detail ed)

Daie From: 0101 n%E0 Supphier From:

Daie To: S00452008 Supplier T o: LIFETETE

T ranear tion Frome 1 NiC From:

T ransartion To: ol NiCTo: S995995

Inc hiferd trameacton: Mo DepiFrome u]

Exr lader paymentd: Ha DepiTo: L=

ASC: E342 Marne: Bamett Paiite Condact: Teman Hadk Tel: 01555 63070

He, Iype Dade Ref HL Datadls Dat T/C Nalie LT3 Debit Lreld ¥ OB

12 H 23022008 0677042 003 Crpering, Ealrice ] TS 1207.88 000 Lmias -

13 T 28022008 06F7E34 et Onpering Bakmce 0 ™ 400941 oon 400941 - -

14 I 04032002 0672230 QoL Orperings Bakmce ] ™ 31203 oon I2ms - -

105 T 26032008 0691104 S001 ] Tl 2.764.08 000 276408 HOO-

112 H 12042008 0654248 S001 0 Tl Q5713 ¢+ Q5713 25713 HO-

119 P 26032008 Z48422 1200 Durckace Pram et 0 ™ 553024 oon 553024 - R

130 o 10042008 0628066 S001 0 Tl 941713 * 041713 941713 H -

162 P I0042008 348430 1200 Burclace P et 0 ™ 2.764.08 oon 2.764.08 - H
Totak: 10,374 26 10,374 26 8,29432 18,668 58

Arnoumd Dhobst anding 03742

Arnommt paid this peried 820432

Creli Lind 25.000.00

Tumover YTD 1671181

ASC: B3TH Marne: Borud Partvership Cardact: Harwah Tordar, Tel: 0181203 2180

Ho, Type Daie Ref HC Debails Dept T'C Nalue LIS Deat Lreld ¥ B

15 I 11072002 E2730 QoL Orperings Bakmce ] ™ 20275 oon eaTs -

103 T 31032008 E2961 5002 ] Tl 24001 000 Mo9l W O-

120 P IL0EQ008 348423 1200 Burclace P et 0 ™ 28275 oon 88275 - H

163 P 30042008 Z43431 1200 Durckace Pram et 0 ™ 24091 oon 4091 - H
Toiak: o ) L1266 52 66

Amomd hotst anding 0.m

Amnomt paid this peded 113266

Credit Limdt 2,500.00

Tiummver ¥TD 109544

ASC: 411 Marne: CE Factors Ird Condact: Erim Hok Tel: 01461 220831

Ne. Tvpe Date Ref N Debails Dt TiC Valie s Dbt Creli ¥ B

16 H 03032008 03-3701 003 Crpering, Ealrice ] TS 03590 000 «Eze - -

121 P 31052008 340424 1200 Durchase Prament 0 ™ Q0390 oon 0390 - H

134 I 24042002 042024 S000 ] Tl 122112+ 122112 l®l12 HoOo-
Totak: 182112 183112 Q0390 T2502

Aot hoiat anding le21n

Arnomnt paid this peried Q0390

Credit Limdt 4.000.00

Tiummver ¥TD BASET

ASC: H29 Marne: Hortom Limite d Caondact: Lam Wardn Tel: 0181 208 4257

Ho. Type Dade Ref T Details Det T/C Yalue g Dehii Lreli ¥V B

17 H 26022008 3827 L] Ctpering, Balrice 0 ™ 119.82 oon nes2 - -

109 T 08042008 4161 5002 0 jul 8426 * oo M4 Ho-

122 I I10EQ008 248425 1200 Durcace Franent ] ™ 11982 oon 11022 - H

131 H 19042008 4580 5002 ] jul 10263 + 102 63 063 W O-

144 M 28042008 C380 5002 0 il 10263 * -l A3 10263 H -
Totak: £4.2¢ o 22245 6,71

Aot Ohoist anding 9406

Arnomt paid this pericd 11082

Credit Limdt 2,000.00

Tumover ¥YTD 2040

ASC: il ] Harne: Dameon & Co Ird Congact: Hicoh Rickards Tel: 01434 422116

No_ Tyye Daie Ref o Details Depi T/C Yalie of Debit Lrelid ¥ B

12 I 03032008 1904 et Opeevity Bakirice 1} ™ 236,59 nnn L6 59 -

106 I 31032008 205G 000 0 Tl TETL09 0na LI WO

111 H 12042008 2120 S002 1} Tl 21897 * 21897 21887 H -

133 II 24042008 2186 S002 1} Tl 13207 * 13207 Lot HoO-

160 2 30042008 COMTREA 1200 Comtra Perpm et a = 246480 ann 246480 - N

161 P I0042008 348429 1200 Purchase Pramerit 1} ™ 514388 nnn 514388 H
Totaks: 351.04 35104 160368 105872

Arnourd thotst anding 351

Arnourd paid this peded TH0G.AE

Creds Linndk 1000000

Tumme YTD 650947
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Swpplier To:
AIC
B2

E378

C4a1l

Hz22%

Pale

RZEE

Time: 11:29:36

Supplier From:

EELTFREE,

Name

Barett Pains
Topton Weorks
Jacks on 3 treet
Ksighley
ED21 45L

Bord Partreship
Dutton House
West Wy
Hendon

HYH 4V G

CE Factors Ltd
Ut 322

Chalk Way Estate
Greta

D16 9TV

Hewtom Lindted
& Ashton Way
Elstiee
Hertfoed shure
WD 3DC

Pawsomn & Co Lid
Howrlett Cetre
Edwrard 5t
Huddes field
HD32T4

Friby Plas ties ple
Franber v Wodks
Suthon S treat
Crewe

CW1 EER

Supplier Address List

Contact
s mman Nadir

Hannah Joxd an

Brian Holt

Lanra Warden

Hicola Fichards

Mandy Burton

Telephone

L5353 862070

0181 205 8180

0l4s] 220881

0181 208 4237

01424 423116

01270511830

Fax

AT Fi: Namne: Ry Phstice pk Cardaat: Tiandy Baatan Tel: 01270 511630
Ne.  Tue Dae Rt BC  Datsiks Dat T Vihe s Dait Gl ¥ B
19 s 04022008 RP19ET e sk) Operiyz Balmce a T 240266 ana 240266 -
a0 s 03032008 EP2004 Qeag Chpes vy, Badmuce 1] T 151338 ano 151338 -
7 s 31032008 ERPZES0 s000 1] T1 19800 ano Lepane M
110 h2s 10042008 ERDPM40 3000 a Tl 447007 + 44797 467097 W -
123 P 31032008 3454246 1200 Purchace Pranert 1] T 34063 ano 3.740063 - H
124 sl 31032008 3484246 Sme Purchase Discomt 1] i) 17541 ano 17541 - -
132 s 1040008 RPASE2 So00 1) Tl 602057 * s8R 5T aEesT H -
164 IF 0040003 348432 1200 DPurchase Pransrt a vl 152289 ann 1522389 - N
165 sl 30042008 345432 Sm9 Purchace Discomt 1] T 76.10 ano T6.10 -

Totaks: 10,769 54 10,760 54 561503 16,384 57
Amomt o ading 10,769 %
Arnomit paid this pedied 536352
Credd Limndt 25.000,00
Tumove YTD W 50718

o, 3

Date: 30/03/2008 Tvson Signs Page: |
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Solution: Task 17ix

DateTo :
Bank Code
Ne Tp
31 D
115 iR
114 3R
115 iR
119 PP
125 BFP
125 BE
127  EP

Date: 25/03/2008
Time: 23:19:49

Date From : 01/01/1950

S1GA00E

Tyson Signs

Bank Report - Reconciled

Page:

** NOTE: Allvalues shown on this rep ort are in the Bank Account's op erating Currency **

: 1200 BankName :

205/2008  OVBal
HFOG2008 118043
o002 527083
2057008 052491
FOG2008 348422
2037200 DD
20572008 CT
3105/2008 DD

Bank Current dccomt

Details

Opering Balarre
Sales[Sereipt

Sales _Feipt

Sales Receipt
Puirhase Payment
Admstment Fosting
A dm stment Fos ting
Admstment Fosting

BankBalanwe :

Dehit Credii Balance
2484 14 245414
1,19033 1,190,533
541930 541930
273012 273012
5,530.24 553024

2150 21500

5830 3.5
3,750.00 375000

1175233 249524 238715
1175233 249524 238715
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Solution: Task 17x

Pa0s
Pawson & CoLid 300442008
Howlett C entre
Edward 5t
Huddersfield
HDZ 2TA
348420
REMITTANCE ADVICE
Date Ref. # Details Dehit Credit
SL0S200E 27356 L 514388
£ 5,143 88

Level 1/2/3 Award in Computerised Accounts
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B34z

Batnett Paints 30042002
Topton Wiorks
Tackson Street
Eeighley
BDZ1 430
342430
REMITTANCE ADVICE
Date Ref. = Details Debit Credit
FENG00E 0591104 3 2,74 08
£ 2,764 .08
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B376

B ond P attner ship
Diutton House
Weat Way
Hendon

NW4 47 G

Date Ref. =

REMITTANCE ADVICE

Details

Debit

30042008

348431

Credit

—
SLGA008 E2%1

Level 1/2/3 Award in Computerised Accounts
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Ri38

Riby Plastics plc 30042008
R alvwray Works
Sutton Street
Crewe
CW1 6KER
348432
REMITTANCE ADVICE
Date Ref. Details Debit Credit
SlAOG200s RPZ2E0 £ 1,895.59
2008 Discoint .10
£ 1,622 89
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Solution: Task 17xi

Date: 26/03/2008
Time: 16:41:06

Report Date:

Inchade fichure transactions:
Exrhude Later Paymenis:
AT Name

Ba42 Eamriett Dainde
B3TE Eord Partriership
C411 CE Factas Ltd
=) Hortom Limited
pang Drmrcom & Co Ltd
RIxER EibryPhastics pk

Tyson Signs
Aged Creditors Analysis (Summary)

S004/2008

Ho

Ha
0 16711EL 1315634 000 1037426
0m 1095 44 591 0.0 000
0m 24879 LEl12 0.00 L#2lla
0m 204 08 8426 L 84 26
0m 680047 35104 0.0 5104
0 450718 L246853 000 1076954

Totaks: $1EETT I 10Ea0 om IS0 aE

Page: 1
Supplier From:

Supplier To: FIFFTETE
Feriod 1 Feriod 2 Feriod 3 e
276408 oo L] ann
24091 nnn nnn oon
0.m oo L] ann
0.0 nnn nnn oon
0.m oo L] ann
16593.99 nnn nnn oon
4T126 (] ana o0

Solution: Task 17xii

& Recurring Entries EEX

Details Amaunt

Mo of Postings Made

Add Edit Delete Process ‘ m Close
Batch Totals
Net Tax Gross
Sales 18 409.78 3146.72 21 556.50
Purchases 15 001.00 2 561.52 17 562.52
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5 General Guidance
5.1 Guidance for Tutors

Before the examination commences

Initial data will be provided on CD in Sage compatible format in versions 9, 12 and 13. It will also be
available in written format for non Sage users.

Care should be taken by tutors manually inputting the set up data as follows
e The financial year should run from January to December.
e To avoid possible candidate errors, the financial year should be set as the previous year to
that in which the examination is sat.

e On completion, the data should be carefully checked against the trial balance, the lists of
customer balances and supplier balances provided in the specialist tutor input document.

The nominal ledger codes will remain the same for each level of the qualification and will be based
on the Sage chart of accounts.

Nominal codes
4000-4006  Sales accounts
5000-5006 Purchases accounts
7850-7856  Expense accounts
Other nominal ledger codes will be used and these will reflect the default Sage codes.

It is recommended that prior to start of the examination, when the company has been restored to
the candidates’ computers, they should be supervised in entering their name or initials
immediately following the company name. This will help in the identification of printouts,
particularly in a network environment where printers are shared.
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Performance codes

AA Narrow fail

Used in conjunction with one other weakness code to indicate that the candidate is

only one error over the pass criteria.

AB Insufficient work submitted
Requested printout(s) not submitted.

CB Incorrect account posting

Correct amount posted to an incorrect account in the supplier ledger, customer ledger or

nominal ledger.

CD Typographical errors
On dates, names, addresses or reference numbers.

CE New accounts not created
Supplier, customer or nominal ledger account not created.

CF Incomplete or inaccurate updating
Transaction not processed or an incorrect amount processed.

FA Batch totals missing or inaccurate

Used in conjunction with at least one other performance code.

Why candidates fail
Please see details in section 5.2.

Reading list

Computer Accounting
Michael Fardon

Osborne Books

ISBN: 978 1-905777-11-2
Price 17.95

For general accounting knowledge:

Business Accounts

David Cox

Osborne Books

ISBN: 978 1-872962-63-4
Price 22.95

AQA Accounting For AS

David Austen and Peter Hailstone
Nelson Thornes

ISBN: 978-0748798698

Price 14.99

Documents available on our website
FAQs

Sample Papers

Scheme Handbook

Level 1/2/3 Award in Computerised Accounts
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5 General Guidance
5.2 Guidance for Candidates

Preparing for the examination - all levels

Make sure you have plenty of practice in entering the data exactly as it appears on the examination
paper. You should adopt a “type as you see” policy.

Hints, tips and recommendations

Level 1

Take your time when inputting the data, it is far easier to avoid errors at the time of entering the
data than to identify and correct errors later. Typographical errors can result in a fail.

Remember to complete the batch totals in all three columns ensuring that they cross cast. These
totals can be verified when you input the data into your accounts software.

Be aware that aged debtors and aged creditors reports do not provide details of transactions
when the resultant balance is zero and as such do not provide the examiner with sufficient
information.

Depending on the software package in use, it may be necessary to produce more than one report
to demonstrate that the names and addresses and all the transactions have been entered in each
of the customer and supplier accounts.

Make use of the five minutes preparation time to read the paper carefully and make sure that you
know exactly what you need to do.

It is not necessary to input anything in the details column — this will not be assessed and you will
only use up your time allowance.

Ensure that your printouts meet the full requirements of the examination.
Take time to proof-read your work thoroughly.

You are allowed to print one draft copy only of your printouts during the examination to help you
proof-read. Remember, final printouts can be taken after completion of the examination time.
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Level 2
This level differs to Level 1 in a number of ways:

Considerably more data is provided at the start of the examination in the form of customer,
supplier and nominal accounts and transactions relating to the previous or current month.

Take your time when inputting the data, it is far easier to avoid errors at the time of entering the
data than to identify and correct errors later. Typographical errors can result in a fail.

Remember to complete the batch totals in all three columns ensuring that they cross cast. These
totals can be verified when you input the data into your accounts software.

Be aware that aged debtors and aged creditors reports do not provide details of transactions
when the resultant balance is zero and as such do not provide the examiner with sufficient
information.

Depending on the software package in use, it may be necessary to produce more than one report
to demonstrate that the names and addresses and all the transactions have been entered in each
of the customer and supplier accounts.

Make use of the five minutes preparation time to read the paper carefully and make sure that you
know exactly what you need to do.

It is not necessary to input anything in the details column — this will not be assessed and you will
only use up your time allowance.

You will be required to process a wages journal as part of the examination. Make sure you are able
to identify the debits and credits of this transaction.

Note that all supplier payments and customer receipts must be correctly allocated.
Ensure that your printouts meet the full requirements of the examination.
Take time to proof-read your work thoroughly.

You are allowed to print one draft copy only of your printouts during the examination to help you
proof-read. Remember, final printouts can be taken after completion of the examination time.

All items in the syllabus will appear in every examination.
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Level 3

This level is not about simply processing data, it requires decision making by you in response to
questions asked and in accordance with the company statement of accounting policies.

As is the case with the Level 2 examination, a considerable amount of data is provided at the start
of the examination in the form of customer, supplier and nominal accounts and transactions
relating to the previous or current month.

Take your time when inputting the data, it is far easier to avoid errors at the time of entering the
data than to identify and correct errors later. Typographical errors can result in a fail.

Remember to complete the batch totals in all three columns ensuring that they cross cast. These
totals can be verified when you input the data into your accounts software.

Be aware that aged debtors and aged creditors reports do not provide details of all transactions
when the resultant balance is zero and as such do not provide the examiner with sufficient
information, but you will be required to produce an aged debtor or creditor report as part of your
tasks in addition to the standard activity report.

Depending on the software package in use, it may be necessary to produce more than one report
to demonstrate that the names and addresses and all the transactions have been entered in each
of the customer and supplier accounts.

It may be necessary to produce reports during the examination to provide supporting information
to carry out specific tasks. These will, as with all other reports, have to be submitted for marking at
the conclusion of the examination.

The purchase or sale of assets and the calculation and processing of depreciation in accordance
with the company statement of accounting policies, will also provide an opportunity for you to
demonstrate your decision making ability.

You should refer to the nominal accounts present and write down the stages necessary to fully
appreciate cause and effect prior to entering data into your accounting software,

Considerably more reports will be required at this level and you will be required to filter
information by date, account or audit trail reference.

It is not necessary to input anything in the details column — this will not be assessed and you will
only use up your time allowance.

Make use of the five minutes preparation time to read the paper carefully and make sure that you
know exactly what you need to do.

Note that all supplier payments and customer receipts must be correctly allocated.
Ensure that your printouts meet the full requirements of the examination.
Take time to proof-read your work thoroughly.

You are allowed to print one draft copy only of your printouts during the examination to help you
proof-read. Remember, final printouts can be taken after completion of the examination time.

Not all of the syllabus will be examined on every paper. Only three of the six non-core syllabus
items will be present in any one paper.
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Reading List

See ‘Guidance for Tutors’ above.
Documents available on our website
FAQs

Sample Papers
Scheme Handbook
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