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Level 1 - Computerised accounting software (7574-117)  

Assignment B
Introduction – Information for Marking Assessors

About this document

This assignment comprises all of the assessment for Level 1 Computerised accounting software (7574-117).

The task information for this assignment is contained in the Candidate Instructions document. The following notes for guidance are provided to assist assessors in planning the delivery of the assignment to candidates.
Important information

This document must not be shown to candidates prior to assessment.

Feedback may be given to candidates after the assessment using this document, but they must not be allowed to keep a copy.

Health and safety

The importance of safe working practices, the demands of the Health and Safety at Work Act 1974 (HASWA) or national and / or local health and safety regulations, associated regulations and Codes of Practice associated with the particular industry, must always be stressed. This will include directives form the European Union (EU) where appropriate. Candidates have responsibilities for maintaining the safety of others as well as their own. Anyone behaving in an unsafe fashion must be stopped and a suitable warning given. A candidate should never be allowed to continue on an assignment if they have contravened these requirements. This may seem rather strict but, apart from the potentially unpleasant consequences, each candidate must acquire the habits required for the workplace.

Location of assignment

Any suitable environment.
Additional Guidance for International Centres 

For VAT please substitute with local equivalent e.g. Sales Tax. Please amend Candidate Instructions as necessary before assignments are given to students. 

Equipment required for this assignment 

This assignment assumes that candidates will have access to a PC with appropriate accounting software, to enable the candidate to carry out the functions covered by this assignment.  

A printer should be available which is suitable for printing reports from the accountancy software package. Candidates are expected to select and use report formats provided within the software package but they may be printed on plain paper for the purposes of this assessment. Special stationery is not required for this assessment (although if available it may be used). 
Evidence and recording

Centres should ensure that all data produced by candidates is kept secure and that assignments are, once downloaded, kept locked safely away until their use. 
It is the responsibility of the centre/assessor to ensure that the candidate taking an assignment /test is the correct person. 
Ideally, centres should produce a written strategy outlining their procedures for ensuring the above takes place.
Setting Up the Assignment

The computer should be set up with the relevant information present before candidates begin. Assessors should ensure that all initial information provided is pre-loaded: e.g. nominal accounts, supplier and customer details supplied on the attached sheets.  

Note: To assist in the setup for this assignment, the setup information has been saved as a Sage backup file under the filename:  Cente_Master Setup_Holmes Bakery_Passworded.001 

If the backup file Cente_Master Setup_Holmes Bakery_No password.001  is used the password ‘Eccles’ will need to be set before the assignment starts.

Software

The tasks in this assignment have been designed to work on most conventional accounting packages. Please note that if your software application does not support any features required within this assignment, for example: 
· Remittance advice or debtor letter printing 

· Annotation of supplier and customer accounts
Alternative evidence of providing the relevant information in another form may be accepted
Back up
For the assignment, assessors should ensure the candidate is able to back up his or her work. This backup file must be available to the assessor to examine the data following the completion of the assignment 
If the PC has a suitable drive backup should be made onto a floppy disk. This floppy disk is submitted as part of the completed assignment.
Alternatively the candidate may be provided with a clean ‘flash’ memory drive which should be submitted as part of the completed assignment.
If no floppy disk drive is available the candidate may have a secure area of hard disk on which to back-up data. The assessor should take a copy of the backup file for examination purposes immediately after the completion of the assignment.
Evidence and recording

At the close of the assignment candidates should provide the following information:
· A back up disk or similar medium containing their work on this assignment

· The printouts required in this assignment.

· The assignment itself with the question boxes suitably completed 
All of this evidence should be clearly marked with the candidate’s name. 
Security

Centres should ensure that all data produced by candidates is kept secure and that assignments are, once downloaded, kept locked safely away until their use. It is the responsibility of the centre/assessor to ensure that the candidate taking an assignment /test is the correct person. Ideally, centres should produce a written strategy outlining their procedures for ensuring the above takes place.
Time considerations

The time permitted for this assignment is one and a half hours. Candidates must be notified when they have 5 minutes remaining in order to enable them to create a back up. 

If the assignment is taken over more than one period, all removable media and paperwork must be returned to the test supervisor at the end of each sitting.
A period of seven days must have elapsed before an unsuccessful candidate can retake this assignment.

Files to be provided by the centre

The files for this assignment should be set up using a Computerised Accountancy package such as SAGE 50.  (See Setting Up the Assignment above)

The files to be input are available in Word format on our website.  
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Level 1 - Computerised accounting software (7574-117)  

Assignment B
Marking and grading criteria

How to mark this assignment

All candidate instructions are shown for ease of marking. A mark should be given for each task specified in the marking, if the candidate achieves it. At the end of the marking criteria candidates' marks should be totalled and an overall grade should be given according to the prescribed number of criteria shown. Use all available evidence to support the awarding of marks including electronic files, printouts etc. The Evidence and Recording column is shown as a suggestion.
Grading criteria

Pass –   19 criteria shown as (   ).


Please note: DO NOT MARK PRINTOUTS WITHOUT A NAME pages which contain handwritten footers may be marked but the marks specified for the footer may not be awarded.

	Task A
	Outcome

Reference
	Evidence and 

recording   
	Candidate instructions
	Marking criteria


	Marking

	1
	A1.1

A1.5
	Observation & Printouts
	Power up the computer, identify the accountancy software and log on using the password provided.
	Computer powered up and software accessed via password provided.
	(   )

	2
	
	Observation & Printouts
	Ensure that you have a suitable storage medium for backup purposes and to save any reports to.
	
	N/A

	3
	
	Observation & Printouts
	Check that you have access to a printer, loaded with sufficient paper.
	
	N/A


	Task B
	Outcome

Reference
	Evidence and 

recording   
	Candidate instructions
	Marking criteria


	Marking

	1
	A1.1

A1.4
A1.6
	Accounts 
	A customer has moved premises.  Find and edit the customer details retaining the existing customer code. 

HSBJ Bank 

Suite 7, Highpoint Tower

Park Lane

London

CW1 4AA 

Contact – Mary Hoskins

Phone - 01653 827 459

Fax -  01653 827 459

Email – mary.hoskins@HSBJ.coz


	Customer details edited

· Address was correct including post code

· Both telephone numbers were correctly updated

Note:  If the customer code is altered no marks to be awarded.
	(   )

 (   )


	2
	A1.2

A1.4

A1.6
	Accounts 
	Add a memo to the customer file:

New address entered on [Enter today’s date] by [add your initials]


	Note and date correctly entered into the customer memo field.

(Slight wording errors are acceptable)
	(   )



	3
	A1.2

A1.4

A2.1

A2.2

A2.3
	Accounts 
	Enter the following batch of five customer invoices assigning them to the correct nominal ledger codes.

Ensure that you check all information and respond to any errors or problems that may arise prior to any posting.
	5 customer invoices were entered

Customer Invoice 1

· Customer Account Code correct

· Invoice reference correct 
· Correct nominal code used

· Description of item correct

· Unit value was correct
· VAT rate was correct
Note:  5 correct to award the mark.
	(   )


	3 cont
	
	
	
	Customer Invoice 2

· Customer Account Code correct

· Invoice reference correct 
· Correct nominal code used

· Description of item correct

· Unit value and VAT rate were correct
Note:  4 correct to award the mark.
	(   )



	
	
	
	
	Customer Invoice 3

· Customer Account Code correct

· Invoice reference correct 
· Correct nominal code used

· Description of item correct

· Unit value and VAT rate were correct
Note:  4 correct to award the mark.
	 (   )

	
	
	
	
	Customer Invoice 4

· Customer Account Code correct

· Invoice reference correct 
· Correct nominal code used

· Description of item correct

· Unit value and VAT rate were correct
Note:  4 correct to award the mark.
	(   )

	
	
	
	
	Customer Invoice 5

· Customer Account Code correct

· Invoice reference correct 
· Correct nominal code used

· Description of item correct

· Unit value and VAT rate were correct
Note:  4 correct to award the mark.
	(   )


	4
.
	A1.2

A1.4

A2.1

A2.2

A2.3
	Accounts and printouts
	Enter the following batch of three supplier invoices.

Ensure that you check all information prior to any posting.
	Three supplier invoices were entered

Supplier Invoice 1
· Supplier code correct

· Reference correct
· Nominal code correct 

· Description correct

· Amount correct 
· VAT rate was correct

Note: 5 correct to award mark.
	(   )


	
	
	
	
	Supplier Invoice 2

· Supplier code correct

· Reference correct
· Nominal code correct 

· Description correct

· Amount correct 
· VAT rate was correct

Note: 5 correct to award mark.
	(   )


	
	
	
	
	Supplier Invoice 3

· Supplier code correct

· Reference correct
· Nominal code correct 

· Description correct

· Amount correct 
· VAT rate was correct

Note: 5 correct to award mark.
	 (   )


	5
	A1.2

A1.4

A2.1

A2.2

A2.3
	Accounts and printouts
	Enter the following sales credit note and supplier credit note.


	Customer Credit Note 1
· Customer code correct)

· Reference correct

· Nominal code correct 

· Description correct 
· Amount (including VAT rate) correct
Note: 4 correct to award mark.
	(   )

	
	
	
	
	Supplier Credit Note 1
· Supplier code correct)

· Reference correct

· Nominal code correct 

· Description correct 
· Amount (including VAT rate)correct
Note: 4 correct to award mark.
	(   )


	Task C
	Outcome

Reference
	Evidence and 

recording   
	Candidate instructions
	Marking criteria


	Marking

	1
	A1.2

A1.4

A2.1

A2.2

A2.3
	Accounts and printouts
	Three payments have been received from customers. Enter the receipts and allocate the payments to customer invoices where appropriate.


	Three payments were entered.

Customer remittance 1
· Correct customer 
· External reference correct 
· Payment date correct
· Invoice reference was correct
· Amount entered was correct 

Note: 4 correct to award mark.
	N/A

(   )

	
	
	
	
	Customer remittance 2

· Correct customer 
· External reference correct 
· Payment date correct
· Invoice reference was correct
· Amount entered was correct 

Note: 4 correct to award mark.
	(   )

	
	
	
	
	Customer remittance 3
· Correct customer 
· External reference correct 
· Payment date correct
· Invoice reference was correct
· Amount entered was correct 

Note: 4 correct to award mark.
	(   )


	Task D
	Outcome

Reference
	Evidence and 

recording   
	Candidate instructions
	Marking criteria


	Marking

	1
	A1.3

A3.1

A3.2

A3.2
	Answer sheet
	Your supervisor has asked you to check the total value of all sales and invoices from 01 April to 31May in the current financial year.

Run the day book reports and enter the totals of the transactions in each category in the form below or on the supplied answer sheet. 


	Total value of sales invoices was correct

Total value of purchase invoices was correct
	(   )
(   )

	2
	A1.3

A3.1

A3.2

A3.2
	Printout1
	Run a report showing a list of all the invoices that are outstanding from customers in the current financial year. 

Save it to file with the name the report as Printout1. 


	Report was generated listing all invoices outstanding from customers. 

The report used the current accounting year only.

It was saved to file as Printout1

	(   )
(   )

(   )

	3
	A1.3

A3.1

A3.2

A3.2
	Accounts 
	Using your report of outstanding invoices. You have been asked to arrange payment to the following supplier for the relevant invoice. 

Enter the supplier payment allocating the payment where appropriate.

· 
	Payment was made to supplier.

· Cheque number was correct

· Date was correct

· Supplier was correct

· Details of transaction were correct

· Amount paid was correct

Note: 4 correct to award mark.
	(   )

	4
	A1.3

A3.1

A3.2

A3.2
	Answer sheet
	Run suitable reports for the current financial year and fill in the amounts in the table below. 

· 
	Total amount owed by customers was correct

Total amount owed to suppliers was correct

Bank balance at 31/05/xx was correct
	(   )

(   )

(   )


	5
	A1.3

A3.1

A3.2

A3.2
	Printout2
	· Your supervisor has requested a detailed supplier activity summary report for all transactions in the current financial year to date for supplier references KES001 
· Save the report with the name Printout2
	Report showing detailed suppler activity for NAT002 only was generated.
The report covered the current financial year

Report was saved as Printout2
	(   )
(   )

N/A

	6
	A1.3

A3.1

A3.2

A3.2
	Printout3
	Generate a statement for any outstanding invoices for HSBJ Bank (HSB001) for the current financial year in any suitable format.  

Save this report as Printout3.

· 
	A report was generated for HSB001 that showed all outstanding invoices for the current financial year.

Report was saved as Printout3
	(   )

N/A


	Task E
	Outcome

Reference
	Evidence and 

recording   
	Candidate instructions
	Marking criteria


	Marking

	1
	A1.5

A1.6
	Backup file
	Ensure that you have checked all information and respond to any errors or problems that may have arisen then back up your data onto a suitable storage medium. 

Name the backup file cas117bXX where XX are your initials e.g. cas117bcg.


	Backup file was created with the correct filename
	(   )

	2
	
	
	Close the accounting package and shut down your computer

	
	N/A
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