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1
INTRODUCTION

The overall aim of this qualification is to accredit candidates’ knowledge and understanding of the fundamental principles concerned in the use of a computerised accounting system using commercially available software.   The qualification is non-software specific.
Within the qualification, candidates have the opportunity to gain knowledge of basic computerised book-keeping routines concerning the documentation and processes related to making and receiving payments. They will gain an initial insight into both cash and credit business transactions, VAT and other computerised routines.
The qualification requires candidates to understand those transactions, which are necessary for the setting up and entering of day-to-day transactions into a computerised accounting system including the processing of simple documents. Accuracy, integrity and security of data should always be uppermost in the candidates mind. 
Candidates may use this qualification as the basis of further study of computerised accounting systems and use it as underpinning knowledge for the study of the IAB Level 2 Certificate in Book-keeping and also progress to the IAB Level 2 Certificate in Computerised Book-keeping.  
To be awarded the full qualification, candidates are required to successfully demonstrate their competence by means of an external examination. It will also provide progression to the NVQs in Accounting at Levels 2 and 3 Candidates will receive acknowledgement of successful completion of the qualification.
2
AIMS
In summary, the qualification aims to enable candidates to: 

1 
Assess their competence and understanding in carrying out a range of basic day-to-day book-keeping routines and activities using a computerised book-keeping system operated with commercially available accounting software. The activities will include entry of business transactions, and routine basic book-keeping tasks.

2
To assess their understanding of the importance of maintaining accuracy, security and data integrity in performing any book-keeping tasks using commercial software for a computerised book-keeping system.

3
Upon completion, progress in their learning to further develop their knowledge, understanding and skills by:

· Further studies of book-keeping and accounting routines and procedure at Level 2
· Progression to the IAB Level 2 Certificate in Computerised Book-keeping.
3
TARGET GROUP
The IAB Level 1 Certificate in Computerised Book-keeping is aimed at individuals who wish to begin their studies of computerised book-keeping and gain an entry level qualification at Level 2 of the National Framework from a point of no previous knowledge.  It could also be used by those candidates who have some practical knowledge and skills and wish to gain an accredited qualification in the subject.
Owners of small businesses may also find this qualification useful as it gives coverage of the basic use of commercially available computerised software, suitable for the production of small business accounts.

4
STATEMENT OF LEVEL

Although there are no National Occupational Standards within the National Qualifications Framework at Level 1, this qualification has been designed to assess some of the basic knowledge and skills of computerised Book-keeping required at Level 2 of the National Qualifications Framework.   This qualification has also been designed to encompass some Level 3 standards with basic knowledge of VAT from Unit 7, Working with Computers (Unit 21) and Contribute to a Healthy, Safe and Productive working environment (Unit 22)
5
ENTRY REQUIREMENTS

As the examination tests the application of knowledge and understanding and not the recall of facts and figures, candidates will be expected to demonstrate an understanding of the subject area and to apply this knowledge in the examination.

Information regarding equivalent qualifications can be found via the IAB web-site (www.iab.org.uk) or by contacting the IAB directly.  

It is recommended that before commencing a course leading to the IAB Level 1 Certificate in Computerised Book-keeping the prospective student will already have basic skills in numeracy and literacy and the IAB Level 1 Certificate in Book-keeping.
6
PROGRESSION

The qualification has been designed to provide the essential knowledge, understanding and skills required to complement and enable candidates to progress to related qualifications at Level 2 of the National Qualifications Framework.

The qualification will provide a basis for progression to the study of the IAB Level 2 
Certificate in Computerised Book-keeping.  
It will also provide some progression to GCSE level in Accounting and related units in the General Vocational Certificate of Education (GVCE) qualifications.

7
THE STRUCTURE OF THE QUALIFICATION

This Level 1 qualification is a single Unit qualification.  It contains the computerised aspects of the syllabus and comprises eight mandatory Learning Outcomes with associated Assessment Criteria.  It should be noted that the qualification only contains work in a manual environment.
Teachers/trainers may find it necessary to address the Learning Outcomes in a different order initially.  Teachers and trainers should ensure that learning programmes are designed to meet the needs of individual candidates.  They should also ensure that learning programmes take account of the need for candidates’ to be fully competent in the knowledge and skills gained during this initial study of computerised book-keeping.

It is considered that this qualification has a ‘notional’ estimate of 30 Guided Learning Hours (GLH) or 60 hours of Notional Learning Time (NLT).  It is ‘notional’ because the actual GLH, or NLT, of course must take into account the specific needs of the individual candidates for the qualification.  For example, candidates who are relatively new to working with numbers may need significantly more GLH/NLT as opposed to those with substantial experience who may need less.  Teachers/trainers should use their professional judgement in assessing the needs of candidates and deciding the GLH/NLT to be provided.  

8
ASSESSMENT AND GRADING

All Learning Outcomes will be assessed through an externally set and marked examination lasting one hour and thirty minutes, consisting of a series of one practical task in the form of a case study, and one theory task which may be hand-written or prepared using word-processing software.  The examination will build on the candidates’ computerised book-keeping knowledge and will assess the candidate’s ability in relation to the Learning Outcomes. Candidates will be required to carry out the tasks accurately and in keeping with current book-keeping and accounting concepts and practice and the functions of the computerised accounting system.  
Faults will be incurred where candidates make numerical errors or fail to follow required procedures and formats. 

In order to achieve a Pass, candidates will be required to complete the assessment tasks without exceeding the permitted error tolerance.

To achieve this qualification, candidates must obtain at least 65%.  Such candidates are categorised into four grades, namely; Distinction with Commendation; Distinction; Credit and Pass.  Candidates obtaining less than 65% are categorised into Marginal Fail and Fail.
PASS AND FAIL MARKS/PERCENTAGES

A*
Distinction with Commendation
95% and above

A
Distinction



85% - 94.99%



B
Credit




75% - 84.99%

C
Pass




65% - 74.99%

M
Marginal Fail



60% - 64.99%

F
Fail




Below 60%
Candidates may sit the Examination on either the specific dates set and published by the IAB or on dates set by Centres on an ‘On-demand’ basis. Centres are advised to consult the IAB Centre Handbook on the IAB website (www.iab.org.uk) or contact the IAB for details of how to arrange an 'On-demand' examination.  All necessary security of candidate data and information will be undertaken by the IAB.
9
CERTIFICATION
All candidates who achieve a Pass grade will receive a Certificate for the successful completion of IAB Level 1 Certificate in Computerised Book-keeping.
10
NVQ IN ACCOUNTING LEVEL 2 and 3 SIGN-POSTING 

A sign-posting map is provided at the end of the Unit Specification demonstrating the links between this qualification and the knowledge and understanding requirements of the NVQ in Accounting at Level 2 and 3.  No NVQ Level 1 is available.
11
KEY SKILLS LINKS  

During their study towards the qualification, candidates may have opportunities to develop the knowledge and skills necessary to produce some of the evidence required for the Level 1 for the following Key Skills:
· Communication

· Working with Others

· Application of Number

· Information Communication Technology

· Improving Own Learning and Performance

· Problem Solving

Appendices 1 and 2 provide details of the links between this qualification and potential opportunities to develop the Key Skills.
12
SPIRITUAL, MORAL, ETHICAL, SOCIAL AND CULTURAL VALUES

Tutors preparing candidates would have opportunities to introduce relevant ethical, social and moral values throughout a course leading to this qualification.  Of specific relevance would be matters of honesty and integrity, probity and confidentiality of information.  In addition, the IAB Framework for Regulation and Code of Best Practice (provided at Appendix 4) also underpin all Learning Outcomes of the qualification.

13
HEALTH AND SAFETY ISSUES, ENVIRONMENTAL ISSUES AND EUROPEAN DEVELOPMENTS

There is some specific coverage of Health and Safety issues within the qualification, in relation to working with a VDU.   There is no specific coverage of environmental issues and European development.
14
REASONABLE ADJUSTMENTS FOR CANDIDATES WITH PARTICULAR REQUIREMENTS

The IAB and IAB Accredited Centres are required to ensure that candidates with particular assessment needs are not disadvantaged and that appropriate arrangements are made to meet their assessment needs. The procedure to make an application for arrangements to meet a candidate’s specific needs is detailed in the IAB Centre Handbook.

15
ENQUIRIES AND APPEALS

The IAB and IAB Accredited Centres are required to process all enquiries and appeals in accordance with the IAB established procedures.
16
UNIT SPECIFICATION INCLUDING NVQ LEVEL 2 IN ACCOUNTING SIGN-
          POSTING
See Pages 6 - 9

IAB LEVEL 1 CERTIFICATE IN COMPUTERISED BOOK-KEEPING

SINGLE UNIT TITLE: (IAB Code CB1) Basics of business record keeping using Accounting software
GLH:  30 hours 




ASSESSMENT TIME: 1 hr 30m
Aim

Upon the completion of study for this qualification, it is intended that the candidate will be able to:

· Understand the Business and Computer Environment 

· Set up company information

· Create Accounts

· Record Customer and Supplier Invoices and Credit Notes

· Record Receipts and Payments 

· Carry out Reconciliation Processes

· Record Petty Cash Transactions

· Take Printouts

Prior Knowledge and Skills Requirements 

There are no formal qualifications required for entry to the qualification at this level.  It is, however, desirable that candidates have appropriate literacy and numeracy skills.

	Learning Outcome
	Assessment Criteria

	
	

	1
	Understand the business and computer environment
	Understand Health and Safety Regulations where they relate to working in a safe environment with a computer or VDU.  
Understand the need to carry out visual simple safety checks when starting up the computer system.



	
	Understand the effects of:

· Fire damage

· Disk corruption and rotation

· Secure and Off Site storage

· Anti-virus and Firewall safety software

	
	

	
	Understand the necessity for taking back-up copies of data

Be able to:

· Take back-up copies of data
· Restore copies of date

	
	

	
	Understand and appreciate the need for complete confidentiality of customer, supplier and company information at all times.

	
	

	2
	Set up company information
	Understand how the computer software is operated and adjusted to show relevant company information.

Be able to:

· Set up company details such as company name

· Change Financial Year 

· Change Program Date



	Learning Outcomes
	Assessment Criteria

	
	

	3
	Create Accounts
	From complete information provided be able:

	
	· Set up Customer Accounts

· Set up Supplier Accounts

· Set up Nominal Accounts

· Maintain up to date account details by amending and deleting

    records as necessary.



	
	
	

	4
	Record customer and supplier 
	From dummy source documents or listed information, be able to:

	
	invoices and credit notes
	· Enter details from Sales invoices and credit notes, including VAT
    transactions, using the correct customer account reference, nominal 
    code, invoice reference, details and date.

	
	· Enter details from Purchase invoices and credit notes, including VAT transactions, using the correct supplier account reference, nominal code, invoice reference, details and date

	
	

	
	
	

	5 
	Record receipts and payments
	Be able to:

	
	
	

	
	· Allocate cheque, cash and automatic transfers paid and received to the correct customer or supplier account to include full payments, part payment and payments taking into account credit notes, using   the correct reference and date.

	
	· Record routine Bank payments and receipts, taking account of any

     VAT paid or received

	
	· Deal with recurring payments and receipts such as direct debits, standing orders etc.

	
	· Correctly calculate the VAT amount, where the gross amount and the rate of VAT are given, for both payments and receipts.

	
	

	
	

	6
	Carry out reconciliation processes
	Be able to:

	
	· Reconcile the computer Bank Record with a Bank Statement. 

· Reconcile Aged Debtors and Creditors with the Debtors and Creditors Control Accounts

	
	

	7
	Record Petty Cash 
	Be able to:

	
	transactions
	· Introduce a Petty Cash float

· Deal with items of Petty Cash expenditure, taking accounts of any VAT paid and using a clear reference system.

· Correctly calculate the VAT amount, where the gross amount and rate of VAT are given.

· Identify and action the amount required to restore the balance of the Petty Cash.

	
	

	8
	Take printouts
	Be able to produce routine reports using correct selection criteria and parameters:

	
	
	· Customer and Supplier Address Lists

· Customer and Supplier Activities

· Aged Debtors and Creditors Analyses

· Trial Balance

· Nominal Account Activities

· Audit Trail

· Bank Reconciliation/Reconciled and Un-reconciled transactions

	
	


UNIT ASSESSMENT

Candidates may sit the Examination of this Unit on either the specific dates set and published by the IAB or on dates set by Centres on an ‘On-demand’ basis. Centres are advised to consult the IAB Centre Handbook on the IAB website (www.iab.org.uk) or contact the IAB for details of how to arrange an 'On-demand' examination.  All necessary security of data and information will be undertaken.
NVQ IN ACCOUNTING LEVEL 2 SIGN-POSTING

IAB Level 1 Certificate in Computerised Book-keeping

Single Unit (IAB Unit Code CB1) –  Basics of business record keeping using Accounting software
	Learning Outcomes of the IAB Level 1

Certificate in Computerised Book-keeping
	
	Related to the following Elements of the NVQ in Accounting -  Level 2


	1.1     Understand the business and computer 

          environment
	1.1, 1.2
2.1, 2.2

3.1, 3.2, 3.3

4.1



	1.2 Set up company information

	1.1, 1.2
2.1, 2.2



	1.3 Create Accounts

	1.1, 1.2 (implied)
2.1, 2.2 (implied)

3.2



	1.4 Record customer and supplier invoices and credit notes

	1.1, 1.2
2.1, 2.2

4.1



	1.5 Record receipts and payments

	1.1, 1.2, 
2.1, 2.2

4.1



	1.6     Carry out reconciliation processes
	3.1, 3.2


	1.7     Record Petty Cash
	1.1, 1.2
2.1, 2.2

4.1



	1.8     Take printouts

	1.1, 1.2

2.1, 2.2

3.3 (implied)


NVQ IN ACCOUNTING LEVEL 3 SIGN-POSTING

IAB Level 1 Certificate in Computerised Book-keeping

Single Unit (IAB Unit Code CB1) –  Basics of business record keeping using Accounting software
	Learning Outcomes of the IAB Level 1

Certificate in Computerised Book-keeping
	
	Related to the following Elements of the NVQ in Accounting -  Level 3



	1.1     Understand the business and computer 

          Environment


	21.1, 21.2
22.1, 22.2

	1.2     Set up company information


	

	1.3     Create Accounts


	

	1.4 Record customer and supplier invoices and credit 

          notes


	7.3

	1.5     Record receipts and payments


	7.3

	1.6 Carry out reconciliation processes


	

	1.7 Record Petty Cash


	7.3

	1.8     Take printouts
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