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Internal Assessment Resource

Internal Assessment Resource

Accounting Level 2
	This resource supports assessment against:

Achievement Standard 91175 version 2
Demonstrate understanding of accounting processing using accounting software

	Resource title: Designing and processing transactions for a business 

	4 credits

	This resource:

· Clarifies the requirements of the standard

· Supports good assessment practice

· Should be subjected to the school’s usual assessment quality assurance process

· Should be modified to make the context relevant to students in their school environment and ensure that submitted evidence is authentic


	Date version published by Ministry of Education
	February 2015 Version 2

To support internal assessment from 2015

	Quality assurance status
	These materials have been quality assured by NZQA.

NZQA Approved number A-A-02-2015-91175-02-5374

	Authenticity of evidence
	Teachers must manage authenticity for any assessment from a public source, because students may have access to the assessment schedule or student exemplar material.

Using this assessment resource without modification may mean that students’ work is not authentic. The teacher may need to change figures, measurements or data sources or set a different context or topic to be investigated or a different text to read or perform.


Internal Assessment Resource

Achievement Standard Accounting 91175: Demonstrate understanding of accounting processing using accounting software 
Resource reference: Accounting 2.2B v2
Resource title: Designing and processing transactions for a business
Credits: 4

Teacher guidelines

The following guidelines are designed to ensure that teachers can carry out valid and consistent assessment using this internal assessment resource. 

Teachers need to be very familiar with the outcome being assessed by the Achievement Standard Accounting 91175.  The achievement criteria and the explanatory notes contain information, definitions, and requirements that are crucial when interpreting the standard and assessing students against it.

Context/setting
This assessment activity requires students to design and execute transactions for a model trading business using computer software in a way that will demonstrate understanding of accounting processes. 

In the preparatory task, students will invent a trading business, inventory items, accounts and opening balances, suppliers, and a realistic set of transactions for that business. 

Students will process the above into a computerised accounting software package and be assessed on:

· Setting up inventory, cost of goods sold and sales accounts and correctly classifying new general ledger accounts

· Processing frequent and infrequent transactions including general journal entries 

· Using the banking function correctly and correcting complex errors.

For sufficiency, it is suggested that teachers ensure that the number and range of transactions found in 2.2A are in any entity students create.

Conditions
All parts of this assessment are open book. 

You will need to ensure students are provided with sufficient time, resources and guidance to complete the preparatory task. All student work must be thoroughly checked before undertaking the assessment task. The preparatory activity is not assessed. 
Sufficient class time needs to be provided for students to complete the assessment task individually. As a guide most students will require approximately 3 hours. More time can be provided if necessary. This is not a time-restricted activity.
Resource requirements
· Computer software package capable of meeting all requirements of the standard, for example, Quickbooks, MoneyWorks, MYOB.

· A printer.

· Microsoft Word or equivalent software.

· Access to a computer for each student for the duration of the assessment.

Additional information

Note: Teachers should ensure that the order is correct for the software package being used. 
An income statement and balance sheet are not assessed but a screen view may assist in indentifying whether transactions have been processed correctly and new general ledger accounts have been correctly established and classified. 

Internal Assessment Resource

Achievement Standard Accounting 91175: Demonstrate understanding of accounting processing using accounting software 
Resource reference: Accounting 2.2B v2
Resource title: Designing and processing transactions for a business
Credits: 4

	Achievement
	Achievement with Merit
	Achievement with Excellence

	Demonstrate understanding of accounting processing using accounting software.
	Demonstrate in-depth understanding of accounting processing using accounting software.
	Demonstrate comprehensive understanding of accounting processing using accounting software.


Student instructions 

Introduction
Accounting software is used by many different trading businesses. In this activity, you will demonstrate your knowledge of accounting processes using a computer software package. 

As preparation for this activity, you will invent a trading business of your choice and prepare a set of data (accounts, inventory, balances, and transactions) for this fictional business. Your business data will not be assessed; ask your teacher for help as needed. 

Once your business data is complete, you will be assessed on how well you use the accounting software package to: 
· enter opening balances in general ledger accounts and the accounts of two suppliers

· create and correctly classify a range of general ledger accounts

· set up three new items of inventory

· create sales and cost of goods sold accounts for each new item of inventory

· process transactions using appropriate command centres/tabs and the general journal (or their equivalents)

· use the banking function correctly for both cash and EFTPOS

· correct complex errors.

NOTE: At the end of each period you will be required to print out a Session Report and hand this to your teacher.

The assessment will take place over (teacher insert actual time allocated) periods of class time. 
You will be assessed on the accuracy, appropriateness, and completeness of the accounting records in the computer software package. 
Preparatory activity
Part A: You will have (teacher to insert time allowed) to develop the preparatory task. You may (teacher to determine) complete this preparatory task in groups.
Part B: Your preparatory task will be peer reviewed in class on (teacher to insert date).

Note - full participation in parts A and B of the preparatory activity is required before you can undertake the task.

Part A

Use the resource templates provided by your teacher. You will need to download the assessment onto a memory stick/your personal profile on the school network (teacher to direct).
1. Complete Resource 1 by:
· describing your business

· entering details of three different items of inventory including:
· Product name

· Product code

· Inventory on hand

· Unit cost excluding GST

· Selling price including GST.

2. Complete Resource 2 by creating a trial balance for the business with the following accounts and balances. (Note for income and expense accounts you may enter a zero balance. Asset, liability, and equity accounts, except drawings and one item of PPE, require a positive balance. Make sure your trial balance is realistic – for example you need Capital to be positive – and it balances!)
· Bank

· Inventory accounts for each item of inventory

· Sales accounts for each item of inventory

· Cost of goods sold accounts for each item of inventory

· Accounts payable – the balance for this needs to be the sum of the balances in Resource 3

· GST accounts (check which ones your teacher wants you to use)
· Two PPE assets – one may have a zero balance

· Accumulated depreciation accounts for each item of PPE

· One Non-Current liability

· Capital – your name

· Drawings – your name

· A range of expense accounts – you should have at least 6 including interest on (non-current liability) relevant to your business. For example if you sell clothes delivery expenses are probably not okay but advertising is.

3. Use Resource 3 to create the details of two suppliers of inventory. You need to create:
· supplier names
· account code

· amount owing – the two amounts owing will need to add up to your Accounts Payable balance in Resource 2.

4. Use Resource 4 to create: 

· four days of appropriate transactions (April 2–5), transactions must relate to the type of business you have created
· three errors made in March, including one error for a GST exclusive account that should be recorded as drawings and 2 errors that incur GST
· the number of transactions required for sufficiency must meet the criteria listed in Resource 5.
Part B

Peer review

Once your Part A is complete, join a group of three or four students and review each other’s data sets. Write suggestions for improvement on your peer’s data templates and discuss the reasons for your suggestions with them. Your suggestions should be based on the following:

· Each transaction has been described using appropriate accounting conventions and has sufficient information to be processed
· All transaction requirements are met
· The business has sufficient inventory to meet sales requirements.
Teacher review & final revision

Make any suggested changes and hand in your revised data to the teacher by (insert date). Your teacher will check your work and suggest improvements. You will be expected to make the changes and then hand in your final revision to the teacher by (insert date). Full completion of Parts A and B is required before attempting the task.

Task

This part of the assessment will be completed using appropriate computer software and will use the information you have completed in Resources 1 to 4.

This is an individual open book assessment. You can use your own notes and any resources you have created during this unit of work. You cannot consult with your peers or ask the teacher for assistance except with computer/technical issues.

The assessment will take place over (teacher to insert number of periods). More time will be made available if necessary (teacher to insert any conditions/time frames for this).
1. Open a new file in (teacher to insert software package name)
2. Set up the file for your business and save the file to your space. 

Teacher to modify and expand this instruction to fit the needs of the software package and school computer system.

3. Use information in Resource 1 to set up your three inventory items, and their related accounts.

4. Refer to the accounts in the trial balance in Resource 2 and complete the following:

· Create new accounts for each financial element (teacher may list the new accounts such as Capital-Name; Drawings-Name; etc and must ensure each student will create at least one new account for each financial element)

· Enter opening balances from your trial balance.
5. Use information in Resource 3 to enter the details of your suppliers, including opening balances.

6. Use the information in Resource 4 to enter all of the transactions.

Important

At the end of each lesson, make sure you have printed a session report for the lesson using the instructions below. 
At the end of the assessment you need to show your teacher the screen version of your Income Statement and Balance Sheet, and submit all copies of each day’s session report.

Teacher note: Insert  printing instructions here.
Resources

Resource 1: _________________________ Trading Business

Business description
[Delete and insert a description of the trading business, what the business retails, owner's name, and any other information you deem necessary.]

Inventory information (as at 31 March 20XX)

	Product
	Product Code
	Inventory on hand
	Unit cost $ (excluding GST) 
	selling price $ (including GST) 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Resource 2: Opening Balances 01/04/20XX
Trial Balance (As at 1 April 20XX)

	Account Name
	DR
	CR

	Bank
	$ 
	$ 

	Inventory – 
	$
	$

	Inventory – 
	$
	$

	Inventory – 
	$
	$

	Sales Inventory – 
	$
	$

	Sales Inventory – 
	$
	$

	Sales Inventory – 
	$
	$

	Accounts Payable
	$
	$

	GST
	$
	$

	Liability – 
	$
	$

	Liability – 
	$
	$

	PPE – 
	$
	$

	PPE – 
	$
	$

	PPE – 
	$
	$

	Accumulated Depreciation – 
	$
	$

	Accumulated Depreciation – 
	$
	$

	Accumulated Depreciation – 
	$
	$

	Capital – 
	$
	$

	Drawings – 
	$
	$

	Expense – 
	$
	$

	Expense –
	$
	$

	Expense –
	$
	$

	Total
	
	

	Supplier (with code) – 
	$
	$

	Supplier (with code) – 
	$
	$


Note: Make sure your debits and credits balance!

Resource 3 

	Accounts Payable/ Supplier Name
	Code
	Amount Owing

	
	
	

	
	
	


Resource 4 
Transactions (all figures are EXCLUSIVE of GST)

	Date
	Transaction

	April 2
	

	3
	

	4
	

	5
	


Errors (March 2011)

The following errors were incorrectly recorded in the accounts last month.

Resource 5: Transaction Requirements
Include at least one instance of each of the following:
	Transactions required (use EFTPOS or electronic banking where relevant or likely)

	Cash and/or EFTPOS sales of inventory on each day (there needs to be at least all three inventory items sold).

	Cash or internet banking payments for 4 at least different expenses

	Cash or internet banking payment for 1 item of property, plant, or equipment

	Cash payment for drawings

	Cash or internet banking payment to each supplier

	Cash payment related to [non-current liability] principal and interest

	3 credit purchases of inventory with at least one purchase from each supplier

	2 returns of inventory with reasons – the returns should be to different suppliers

	Credit purchase of an item of property, plant, or equipment

	Freight charge from one supplier

	Drawings of goods for personal use with a reason

	An overdue fee charge from payable supplier

	An Inventory item loss is identified

	Depreciation is transferred to the Accumulated depreciation on an item of PPE

	Disposal for cash of a piece of property, plant , or equipment with a gain or loss on disposal

	All undeposited cash received is banked (the direct bank account may only be used on EFTPOS transactions)


Assessment schedule: Accounting 91175 Designing and processing transactions for a business
	Evidence/Judgements for Achievement 
	Evidence/Judgements for Achievement with Merit
	Evidence/Judgements for Achievement with Excellence

	The student correctly:

· sets up new inventory items and creates new accounts in the Chart of Accounts

· processes transactions using an appropriate Chart of Accounts:

· the cash receipts

· cash payments

· cash and/or credit sales of three different items of inventory

· cash and/or credit purchases for each item of inventory

· selects appropriate accounts and has the correct amounts, including the amount for GST where relevant, in the correct debit/credit columns for all accounts needed to process the transaction except:

· errors in figures for the cost of goods sold transfer for cash sales entries are allowed if the student has incorrectly included GST in the setup of inventory

· errors in figures for purchases or purchase returns where the student has incorrectly set up the inventory with the GST inclusive cost instead of the GST exclusive cost.

The set up of inventory does not require separate inventory, sales and cost of goods sold accounts. 

Items of inventory may be identified by default general ledger controls or “mixed up” such as using inventory rugby jerseys, sales hockey sticks, cost of goods sold hockey sticks for the hockey sticks. 

New general ledger accounts are not required to have been correctly classified.

Appropriate accounts means an inventory account for inventory (not a different asset account such as bank); an expense account for an expense; an income account for income; a PPE account for PPE etc.

All accounts needed to process the transaction may require evidence from more than one entry depending on the software package, e.g. MYOB, Quickworks. For example, for completing a cash sale or purchase return, evidence from two entries is required in MYOB. 

Replacement entries can be used as evidence where the student has correct entries, provided these entries are completely correct and of a similar nature to the transaction they are being used as replacement evidence for. 


	The student correctly:

· sets up new inventory items using separate inventory, cost of goods sold, and sales accounts for each item 

· creates a majority of correctly classified new accounts in the Chart of Accounts except equity

· correctly processes to correct accounts in the Chart of Accounts:
· cash receipts

· cash payments
· cash and/or credit sales of three different items of inventory cash and/or credit purchases for each item of inventory
A majority of the following general entries are fully correct:
· drawing of goods

· inventory shortage/loss

· purchase of an item of PPE on credit

· sundry charges by a supplier

· correction of a non-GST error

· Inventory returns to supplier.

The set up of inventory items, including opening quantities, should be correct for at least 2 out of 3 items of inventory.
Most new accounts created should be correctly classified in the Chart of Accounts.
Correctly processes to correct accounts means the student has selected correct accounts and amounts, including the amount for GST where relevant, in the correct debit/credit columns for all accounts needed to process the transaction/event.
All accounts needed to process the transaction may require evidence from more than one entry depending on the software package e.g. MYOB, Quickworks. For example, for completing a cash sale, purchase return, or drawings of inventory, evidence from two entries is required in MYOB. 
	The student correctly:

· sets up three new inventory items using separate inventory, cost of goods sold, and sales accounts for each item 

· creates nearly all correctly classified new accounts in the Chart of Accounts for each financial element except equity

· banks any undeposited cash receipts using a banking function or similar

· processes to correct accounts in the Chart of Accounts ensuring coverage of each financial element:

· cash receipts

· cash payments

· cash and/or credit sales of three different items of inventory credit, cash and/or credit purchases for each item of inventory
Nearly all of the following entries are fully correct:
· inventory returns to a supplier 

· sundry charges from suppliers

· drawing of goods

· inventory shortage/loss

· purchase of an item of PPE on credit

· correction of a non-GST error.
Processes two of the following complex transactions correctly:

· transferring depreciation on PPE

· disposal of an item of PPE for more or less than carrying amount

· correction of an error involving GST.
“Correctly processes to correct accounts” means the student has selected correct accounts and has the correct amounts, including the amount for GST where relevant, in the correct debit/credit columns for all accounts needed to process nearly all of the transactions/events.
All accounts needed to process the transaction may require evidence from more than one entry depending on the software package e.g. MYOB, Quickworks.  For example, for completing a cash sale, purchase return, or drawings of inventory, evidence from two entries is required in MYOB. 

A complex error is one requiring a thought process involving calculations to determine the amounts to be debited/credited to each account.


Final grades will be decided using professional judgement based on a holistic examination of the evidence provided against the criteria in the Achievement Standard.
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