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Introduction
Welcome to the Teacher’s Delivery Guide for Pearson LCCI Level 2 Award in
Computerised Bookkeeping (ASE20095). We are delighted that you are interested in
teaching this qualification, and have provided this free resource – written by teachers
– to support your delivery of the specification. It was created to support both new and
existing LCCI teachers and is based on the content of the latest specifications.
LCCI qualifications (set up originally by the London Chamber of Commerce and
Industry) have an established reputation dating back to 1887, when the first exams
were set in Bombay (now Mumbai). In 2011 this qualification suite became part of the
Pearson portfolio, which also includes academic qualifications (e.g. GCSE and GCE
Level) and vocational qualifications (e.g. BTEC). Now, these qualifications are offered
in over 90 countries and over 250,000 LCCI exams are taken annually by learners all
over the globe.
Some of the key features and benefits of the new finance and quantitative qualifications include:
●

Comprehensive support – Each qualification in the new suite is supported by a
free Teacher’s Delivery Guide and marketing materials to help you recruit learners.

●

Professional body recognition – We have received a number of exemptions from
Professional Bodies such as ACCA, CIMA and ICAEW. For more information, please
visit the Progression area within the Pearson website (qualifications.pearson.com/
lcci).

●

Higher body recognition – UCAS points are due to be confirmed on the new LCCI
Level 3 titles in 2016, so look on the website for details.

●

Employer recognition – LCCI qualifications have a long history of being sought
after by local employers, particularly in some countries where the brand is regarded
as the market-leading finance qualification.

●

100% external assessment – All the exams are set and marked by Pearson, which
gives the qualification credibility amongst external stakeholders (like employers,
Higher Education) and means you can be confident of the standards of the qualification. These qualifications will also follow the same awarding process as general
(academic) qualifications, and grade boundaries will set be for each exam to ensure
that standards remain consistent over time.

●

Mapped to International Accounting Standards (IAS) – This will ensure learners
understand the accounting practices that countries are increasingly adopting.

●

Clear specification and exam format – The specification is laid out in a more
concise format, and the mark scheme clearly outlines how mark allocation works
and is consistent between the levels and qualifications.
●

Assessment objectives – These detail all the different ways that content
may be assessed in the exam. For example, listing ‘depreciation’ under
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assessment objective 1 (memorise) may require learners to recall or state methods of
depreciation, whilst for assessment objective 2 (perform procedures) learners may be
required to demonstrate using methods of depreciation, and so on.
It is essential that you familiarise yourself with the full requirements of the specification
through close reading of the document. This guide is purely for support purposes and is
not designed to be a substitute for the specification itself.
Below is an overview of the different features to be included in the delivery guide
including:
●●

What’s new – provides a useful summary of key changes between the old and the new
specification, as well as highlighting the key aspects of the new course.

●●

Delivery guidance – provides suggestions on how to plan and teach the new LCCI suite
of qualifications.

●●

Scheme of work – contains a table illustrating how to deliver the qualifications within
the Guided Learning Hours (GLH) with ideas for possible activities and resources to use
with learners.

●●

Preparing learners for external assessment – guidance on how to help prepare
learners for the external assessment in the new LCCI qualifications.

●●

Command words – a list of the key command words and their definitions used in the
sample assessment material.

●●

Practice resources – questions for you to use with learners to develop their skills.

●●

Further reading and resource suggestions – suggestions of further printed and online
resources that you may find beneficial when delivering the new LCCI qualification.

●●

IAS glossary – detailing the key IAS terminology used in the new suite.

We hope you find this guide of use when teaching.
We encourage you to check the Pearson website (qualifications.pearson.com/lcci)
and search for this qualification to download a range of free learner resources and further
support for your delivery of this qualification.

vi
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Chapter

1

What’s new

The Pearson LCCI Level 2 Award in Computerised Bookkeeping (ASE20095) is an on-demand
qualification which is part of the redeveloped suite of LCCI Finance and Accounting qualifications. It replaces LCCI Level 2 Award in Computerised Bookkeeping Skills, and consists
of a range of topic areas that will prepare the learner to perform essential tasks within an
accounting environment.
This qualification provides a solid foundation to computerised bookkeeping and an
introduction to manual bookkeeping. It is aimed at learners who are new to the skills
required of bookkeepers and want a simple introduction to double entry. It is the first in
this suite of qualifications allowing progression to higher levels and employment in the
financial sector.
The following topics have been removed from the previous syllabus:
●

Inputting budgets and budget reporting

No new topics have been introduced; however the previous syllabus has now been divided
into two sections which have been subdivided into subject content. Section A is a written
section and Section B covers performing procedures. More specific detail is provided on
each topic to facilitate smooth delivery. Teachers should concentrate on, and deliver, the
knowledge, skills and understanding outlined in the ‘what students need to learn’ section
of the specification to enable full understanding of the unit. In addition, this qualification
is positively marked, as opposed to its predecessor qualification, which was negatively
marked.

Delivering this qualification
An example scheme of work has been provided, however it is not intended to be prescriptive.
It is provided as an example that you can use or adapt as appropriate. Learners’ skills will
be developed to enable them to perform bookkeeping procedures in the workplace. The
scheme of work allows lots of practice tasks which should be as near as possible to the tasks
required at this level in the workplace.
Bookkeeping can be a complicated subject and the scheme of work has been written to
introduce topics slowly before consolidating all areas ready for examination.
The example scheme of work initially covers the documentation and books of original
entry including the two-column cash book before moving on to balancing accounts and

1
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double entry. The tutor can refer to the dual aspect of bookkeeping at the introduction to
the unit but the learner will not be expected to cover this in detail until the above concepts
are understood. The teacher can then introduce the three-column cash book and banking
documentation control accounts (including payroll) and the journal before using the
consolidation weeks for revision and reinforcement where required.
The learner should then be familiar with the trial balance and be able to produce the
financial statements.
In brief, the learner should be able to complete the activities shown in the following
table.
Subject content

The learner should be able to:

1.1

Create, enter and amend
company data

Follow tutor led practical activities demonstrating
the use of values to prove the accounting equation.

2.1

Record routine transactions

Undertake exercises in which they prepare ledger
accounts from given data and make the necessary
entries to balance off the accounts.
Understand the difference between cash and
credit transactions and the purpose and nature of
different ledgers

2.2

Process and record complex
credit transactions

Understand the difference between cash and
credit transactions and the purpose and nature of
different ledgers.
Post the transactions to personal accounts and
record the periodic posting of totals to the sales,
purchases, sales returns and purchases returns
accounts.

2.3

Process and record non-credit
transactions

Demonstrate the differences between the bank
column in a cash book and a bank statement and
complete scenarios which include the updating
of the cash book and the preparation of the bank
reconciliation statement.

3.1

Process and record customer
account adjustments

Participate in tutor led discussions on alternative
methods of remuneration and the purpose and
nature of statutory and voluntary deductions.
Undertake exercises in calculating gross pay and
net pay from given data.
Complete full exercises on the calculation and
posting of payroll transactions to the ledger.

3.2

Process and record supplier
account adjustments

Follow tutor led practical activities demonstrating
the bookkeeping entries from a given set of data.

4.1

Use different types of journal
transactions

Undertake exercises using tutor produced material
to prepare an income statement recording a variety
of income sources.
Calculate, from the data provided, the depreciation to
be charged for the year using the straight line method
and reducing balance method of depreciation.

2
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Chapter 1 What’s new
5.1

Carry out bank reconciliation

6.1

Generate period end
management reports

7.1

Restore, data and enable data
security

Undertake exercises using tutor produced material
to prepare a statement of financial position,
recording all assets and liabilities in their correct
sections within the statement.

International Accounting Standards (IAS)
The new specification is based on IAS terminology, as increasingly countries are adopting
these standards. The terms that are used in this unit are given in the specification and in
this guide.

Assessment objectives (AO)
Assessment objectives have been developed for this qualification. This ensures that examinations are appropriately targeted, consistent and learners are challenged. All examinations
for Computerised Bookkeeping learners are primarily assessed on performing procedures.
This means, for example, 80–85% of this qualification will assess performing business
procedures, using appropriate accounting techniques. Learners are also assessed on how
they understand computerised bookkeeping and accurately enter data.
Please note that if you taught the previous specification, LCCI Level 2 Award in
Computerised Bookkeeping Skills, the AOs are different from those that you may be familiar
with. Whereas AOs used to give an overview of content in the specification, they now detail
all the ways that content in the specification can be assessed.

Assessment
Learners will be assessed on the content indicated in the specification under ‘What students
need to learn’.
Note: Not all of the subject content will be assessed at one sitting but all will be subject to
testing over the lifespan of the specification.

Examinations
Exams are written to discover not only how much of your subject the learner knows but also
the associated skills that they are expected to demonstrate: for example, not only knowing

3
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how to enter data but how to protect data to a professionally acceptable standard. Marks
will be based on how effectively the learners meet these skills. It is important therefore to
know the proportion of marks awarded for each AO. This information is included in the
specification. Note: This qualification is positively marked, as opposed to its predecessor
qualification, which was negatively marked.

4
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Chapter

2

Delivery guidance

This new suite of LCCI ﬁnance and accounting qualiﬁcations aims to prepare learners
for the accounting profession. Qualiﬁcations range from Level 1 to Level 4 covering
aspects of manual and computerised bookkeeping, accounts and statistics. Levels 1–3 are
aimed at learners aged 16+. Level 4 is aimed at learners who are 18+ and already in the
workplace.
As these are vocational qualiﬁcations, it is imperative that you use a variety of delivery
methods to engage learners and ensure they develop the appropriate knowledge, understanding and skills, which will help them to be successful in their future careers.

Planning:
●

Prior to recruiting learners onto the course, it is important to establish what qualification level they are already working at and that they have the sufficient motivation and
interest in accounting to enable them to be successful. Their previous academic history
and prior qualifications will help you to determine this.

●

The minimum age of learners in the specification should be used as a guide for recruitment, rather than as a compulsory requirement.

●

It is essential that you read the whole specification to familiarise yourself with its
requirements.

●

If you are already experienced in delivering LCCI finance and quantitative qualifications,
it is worth familiarising yourself with the differences between the old and new specification, which is also summarised in the ‘What’s new’ section of the delivery guide.

●

It is important to plan sufficient time to deliver the whole course. The Guided Learning
Hours (GLH) for each qualification provides an indication of how long is needed to
deliver the course in its entirety. The example Scheme of Work provides you with a
suggestion of how to plan the time over the course.

Delivery:
●

Visit the website qualifications.pearson.com/lcci and search for this qualification to find
supporting resources to use with your learners.

●

Use International Accounting Standards (IAS) terminology with learners from the
outset of the course. A glossary is included in the qualification specification, in this
guide and on the qualification website that you can give to learners.

5
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●●

Recap the previous session at the start of each lesson as this will provide an opportunity
to monitor learner progress and encourage questions.

●●

Develop each new topic from simple to complex incorporating realistic examples.

●●

In order to engage learners you should incorporate a variety of delivery methods which
allow for different learning styles. For example, pair and group work. It is recommended
that you have a maximum group size of three as learners do not get enough chance to
speak in large groups.

●●

Change the pace of the lesson by breaking things up a bit, i.e. different activities, timed
tasks and different materials.

●●

Let the learners make mistakes. They need to. We all learn best through making mistakes.

●●

It’s a good idea to let learners check their answers with each other before feeding back
to you.

●●

Use practice exercises to develop learners’ skills. These could be class based or set as a
homework assignment.

●●

You should encourage learners to complete additional tasks – for example, exercises from
suitable textbooks, real-life scenarios from business and financial pages in newspapers or
from websites to help contextualise the content for learners.

●●

At the end of each topic you can incorporate, into your teaching, a mini test to help
consolidate learning.

It is important that you ensure learners’ understanding over time and encourage learners
to develop good study skills from the beginning of the course. It will make it easier when it
comes to revision.

6
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Chapter

3

Scheme of work

Level 2 Computerised Bookkeeping
This scheme of work is intended to be an example and not prescriptive. It is provided to
help you make the most of your planning time. You can adjust the session order to suit your
circumstances and customise it by adding your own activities/lesson ideas to the ‘Activities’
column. There are opportunities to add subject matter individual to your students, e.g.
consolidation sessions or progress tests. Note that the order of unit content given here may
not be the same as in the qualification specification.
Learners’ skills will be developed to enable them to perform bookkeeping procedures in
the workplace. The scheme of work allows lots of practice tasks which should be as near as
possible to the tasks required at this level in the workplace.
Bookkeeping can be a complicated subject and the scheme of work has been written to
introduce topics slowly before consolidating all areas ready for examination.
The example scheme of work looks at providing students with a solid grasp of the basic
principles of double-entry and fundamental techniques for entering daily transactions into
the computerised software as well as dealing with non-routine transactions. The learner
should then be familiar with the trial balance and be able to produce reports.
It is recognised that many of the topics can be delivered sequentially and this scheme of
work attempts to provide a logical running order. It is also recognised, however, that there
may be many other valid approaches that the teacher might prefer to adopt. While progress
tests might provide a structured series of learning checks, teachers might also decide that a
less formal approach is desirable.
Guided learning hours: 50
Number of lessons: 20 two-half hour sessions
Duration of lessons: 2.5 hours

7
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Lesson

Unit content
Unit introduction

Activities

●●

●●

●●

Teacher presentation: (approx. 10 minutes) to
introduce the unit. Outline the nature of the key topics,
terms and assessment verbs. Outline the method of
assessment in this unit
Group discussion: teacher-led group discussion to
ascertain prior knowledge and identify the advantages
to a business of using a computerised accounting
system
Teacher presentation: an introduction to doubleentry bookkeeping linking how important this is in
computerised bookkeeping

Suggested
resource
checklist
Specification
Interactive
whiteboard
Ice breaker
activities
Frank Wood
exercises
Crossword

Explain the principles of double-entry bookkeeping
and the dual aspect, explain how this aspect is still
necessary in computerised bookkeeping although the
posting of the transaction may only require one entry.
Discuss what happens in computerised bookkeeping
when transactions are posted and use manual
bookkeeping examples to aid your explanations

1
●●

Group discussion: as a group discuss why accuracy
is important when entering data on to a computerised
system. Discuss confidentiality of data and how data
can be kept securely in order to maintain confidentiality
and security; introduce the notion of professional ethics
and conduct when dealing with business, client and
personal data

●●

Teacher presentation: introduce the different types
of business transactions (capital, revenue, income,
expenditure, assets and liabilities both current and noncurrent, equity)

●●

Group discussion: how do the various transactions
affect a business? Get students to use their prior
knowledge where possible

●●

Teacher led discussion: to review lesson and ensure
understanding (prepare a crossword to help check
understanding)

8
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Lesson

Unit content

Activities

Suggested
resource
checklist

1 Creating, entering and amending company data
1.1 Create, enter and amend company data
2 Processing routine transactions
2.1 Record routine transactions
2.2 Process and record complex credit transactions
2.3 Process and record non-credit transactions
Principles of
the accounting
equation –
introduction to
double-entry and
processing of data
including books of
original entry and
chart of accounts
2

Entering customer
and suppliers with
opening balances
when applicable

3

●●

Teacher presentation: (approx. 10 minutes) to review
previous session

Interactive
whiteboard

●●

Teacher led activity: demonstration of how the chart of
accounts are made up in the computerised accounting
system explaining the importance of them in the
financial statements

Task sheets
and answers
(optional)

●●

Student activity: students participate in discussions
and complete given tasks, individually or in pairs, asking
them to identify where transactions would appear in the
chart of accounts

Research
and written
task to
complete

●●

Teacher activity: demonstrate how to set up the
accounts of a business using computerised accounting
software. Ensure the students are following the
demonstration. Encourage peer support for the weaker
learners

●●

Teacher led discussion: to review lesson and ensure
understanding

●●

Teacher activity: to provide support throughout and
ensure all data are backed up correctly after each
exercise

●●

Teacher presentation: (approx. 10 minutes) to review
previous session

Interactive
whiteboard

●●

Teacher led activity: explanation of the need for
separate purchase, purchase returns, sales and sales
returns accounts and demonstration of usage; ledgers
and general ledger; balancing off of these accounts
and extraction of trial balances (use a manual example
to start so learners can visualise how double-entry
bookkeeping works)

Task sheets
and answers
(optional)

●●

Student activity: completion, individually or in pairs,
of tasks involving the use of these inventory-related
accounts

●●

Teacher activity: ensure student participation in class
discussions, set student tasks, provide support and
solutions/feedback

●●

Teacher led discussion: to review lesson and ensure
understanding

●●

Teacher activity: to provide support throughout and
ensure all data are backed up correctly after each exercise

Textbook

Textbook

9
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Lesson

Unit content
Enter opening
trial balance
and create new
nominal codes

Activities

Suggested
resource
checklist

●●

Teacher presentation: (approx. 10 minutes) to review
previous session

Interactive
whiteboard

●●

Teacher led activity: explanation and demonstration
how to enter a trial balance explaining the complications
of the opening customer and supplier balances and
the importance of the nominal codes in the chart of
accounts (use a manual example to start so learners
can visualise how double-entry bookkeeping works)

Task sheets
and answers
(optional)

Entering invoices
and credit notes

●●

Student activity: completion of the entry of the initial
trial balance

●●

Teacher activity: an introduction to the main business
documents used in buying and selling goods using
cash or credit: the purpose of invoices and credit notes
and the information contained therein. Demonstrate
how the details included in invoices and credit notes
are entered into the accounting software. Discuss
discounts and the different types of discounts used in
business transactions - cash discounts; trade discounts;
settlement discounts; bulk discounts

●●

Student activity: enter remaining customer and supplier
invoices and credit notes entered on to the system
(remembering accuracy at all times)

●●

Teacher led discussion: to review lesson and ensure
understanding

●●

Teacher activity: to provide support throughout and
ensure all data are backed up correctly after each
exercise

4

Textbook

10
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Lesson

Unit content
Process and
record complex
transactions
and process and
record non-credit
transactions

Activities

●●

Teacher presentation: (approx. 10 minutes) to review
previous session

Interactive
whiteboard

●●

Teacher led activity: example activities, record
customer receipts taking into account discounts. Explain
how the allocation of receipts is recorded against
customer invoices where applicable. Record payments
on account and explain why a payment on account may
occur. (Use a manual example to start so learners can
visualise how double-entry bookkeeping works)

Task sheets
and answers
(optional)

Student activity: students to complete additional
customer receipts

●●

Teacher lead activity: pay supplier invoices taking
discounts where applicable, and allocate credit notes when
necessary. Post payment on account when necessary

●●

Student activity: students to complete additional
supplier payments

●●

Tutor demonstration: show the reports that can be
generated including: expenditure by supplier; monthly
expenditure; supplier reports; expenditure by outgoing
type, explaining the information which is generated
again, reiterating the importance of accuracy

●●

Tutor demonstration: process cash receipts and
payments for non-regular sales and purchases including
petty cash receipts and payments

●●

Teacher activity: to provide support throughout and
ensure all data are backed up correctly after each exercise

●●

Teacher presentation: (approx. 10 minutes) to review
previous session

●●

Teacher explanation: give learners additional data to
add to the data already entered

●●

Student activity: students to complete the additional
exercise individually

●●

Teacher activity: to provide support and solutions/feedback

●●

Teacher presentation: (approx. 10 minutes) feedback
from progress test

Interactive
whiteboard

●●

Teacher presentation: demonstrate how to process
petty cash payments and receipts using the computerised
software. Explain how to restore an imprest balance. (Use
a manual example first to ensure thorough understanding)

Task sheets
and answers
(optional)

●●

Student activity: working individually, process the
remaining petty cash vouchers and reimburse the petty
cash accordingly. (Use the manual system first then post
to the computerised software)

●●

Teacher activity: to provide support when necessary

●●

Teacher led discussion: to review lesson and ensure
understanding

6

Receipts and
payments through
petty cash
including tax
implications
7

Textbook

●●

5

Additional data
entry to recap all
areas so far

Suggested
resource
checklist

Additional
data to input
and generate
reports

Textbook

11
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Lesson

Unit content

Activities

Suggested
resource
checklist

3 Processing non-routine transaction
3.1 Process and record customer account adjustments
3.2 Process and record supplier account adjustments
4 Processing journals
4.1 Use different types of journal entries
Processing
journals – manual
bookkeeping

●●

Teacher explanation: explain the uses of the journal
and demonstrate using manual bookkeeping.

Interactive
whiteboard

●●

Journals to demonstrate and explain: irrecoverable
debt, returned payment/receipt, wages, drawings,
introduction of assets

Task sheets
and answers
(optional)

●●

Student activity: students to complete exercises for
different types of journals

Textbook

●●

Teacher presentation: (approx. 10 minutes) feedback
from progress test

Interactive
whiteboard

●●

Teacher presentation: explanation of how to generate
journals in the accounting software, explain in what
circumstances a journal is used. Use manual examples
to aid understanding due to the complexity of this area

Task sheets
and answers
(optional)

●●

Student activity: working individually, process the
journals into the accounting software using manual
bookkeeping examples

●●

Teacher activity: to provide support when necessary

●●

Teacher led discussion: to review lesson and ensure
understanding

●●

Teacher led discussion: (approx. 10 minutes) to
review lesson and ensure understanding

8

Process bad debt,
contra entries,
returned cheques,
correction of
errors

9

Textbook

5 Bank accounts reconciliation
5.1 Carry out bank account reconciliation
6 Management reports
6.1 Generate period end management reports
7 Data security
7.1 Restore, back up and enable data security

12
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Lesson

Unit content
Bank
reconciliation and
generating reports

10

Generating
reports,
saving and
restoring data,
confidentiality

Activities

●●

Teacher presentation: (approx. 10 minutes) to review
previous session

Interactive
whiteboard

●●

Teacher demonstration: demonstrate bank
reconciliations using manual bookkeeping process. Ask
the students to use prior knowledge/experience to lead
a discussion

Task sheets
and answers
(optional)

●●

Student activity: discuss why bank reconciliations are
important and why differences may occur on the bank
statement and in the cash book

●●

Teacher demonstration: demonstrate how to complete
a bank reconciliation using the computer software. Ask
the learners to complete it with you but not to save it at
the end

●●

Student activity: learners are to complete the bank
reconciliation independently entering any transactions
that have been omitted

●●

Teacher activity: to provide support and solutions/
feedback to activities

●●

Teacher led discussion: (approx. 10 minutes) to
review lesson and ensure understanding

●●

Teacher presentation: (approx. 10 minutes) to review
previous session

Interactive
whiteboard

●●

Teacher presentation: demonstrate the reports
generated in the accounting software including
customer reports; sales analysis; payroll analysis;
inventory valuation; aged debtors. Allocate tasks to
check understanding

Task sheets
and answers
(optional)

●●

Student activity: completion, individually or in pairs, of
exercises covering the various elements of reports

●●

Teacher activity: set a task on confidentiality, restore
and back-up, passwords etc. and ask learners to
explain what they mean and how we can ensure
confidentiality/security is not breached; explain why
some computer systems have a default setting which
require users to change their password on a regular
basis

●●

Teacher activity: to provide support if needed and
encourage learners to answer the tasks fully

●●

Teacher presentation: set questions for the learners
to first answer manually then enter into the accounting
software

●●

Student activity: complete the tasks in order to gain
thorough understanding of the system

●●

Teacher activity: support learners when necessary:
however, let the learners try and process the data before
answering

11

Review – routine
transactions
12

Suggested
resource
checklist

Textbook

Textbook

Interactive
whiteboard
Task sheets
and answers
(optional)
Textbook

13
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Lesson

Unit content
Review –
non-routine
transactions and
reports

13

Practice (1)

Activities

●●

15

Practice (2)

16

Interactive
whiteboard
Task sheets
and answers
(optional)

●●

Student activity: complete the tasks in order to gain a
thorough understanding of the system

●●

Teacher activity: support learners when necessary:
however, let the learners try and process the data before
answering

●●

Teacher presentation

●●

Student activity: students to complete progress test
individually

●●

Teacher activity: to administer test and to mark
progress tests before session 15

●●

Teacher presentation: (approx. 10 minutes) feedback
from progress test

Interactive
whiteboard

●●

Teacher presentation: explain the need to check
purchase documents received from suppliers when
buying on credit including cross-referencing invoices
with delivery notes and purchase orders and checking
the arithmetical accuracy of the invoices in terms of
calculations including discounts and sales tax

Example
documents
(optional)

●●

Student activity: complete exercises individually or in
pairs involving the checking of invoices for arithmetical
accuracy as well as compatibility with delivery notes
and purchase orders

Textbook

●●

Teacher activity: to provide support and solutions/
feedback to activities

●●

Teacher led discussion: (approx. 10 minutes) to
review lesson and ensure understanding

●●

Teacher presentation: (approx. 10 minutes) to review
previous session

Interactive
whiteboard

●●

Teacher demonstration: show learners how to rebuild
the data in the accounting software. Allow them to work
through the scenario again

Task sheets
and answers
(optional)

●●

Student activity: work through the scenario again to
gain thorough understanding

Textbook

●●

Teacher activity: to provide support when necessary

●●

Teacher led discussion: (approx. 10 minutes) to
review lesson and ensure all learners have backed up
their data correctly

14

Practice (1) cont’d

Teacher presentation: identify the characteristics of
non-routine transactions such as adjustments; set
questions for the learners to first answer manually and
then enter into the accounting software

Suggested
resource
checklist

Textbook

Progress test

Task sheets
and answers
(optional)

14
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Lesson

Unit content
Practice (2) cont’d

17

Sample
assessment

Activities

●●

Teacher presentation: (approx. 10 minutes) to review
previous session

Interactive
whiteboard

●●

Teacher presentation: ensure all learners have restored
their data from the last session correctly. Answer any
queries before starting the lesson

Task sheets
and answers
(optional)

●●

Student activity: complete the activities started in the
previous lesson

Textbook

●●

Teacher activity: to provide support and solutions/
feedback to activities

●●

Teacher led discussion: (approx. 10 minutes) to
review lesson and ensure understanding

●●

Teacher presentation: explain the layout of the sample
assessment and the importance of completing both
sections accurately. Emphasise the importance of
following the instructions in the assessment particularly
in relation to the file names required for saving work
attached to different tasks in the assessment. Explain
the sample assessment will be timed so learners can
get used to timings of the assessment

18

Mock
examinations

19

Suggested
resource
checklist

●●

Student activity: completion individually of the sample
assessment for practice

●●

Teacher led discussion: (approx. 10 minutes) to
review lesson and ensure learners understand

●●

Teacher presentation/activity: to introduce mock
examination, making remarks on general examination
technique as well as specific issues relating to the
mock. Invigilate the mock

●●

Student activity: attempt mock examination individually
under timed supervision

●●

Teacher activity: provide feedback or mark the mocks
before the following session.

Interactive
whiteboard
SAMs

Interactive
whiteboard
Mock exams
and answers
(optional)
Textbook

Note: the marking of these mocks may depend on
group sizes and timing of sessions. Should the teacher
not be able to complete the marking of every mock
between sessions, then peer marking or providing
answers at the end of sessions and providing necessary
feedback might be considered as possible approaches
EXAMINATION
20

●●

Student activity: Sit the Level 2 Computerised
Bookkeeping Examination

Exam
room and
invigilators

15
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Chapter

4

Preparing learners for external
assessment
Learners will expect preparation for examinations and assessment and this should be
included in the delivery of the course. However your main focus must be on the eﬀective
learning of the full breadth and depth of the curriculum indicated by the specification and
example scheme of work provided for each qualification.
It is important that you encourage learners to develop their study skills from the
beginning of the course as this will assist in their revision later in the course.
At the beginning of the course you will lead in the incorporation of assessment/revision
based activities. As the course progresses learners should be able to take a greater responsibility for their own revision. This should be encouraged.
Each qualification specification has details about when assessment is available. To gain
access to the assessment, learners have to be entered by the entry deadline. Please refer
to the exam timetable and Operations Guide for Centres on the website. It is important to
enter learners for the examination when they are ready, and not just at the first available
assessment window.
The specification also details the expected characteristics of those working at either pass
or distinction grade (merit falls between the two, although it is not explicitly defined). This
is worth examining, as it will help you to identify which target grade your learners are likely
to be aiming for. Crucially, the assessment objectives in the specification illustrate all the
diﬀerent ways that content may be tested in the exam. It is important that you familiarise
yourself with them, so you can help learners prepare.
The following guidance is provided to help you prepare your learners for external
assessment. It is subdivided to distinguish between teacher-led, learner-led activities and
examination techniques.

Examples of teacher-led activities:
●

Explain the principles of assessment at induction so that learners have an understanding
of the assessment process.

●

Explain the rubric of exam paper to your learners.

●

Use practice exercises to develop learners’ skills. This could be class based or set as a
homework assignment.

●

You should encourage learners to complete additional tasks – for example, exercises from
suitable textbooks, real-life scenarios from business and financial pages in newspapers or
from websites to help contextualise the content for learners.

17
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●●

Introducing assessment as early as possible in the course will help develop confidence
in learners.

●●

Use the sample assessment material as a mock exam with learners, so they can practise
their exam technique and time management skills. Over the lifespan of the specification,
past papers along with accompanying mark schemes and examiner reports will become
available, which can also assist with practice.
Help familiarise learners with the range of questions they may face in the exam by going
through the different question types in the sample assessment material. The specifications contain guidance on the typical command words used.

●●

●●

The examination papers will include topics taken from any part of the specification. You
should not assume that all papers will be the same as the sample assessment provided.

●●

In order to engage learners, use a variety of delivery methods to help learners prepare
for the exam – for example, mock exams, pair and group work, and setting homework/
assignments to test learners’ understanding throughout the course.

●●

At the end of each topic you can incorporate, into your teaching, a mini test to help
consolidate learning.

●●

Clearly explain where your learners can make improvements.

●●

Recap the previous session at the start of each lesson as this will provide an opportunity
to monitor learner progress and encourage questions.

Examples of learner-led activities:
●●

Advise your learners how to put together a revision timetable to help plan their time
and study in preparation for the exam. This should include regular breaks and achievable targets (e.g., coverage of a particular area of content). Making a revision timetable
not only reflects a disciplined nature of studying but also makes the learner prepare
beforehand.

●●

Learners could revise in a variety of ways, including completing practice exercises,
creating revision notes/cards, and reading relevant reference materials to broaden their
understanding (e.g., textbooks and the internet).

●●

Through undertaking practice tests, it should be possible to identify learners’ weaker
areas of understanding. This will allow them to focus their personal revision and selfstudy on those areas.

●●

Help the learner identify subject topics which are not fully understood.

●●

You should encourage your learners to:
––
––
––
––
––
––
––
––

Give themselves enough time to study.
Organise a study space.
Plan a revision timetable.
Use diagrams: even in a financial environment these can be helpful.
Practise on old exams (where available).
Explain answers to others.
Take regular breaks during revision.
Make summary notes. Making notes is by far the best way to memorise lots of information.

18
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Chapter 4 Preparing learners for external assessment
●●

Advise learners of any special requirements for the examination, i.e. non-programmable
calculator, identification requirements and any change in venue.

Examination techniques for learners
Tell your learners to:
●●

Allow themselves plenty of time to get to the venue before the exam starts.

●●

Read the examination paper fully before starting.

●●

Identify the questions they can answer with the most ease, and answer those first.

●●

Be aware that the marks allocated to each question provide an indication of the time
required to complete it. Do not spend too much time on any one question.

●●

Be aware of the amount of time left.

●●

Aim to answer all questions on the paper even if some are left incomplete.

●●

Allow time at the end of the examination to check work.

●●

Be sure they answer the question as it is written, and not what they hoped it would be.

For more study skill advice and activities that you can download and give to your learners,
visit the website qualifications.pearson.com/lcci and search for this qualification.

19
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Chapter

5

Exam command words

Below is a list of some of the key command words and their definitions that will be used
in the exam. It is worth taking time with your learners to make sure they understand the
definition and what is expected of them for each command word to help improve their exam
technique.
Calculate

Work out a numerical problem, showing how they arrived at their answer
using statistical processes or formulae. Use appropriate processes in their
response.

Describe

An account of something, e.g. a graph, trend or a concept or a series of
points which must link/flow in a logical order. A justification or conclusion is
not required.

Enter/Create

Using the data provided and the accounting software update the data held
by the software.

Explain

More detail and/or understanding in responses. Learners use linkage words
such as ‘therefore’, ‘so that’ and ‘because’.

Generate

A task which involves using the accounting software to create a report
based upon the criteria/parameters set.

Give/State

A question requiring factual information. Answers should be a single word/
few words and a maximum of a single sentence.

Process

Carry out a sequence of steps to fulfil the task by using the accounting
software.

Save

A task whereby data or a report is stored onto a form of media, for later use.

21
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Chapter

6

Practice resources

Tutor presentation – general
Double entry bookkeeping and the dual aspect of bookkeeping. Use acronyms to help
learners remember such as:

PEARLS
DEBIT

CREDIT

Purchases
Expenses
Assets

Revenues
Liabilities
Sales

Explain to the learners about ledgers and the difference between general and subsidiary
ledgers. Use this time also to explain the difference in general ledger accounts, i.e. capital,
revenue, current and non-current assets and liabilities and where they fit within the chart
of accounts.

Task 1
Insert ✓ in appropriate boxes
Details

Asset

Liabilities

Non-current

Current

Motor vehicle
Trade payables
Cash at bank
Petty cash
Inventory
Office equipment
Trade receivables
Long-term loan
Bank overdraft
Tax owing

23
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Accounting equation
Assets – Liabilities = equity
Explain the use of the accounting equation.

Task 1
Use the list below and demonstrate how the accounting equation works:
Inventory
Trade receivables
Trade payables
Motor vehicle
Cash
Cash at bank

$
2 000
1 500
800
2 200
100
1 250

Student exercise example
Assets $
1 235

Liabilities $

Equity $

425
750

2
8
40
4

3 750
22 300
72 650

1 590
36 500

950
590
750
275

Note: Take this opportunity to explain journals to the learners and explain how they are
used and what they are used for.
Enter task A into the journal to explain how an opening journal is created when you are
changing from a manual to computerised system.
JOURNAL
Account Name

Debit
$

Credit
$

Narrative

24
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What effect would the following transactions have on assets, liabilities and capital?
Effect upon
Assets

Liabilities

Capital

(a) We pay a creditor $310 by cheque
(b) Bought fixtures for $175 paying in cash
(c) Bought goods on credit $630
(d) The proprietor introduces $1200 cash into the
business
(e) J Walker lends the business $2500 in cash
(f) A trade receivable pays $50 in cash
(g) We return goods costing $90 to a supplier whose
bill we had not paid
(h) Bought an office computer paying $610 by
cheque

State which of the following are wrongly classified:
Assets
Loan to C Smith
Mortgage on office building
Trade receivable
Cash in hand
Capital

Liabilities
Delivery van
Accounts payable
Cash at bank
Bank overdrawn
Loan from T Wong

Tutor presentation – double entry using ledgers
Go through double entry using ledgers. Link the examples to computerised bookkeeping
explaining that the double aspect approach is still happening but on a computerised system
the double entry is automatically completed.

1 The owner starts the business with $10 000 in cash on 1 August.
The effects of this transaction are as follows.
Effect

Action

1 Increases the asset of cash
2 Increases the capital

Debit the cash account
Credit the capital account

Debit

Cash
$

1 Aug   Capital

Credit
$

10 000

25
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Debit

Capital

Credit

$

$
1 Aug   Cash

10 000

2 A van is bought for $4 500 cash on 2 August.
The effects of this transaction are as follows.
Effect

Action

1 Increases the asset of van
2 Decreases the asset of cash

Debit the van account
Credit the cash account
Cash

Debit

Credit

$

$
2 Aug   Van

Van

Debit

4 500

Credit

$
2 Aug   Cash

$

4 500

3 Fixtures are bought on credit from shop fittings for $1 250 on 3
August.
The effects of this transaction are as follows.
Effect

Action

1 Increases the asset of fixtures
2 Increases the liability to shop fittings

Debit the fixtures account
Credit the shop fittings account

Debit

Fixtures
$

Credit
$

3 Aug   Shop fittings

1 250

Debit

Shop fittings
$

Credit
$

3 Aug   Fixtures

1 250

26
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4 Paid the amount owing to shop fittings in cash on 17 August.
The effects of this transaction are as follows.
Effect

Action

1 Decreases the liability to shop fittings
2 Decrease the asset of cash

Debit the shop fittings account
Credit the cash account
Shop fittings

Debit

$
17 Aug   Cash

Credit
$

1 250

Cash

Debit

$

Credit
$

17 Aug   Shop fittings

1 250

5 Transaction to date.
Combined transactions in all accounts:
Debit

Capital
$

$
1 Aug   Cash

Debit

Cash
$

1 Aug   Capital

Debit

Credit

10 000 17 Aug   Shop fittings

Fixtures
$

3 Aug   Shop fittings

1 250

Debit

Shop Fittings

17 Aug   Cash

1 250 3 Aug   Shop fittings

$

10 000

Credit
$
1 250

Credit
$

Credit
$
1 250
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Student activity – debits and credits
Complete the following table
Account to
be debited
A

Bought computer on credit from C Ure Ltd

B

The owner paid a trade payable, P Took, from his
private funds

C

A trade receivable, J Pike, paid us by cheque

D

Repaid part of the loan from J Syme in cash

E

Returned the computer to C Ure Ltd

F

A trade receivable, F Wilson, pays us by cheque

G

Bought a car on credit from Wise Motors

Account to
be credited

Student activity – double entry booking
Complete the double entry for the question below. Show clearly the account names and
balance off the accounts.
20X5
1 July
3 July
5 July
7 July
10 July
12 July
13 July
18 July
25 July
28 July
30 July
31 July

Started a business with $5 000 in cash
Paid $4 000 into a business bank account
Bought goods for resale costing $500 paid for by cash
Purchased a motor van on credit from Motors R Us for $2 200
Sold goods for $750 on credit to S Hanno
Purchased office stationery for cash $50
Purchased office furniture on credit from Office Supplies $950
Sold good for cash $125
Paid Motors R Us $500 by cheque
Bought goods on credit from Tom Jones $1 050
S Hanno paid us by cheque $750
Paid Office Supplies by cheque $950

Debit

Credit
$

$

28
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Debit

Credit
$

Debit

$

Credit
$

Debit

$

Credit
$

Debit

$

Credit
$

Debit

$

Credit
$

Debit

$

Credit
$

Debit

$

Credit
$

Debit

$

Credit
$

$
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Debit

Credit
$

Debit

$

Credit
$

Debit

$

Credit
$

$
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7

Further reading and resource suggestions

1

Books of original entry and double entry
All aspects of the above topics covered in this unit can be found in the following texts. Be
aware of any new editions of these books released by their publishers.
(Note that the books listed here may not exclusively use IAS terminology, so please ensure
students are given the glossary available from this qualiﬁcation’s website at qualiﬁcations.
pearson.com.)
●

Frank Wood, Sheila Robinson (2013) Book-keeping and Accounts
ISBN13: 978-0273773061 Pearson

●

David Cox, Sheila Robinson (2011) Level 1 Bookkeeping Skills: For OCR QCF
ISBN13: 978-1905777631 Osborne Books

●

Alan Sangster, Frank Wood (2011) Frank Wood’s Business Accounting Volume 1, 12th
edition
ISBN13: 978-0273759188 Financial Times/ Prentice Hall

●

David Cox, Michael Fardon (2013) Bookkeeping 1 Tutorial
ISBN13: 978-1909173019 Osborne Books

●

David Cox, Michael Fardon (2013) Bookkeeping 2 Tutorial
ISBN13: 978-1909173040 Osborne Books

●

BPP Learning Media (2014) AAT Processing Bookkeeping Transactions
ISBN13: 978-1472708984 BPP

The following references are provided as additional resources for the specific subject areas
stated:

2

Accounting for Payroll
●

Introduction to Payroll Systems (Level 2) Sep 2014
ISBN13: 978-1784152048 Kaplan Publishing
(This book refers to UK payroll and taxation regulations)
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Note: Payroll and taxation changes regularly. Ensure the text you use is in line with
current legislation. Published books are more detailed than required at this level.

3

Computerised Bookkeeping
Note: You may find the following texts helpful but some areas may be targeted at a different
system. However, the understanding of transactions is the same.
●●

Dr Peter Marshall (2010) Computerised Book-keeping
ISBN-13: 978-1845283971 howtobooks

●●

Jane E. Kelly (2015) Sage 50 Accounts for Dummies
ISBN13: 978-111905230252 Dummies.com

●●

Michael Fardon, Debbie Board (2015) Computer Accounting Systems
ISBN13: 978-1909173132 Osborne Books

●●

Kaplan (2015) Computerised Accounting
ISBN13: 978-1784153915 Kaplan

Helpful websites
●●

http://www.bized.co.uk/learn/index.htm
Aimed at the business student but lots of examples and hints specifically at accounting
studies.
The learning and teaching education resource for business and economic studies
including lessons plans and learning activities.

●●

http://www.accountingweb.co.uk/
Aimed at accountants in practice. Useful for keeping up to date with practical matters. A
virtual community for accountancy professionals. Services include a biweekly newswire,
online news, questions and answers, and an accountant and corporate advisers directory.

●●

http://www.tutor2u.net/
Includes free resources and revision notes for students and teachers of economics,
business and politics.

●●

http://accountancystudents.co.uk/
Accountancy Students is an accounting community with free resources for those studying
with professional accounting bodies.

●●

http://www.osbornebooks.co.uk/home
Osborne Books is a leading educational publisher of learning resources for accounting
qualifications.
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8

Glossary of International Accounting
Standards terminology
The following is a glossary of the comparison between the International Accounting
Standards (IAS) terminology and the UK GAAP (Generally Accepted Accounting Practice in
the UK) terminology. IAS terminology is used in the content of the LCCI financial and quantitative suite of qualifications but not all terms are present in all levels of the qualifications.
Centres should be aware that these terms are also referred to as International Financial
Reporting Standards (IFRP), in certain contexts within the industry: however the definitions and meaning remain the same.
IAS terminology

Previously used UK GAAP terminology

Financial statements

Final accounts

Statement of profit or loss and other
comprehensive income

Trading and profit and loss account

Revenue

Sales

Raw materials/ordinary goods purchased

Purchases

Cost of sales

Cost of goods sold

Inventory

Stock

Work in progress

Work in progress

Gross profit

Gross profit

Other operating expenses

Sundry expenses

Allowance for doubtful debt

Provision for doubtful debt

Other operating income

Sundry income

Investment revenues/finance income

Interest receivable

Finance costs

Interest payable

Profit for the year

Net profit

Retained earnings

Profit/loss balance

Statement of changes in equity
(limited companies)

Appropriation account
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Statement of financial position

Balance sheet

Non-current assets

Fixed assets

Property

Land and buildings

Plant and equipment

Plant and equipment

Investment property

Investments

Intangible assets

Goodwill, etc.

Current assets

Current assets

Inventory

Stock

Trade receivables

Debtors

Other receivables

Prepayments

Bank and cash

Bank and cash

Current liabilities

Current liabilities/creditors: amounts due
within 12 months

Trade payables

Creditors

Other payables

Accruals

Bank overdraft and loans

Loans repayable within 12 months

Non-current liabilities

Long-term liabilities/creditors: amounts
falling due after 12 months

Bank (and other) loans

Loans repayable after 12 months

Capital or equity

Capital

Share capital

Share capital

Statement of cash flows

Cash flow statement

Other terms
Inventory count

Stock take

Carrying value

Net book value
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