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Note to the learner
This Learner Guide provides a comprehensive overview of the module. It is designed to improve the skills and knowledge of learners, and thus enabling them to effectively and efficiently complete specific tasks.







Purpose:
The main focus of the learning in this knowledge module is to build an understanding of the skills and
knowledge required to use a range of common calculation methods and techniques for conducting routine
financial calculations and transactions. It applies to individuals who use literacy and numeracy skills to
perform common computational tasks as part of an operational job role.











Topic elements to be covered include:

· KM-10-KT01: Perform financial calculations (20%)
· KM-10-KT02: Select appropriate methods and carry out financial calculations (20%)
· KM-10-KT03: Check calculations and record outcomes (20%)
· KM-10-KT04: Prepare and process banking and petty cash documents (20%)
· KM-10-KT05: Prepare and process invoices for payment to creditors and for debtors (20%)

















Exemptions
                                                                                 None






Entry Requirements:
An NQF Level 4 qualification with Mathematical Literacy and Communication in English.







Provider Accreditation Requirements for the Knowledge Module
Physical Requirements: 
· The provider must have lesson plans and structured learning material or provide learners with
· Access to structured learning material that addresses all the topics in all the knowledge modules.
 In addition, the following must be provided:
· A computer with the necessary software per student in class
· Printers
· Access to internet facilities
· Distance and e-learning modalities available to learners




















  Provider Accreditation Requirements for the Knowledge Module
         
Human Resource Requirements:
· Lecturer/learner ratio of 1:20 (Max)
· Lecturers need to be qualified at a Level 6 or higher in the relevant field or have at least 5 years relevant experience in Computerised Financial Systems.
· It would be advantageous if lecturers are registered with a relevant accounting Professional Body for Continuous Professional Development purposes
· Assessor and Moderator have professional recognition in the Computerised Financial Systems field of expertise and approved by the relevant AQP


























Provider Accreditation Requirements for the Knowledge Module
Legal Requirements:
· Legally compliant venue, (i.e. Fire protection services, OHS and other legislation)
· Code of Conduct
· Approved and accredited by the relevant AQP as per QCTO requirements












                                        	  Venue, Date and Time:
Consult your facilitator should there be any changes to the venue, date and/or time.
                                                   Refer to your timetable.















Assessments:

The only way to establish whether you are competent and have accomplished the learning outcomes is through continuous assessments. This assessment process involves interpreting evidence about your ability to perform certain tasks. You will be required to perform certain procedures and tasks during the training programme and will be assessed on them to certify your competence.

This module includes assessments in the form of self-evaluations/activities and exercises. The exercises, activities and self-assessments will be done in pairs, groups or on your own. These exercises/activities or self-assessments (Learner workbook) must be handed to the facilitator. It will be added to your portfolio of evidence, which will be proof signed by your facilitator that you have successfully performed these tasks.

Listen carefully to the instructions of the facilitator and do the given activities in the time given to you.
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Books
	This icon means that other books are available for further information on a particular topic/subject.
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References
	This icon refers to any examples, handouts, checklists, etc…
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Important
	This icon represents important information related to a specific topic or section of the guide. 
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Activities
	This icon helps you to be prepared for the learning to follow or assist you to demonstrate understanding of module content. Shows transference of knowledge and skill.
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Exercises
	This icon represents any exercise to be completed on a specific topic at home by you or in a group.

	[image: Description: http://edtech.kennesaw.edu/intech/images/rubric.gif]
Tasks/Projects
	An important aspect of the assessment process is proof of competence. This can be achieved by observation or a portfolio of evidence should be submitted in this regard.
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	An important aspect of learning is through workplace experience. Activities with this icon can only be completed once a learner is in the workplace







	KM-08-KT01: Perform financial calculations



	KT0101
	Obtain data and resources for financial calculations

	KT0102
	Obtain input data and verify as relevant for workplace calculations

	KT0103
	Determine outcomes of calculations and confirm from task specifications

	KT0104
	Acquire relevant resources and equipment to perform calculations effectively

	KT0105
	Develop simple spreadsheets where necessary to perform calculations that may be
repeated
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	Activity

	1



Determine outcomes of calculations and confirm from task specifications
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

	KM-08-KT02: Select appropriate methods and carry out financial calculations



	KT0201
	Use hand held calculators to perform calculations, and identify and obtain other equipment that may be required

	KT0202
	Perform calculations to complete work requirements using appropriate techniques

	KT0203
	Recheck data used in calculations against task specifications



	[bookmark: _Hlk509700483]Activity

	2


What is hand held calculator?
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________



	KM-08-KT03: Check calculations and record outcomes



	KT0301
	Check results to ensure calculations are accurate and meet required outcomes, and recognize and correct common computational errors where required

	KT0302
	Record calculation results to industry standards and enterprise requirements

	KT0302
	Store or electronically file calculation worksheets according to organizational policy and procedures, for future use



	Activity

	3



Explain the concept of Storing organizational information
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
_________________________________________________________________________________________________________________________________________________________________________________________________________________________________


	KM-08-KT04: Prepare and process banking and petty cash documents



	KT0401
	Enter accurately and balance deposits and withdrawals according to organizational procedures

	KT0402
	Check cheques and card vouchers for validity before processing

	KT0403
	Reconcile banking documentation with organizations financial records

	KT0404
	Check, process and record petty cash claims and vouchers, and balance petty cash book according to organizational procedures



	Activity

	4


When a savings account is in Approved status, what types of transactions can be made to the account?
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
_________________________________________________________________________________________________________________________________________________________________________________________________________________________________


	KM-08-KT05: Prepare and process invoices for payment to creditors and for debtors



	KT0501
	KT0501 Prepare invoices in accordance with organizational procedures

	KT0502
	Check invoices against source documents for accuracy and correct any errors

	KT0503
	File all invoices and related documents for auditing purposes



	Activity

	5


What are the techniques for getting faster?
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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