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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 basic practice,
documents and accounts used in the bookkeeping cycle.





Topic elements to be covered include:

· KM-02-KT01: Roles and responsibilities of the bookkeeper (10%)
· KM-02-KT02: Ethical principles and practices (10%)
· KM-02-KT03: Legislative, statutory, regulatory and industry requirements for carrying out book
keeping activities (10%)
· KM-02-KT04: Instructions and guidelines for carrying out relevant daily activities and developed in
accordance with compliance requirements (5%)
· KM-02-KT05: Financial management system design (10%)
· KM-02-KT06: Invoices and other source documents (5%)
· KM-02-KT07: Process receipts and payments (10%)
· KM-02-KT08: Accounting Cycle (5%)
· KM-02-KT09: Double-entry accounting (10%)
· KM-02-KT10: General ledger accounts (5%)
· KM-02-KT11: Journals (5%)
· KM-02-KT12: Statement of profit or loss (5%)
· KM-02-KT13: Statement of Comprehensive income (5%)
· KM-02-KT14: Statement of Financial position (5%)



















Exemptions
· Financial Accounting N4: Code Number 04010164, Financial Accounting N5: Code Number and
         Financial Accounting N6: Code Number 04010216.




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:
· Distance and e-learning modalities available to learners 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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	KM-02-KT01: Roles and responsibilities of the bookkeeper



	KT0101
	Determine roles and responsibilities of the bookkeeper according to the business needs
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	Activity

	1


Outline the Importance of book-keeping
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


	Activity

	2


Name and explain types of business organizations in south Africa
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


	KM-02-KT02: Ethical principles and practices



	KT0201
	Organisational Code of conduct

	KT0202
	Ethical principles

	KT0203
	Ethics in practice

	KT0204
	Kings Report

	KT0205
	International Financial Reporting Standards (IFRS)



	[bookmark: _Hlk509700483]Activity

	3


Describe the key components of a good code of conduct
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

	Activity

	4


Illustrate the importance of networking
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


	KM-02-KT03: Legislative, statutory, regulatory and industry requirements for carrying out book keeping activities



	KT0301
	Avenues for identifying other professionals

	KT0302
	Relevant industry codes of practice

	KT0302
	Relevant policies and procedures in regard to customer service and techniques

	KT0304
	Relevant statutory, legislative and regulatory requirements regarding the documentation of accounting procedures

	KT0305
	Compliance




	Activity

	5


What are the benefits of an industry code of practice?
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

	KM-02-KT04: Instructions and guidelines for carrying out relevant daily activities and developed in accordance with compliance requirements



	KT0401
	Organisational guideline documents

	KT0402
	Policy and procedures in relation to financial transactions

	KT0403
	Organisational code of conduct



	Activity

	6


Describe the key components of a good code of conduct
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

	KM-02-KT05: Financial management system design



	KT0501
	Keeping all payments and receivables transparent

	KT0502
	Depreciating assets according to accepted schedules

	KT0503
	Keeping track of liabilities

	KT0504
	Coordinating income statements, expense statements, and balance sheets

	KT0505
	Balancing multiple bank accounts

	KT0506
	Ensuring data integrity and security

	KT0507
	Keeping all records up to date

	KT0508
	Maintaining a complete and accurate audit trail

	KT0509
	Minimizing overall paperwork




	Activity

	7


Explain what assets cannot be depreciated?
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

	Activity

	8


What are liabilities in accounting?
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
__________________________________________________________________________________________

	Activity

	9


Explain how to create your balance sheet and income statements?
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
____________________________________________________________________________________________________________________________________________________________________________________

	KM-02-KT06: Invoices and other source documents



	KT0601
	Definition of source documents

	KT0602
	Recording of source documents

	KT0603
	Key aspects of source documents

	KT0604
	Types of source documents

	KT0605
	Compliance of source documents




	Activity

	10


Define source documents
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

	KM-02-KT07: Process receipts and payments



	KT0701
	Payments made and money received

	KT0702
	Documents are coded and recorded

	KT0703
	Receipts and payments are filed and balanced against purchases and takings



	Activity

	11


Name and explain documents coding methods 
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

	KM-02-KT08: Accounting Cycle



	KT0801
	Transactions

	KT0802
	Journal entries

	KT0803
	Posting

	KT0804
	Trial Balance

	KT0805
	Worksheet

	KT0806
	Adjusting journal entries

	KT0807
	Financial Statements

	KT0808
	Closing the books



	Activity

	12


Give examples of transactions
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

	KM-02-KT09: Double-entry accounting



	KT0901
	Debits

	KT0902
	Credits



	Activity

	13


What are debits and credits?
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

	KM-02-KT10: General ledger accounts



	KT1001
	Control account

	KT1002
	Cash account

	KT1003
	Accounts receivable

	KT1004
	Accounts payable



	Activity

	14


What is the meaning of ledger?
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

	Activity

	15


Give advantages of control accounts:
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

	KM-02-KT11: Journals



	KT1101
	General Journal

	KT1102
	Sales Journal

	KT1103
	Cash Receipts Journal

	KT1104
	Sales Returns and Allowances

	KT1105
	Purchases Journal

	KT1106
	Cash Payments Journal

	KT1107
	Purchase Returns and Allowances Journal




	Activity

	16


List prime entry or subsidiary books.
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

	KM-02-KT12: Statement of profit or loss



	KT1201
	Definition of profit or loss statement

	KT1202
	Components of profit and loss statements

	KT1203
	Profit margin ratios and break-even analysis



	Activity

	17


What is profit or loss statement
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

	KM-02-KT13: Statement of Comprehensive income



	KT1301
	Definition of statement of comprehensive income according to the latest IFRS classification

	KT1302
	Components of a statement of comprehensive income





	Activity

	18



Outline the components of comprehensive income
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

	KM-02-KT14: Statement of Financial position



	KT1401
	Definition of statement of financial position according to the latest IFRS classification

	KT1402
	Explain the difference between assets, liability and equity




	Activity

	19


What is the definition of statement of financial position according to the latest IFRS classification?
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

	Facilitator Feedback & Remarks

	



	Assessment Judgement

	
Competent(Tick/Cross) |_|                            Not Yet Competent(Tick/Cross) |_|

	Action/s required (if any):

By when:

	Learner Feedback & Comments

	




Declaration by the Learner
I …………………………………………………………………………………. (Learner) declare that I am satisfied that the feedback given to me by the Facilitator was relevant, sufficient and done in a constructive manner.  I accept the assessment judgment and have no further questions relating to this particular assessment event.
Declaration by the Facilitator
I …………………………………………….............................................. (Facilitator) hereby certify that I have examined the learner workbook and I am satisfied with the evidence provided by the learner.
Declaration by the Assessor
I ……………………………………………............. (Assessor) hereby certify that I have examined the learner workbook and I am satisfied with the Facilitator Judgment of this assessment.

	Learner (Sign)
	Date
	Facilitator (Sign)
	Date

	
	
	
	

	Assessor (Sign)
	Date
	Moderator (Sign)
	Date

	
	
	
	



 1



31

image3.jpeg
P otart




image4.jpeg




image5.jpeg




image6.png




image7.png




image8.jpeg
welpCul
Tips




image9.png




image1.png




image2.jpeg




