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Level 1 Access Awards                                                 in Bookkeeping & Accounting Software
Are you looking for that first step in bookkeeping/accounting? 

The Level 1 Access Award in Bookkeeping cover the core areas of bookkeeping.  Introducing the roles of bookkeeper and the basic techniques needed to undertake simple bookkeeping activities.  Then learn how to apply your skills to work with modern accounting software.

What will I learn?

· How to understand financial transactions 
· How to process customer and supplier transactions
· How to process receipts and payments
· The benefits and risks of using accounting software

· How to set up accounts within the software package 

· How to record bank and cash transactions

· How to produce reports using accounting software
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Who is it for?

Anyone aged 19+, you may be entitled to a free course or financial help with childcare, equipment, or fees.

Where and when will it take place?

Courses start throughout the year at various locations across the Wakefield District. Times and durations vary.

What do I need to bring with me?

A lever arch folder, coloured dividers, plastic wallets, pen and paper/notebook.

Important Information about your Course:

· It is important we recognise and understand your needs to ensure the course meets your requirements. 

· English literacy and maths will also be an element of the skills check and may influence the choice of course available for you.

· You are required to attend and be punctual to all sessions.

· Learners will be expected to complete study at home. 

· The course consists of several units and you will build on your knowledge week by week. Your tutor will give you regular feedback on your progress and what you need to do to improve. 

· These qualifications are completed by an end of course assessment.


How do I enrol?

For further information or to book on this course please contact:                                                      Manygates Adult Education Centre                                                       Telephone:  01924 303302 | Email:  manygates@wakefield.gov.uk            
