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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.  You can then progress to Level 1 Access Award in Accounting Software learn how to apply your 
skills to work with Xero; online accounting software. Xero; is used 

by small business and accountants across the UK.  
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?

Level 1 qualifications are an entry point for learners who want to improve confidence by offering a stepped approach to grasping accounting and helping learners taking their first step on this diverse career ladder.
For the best chance of success learners require a good standard of English literacy and maths.  Prior to enrolment all learners will be asked to complete an online assessment, this is to ensure we are putting learners on a course that is suitable for them and they can gain the most from their learning.

Where and when will it take place?

Courses start throughout the year at various locations across the Wakefield District. Your course will run for approx. 6 weeks* you can choose to study via distance learning or in the classroom. Classroom attendance is two days per week. (*each award duration is 3 weeks)

Important Information about your Course:

What do I need to bring with me?

Pen, paper and a general calculator

How is the course assessed? 

For each award you are required to pass one external computer based assessment set and marked by AAT. We will help you prepare for these through continuous assessment. Your tutor will give you regular feedback on your progress and what you need to do to improve.
Homework 

You will be given access to two online learning systems – AAT learning portal and Xero online software. You will be expected to complete study at home by logging in weekly to complete directed tasks. 

Punctuality and Attendance

Good punctuality and attendance is essential to your success on the course as is frequent completion of homework tasks. 

  How do I enrol?

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