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[bookmark: _Toc17879665]Section 1 Preparing for delivery
[bookmark: _Toc17879666]About this guide
In this guide, you will find the information you will need in order to prepare for and deliver this unit to your learners.
[bookmark: _Toc17879667]About this unit
This unit describes the skills and knowledge required to:
establish,
operate, and 
modify an integrated computerised accounting system.
For people who hold this qualification and work in the industry, it would generally be in a situation where they work under supervision and their tasks encompass:
Processing transactions in the system.
Maintaining the system.
Producing reports.
Ensuring system integrity.
It applies to individuals who, within the scope of their own responsibility, use specialised knowledge, information technology, planning and organising skills to establish and maintain a computerised accounting system in a service and trading environments. 
This guide describes the delivery strategy for the following unit
1. FNSACC416 Set up and operate a computerised accounting system
[bookmark: _Toc17879668]Context
This facilitator guide is designed for use by TAFE trainers when delivering a face to face class in a campus environment. 
	Considerations for delivery
	Descriptions

	Target cohort/audience
	This unit is delivered as part of the Certificate IV Accounting and bookkeeping course, FNS40217. The students may be:
Trainees.
Recent school leavers.
Retrenched workers who are looking at re-skilling or re-training.
Those who have been out of the workforce for a period of time and are looking to re—enter the workforce.
Existing workers who are looking to up—grade their skills and knowledge

	Contextualisation
	This unit has been contextualised for the Certificate IV Accounting and bookkeeping course. The learning program and teaching resources have been developed for use with a typical learner cohort found in a TAFE NSW course. For details of a typical learner cohort see above.

	Delivery mode / location
	Classroom based, face to face delivery.

	Delivery timeline
	18 session of 4 hours for 18 weeks
TAS document has 80 hours delivery time for this unit — 72 hours structured learning and 8 hours unstructured.

	Assessment strategy
	The assessments in this unit, are a combination of written and skill based assessments. The types of assessments you will be completing are:
· In—class knowledge assessment containing:
· 1 Practical Task with an observation checklist
· Take home knowledge assessment containing:
· 6 Short Answer Questions
· 4 Practical Tasks, including an observation 
· Role play,  in—class activity.
For additional details of assessment, refer to the unit assessment guide found on the learning bank.
https://share.tafensw.edu.au/share/access/searching.do


	Start date
	





[bookmark: _Toc17879669]Resources required
The table below summarises the resources required for successful delivery of this unit
	Resources required 
	Resource outline

	The Facilitator will need to provide:
	Materials
· PowerPoint® Slides
· Participant Workbooks
· Other hand outs
· Evaluation Form
· Extra Pens and Pencils
· Assessment guide
Equipment
1. Data projector / smart board
2. VC or Internet access for Skype, if required
3. MYOB software 
4. PC access

	TAFE will provide the student with:
	· Student  portal login details / Skype access
· Textbook COMPUTERISED ACCOUNTING USING MYOB Greg Pazmandy 10th edition. Learn Now Publications 2019

	The student will need to provide:
	· A smartphone with video recorder, or similar.
· Basic stationery – pens, pencils, ruler, note paper, folder
· Calculator



[bookmark: _Toc17879670]MYOB files
Students will need to access and use MYOB data files to complete this unit. Sometimes when you open an MYOB data file (files with myox at the end of the name) they will say that the file is read only. You need to convert this file to an active file by following the steps listed below:

· Select the file you need and open it
· MYOB will tell you if it is read only, if it is, click on OK
[image: ]
· When the command centre opens go to the top help menu and click on it.
· From the drop down menu select the option ‘Confirm your company file’, see below

[image: ]
· The next screen will have a couple of options for you, make sure the first option is selected with the confirmation option ‘Confirm online’ in the dialogue box
[image: ]
· Click next
· MYOB will convert the file and tell you that you now have access to the company file
· You should now be able to edit the company file and complete the set tasks



[bookmark: _Toc17879671]Planning checklist
Prior to delivery of this unit, the facilitator should ensure that:
[bookmark: _Toc17879672]All delivery modes
	[bookmark: _Toc518291021]All delivery modes
	Description

	Before students arrive to your classroom
	1. How do students contact you?
2. Become familiar with the unit delivery structure, resources and activities.
3. Ensure you are familiar with the assessment requirements.
4. MYOB software is loaded onto the computers — TAFE has a  state wide license for this program
5. Learning resources such as text books and student workbooks are available.
6. Assessment documents are available for the students.

	During delivery
	7. Assessment documentation has been received by the students.
8. The students have signed that they have received the assessment documentation.
9. The delivery is keeping up with the delivery schedule.
10. All students are aware of assessment deadlines and are making progress on their assessments.

	Post student completion
	11. All assessments have been submitted.
12. Assessments have been marked and returned to the students
13. Sufficient feedback has been provided to the students.
14. Students are given the opportunity to provide feedback.
15. The SURS has been given to the student and been signed by the student, a copy is kept on file
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[bookmark: _Toc17879673]Section 2 Unit delivery strategy
[bookmark: _Toc17879674]How to use this section

The unit delivery schedule below is a brief outline of the delivery plan for FNSACC416.
The delivery of this unit is assumed to be:
Classroom and campus based
Delivery is over 18 weeks, with one 4 hour class per week
Delivery requires the students to have access to a PC with the MYOB software loaded up on the PC
The following schedule is a guide only, it can be modified to meet local requirements. This might mean that the number of weeks is reduced and the class hours increased.
Section 2 of this guide is called Session Plans. This section provides more detail of how and what is to be delivered over the 18 weeks of the course.


[bookmark: _Toc17879675]Unit delivery schedule
Below is a summary for the schedule for sessions delivered in this unit.
	Session / week
	
	Session Content 
	Outcomes 

	1
	Introduction & MYOB software
	Welcome
Getting started 
Orientation  
Accounting principles
Introduction to MYOB & computer accounting systems
	· Student welcome
· Overview of unit 
· General housekeeping
· Basic understanding of MYOB & computer accounting system
· Basic accounting principles

	2
	Creating a company file
	Creating a company file
Creating an accounts list
Data security
	Understanding of how to 
Create a company file
Create an accounts list
How to back up and secure MYOB files

	3
	Spending and receiving money
	Banking command centre:
Spend money
Receive money
Bank reconciliation — basic
	Understanding of and the ability to use:
Banking command centre
Spend money function
Receive money function
Basic bank reconciliation function.

	4
	Journal entries & petty cash
	Journal entries
Petty cash:
Imprest system
Purchases from petty cash
	Recognise when it is required to prepare journal entries and how to enter journal entries in MYOB
Use of the petty cash function in MYOB:
Imprest system
Purchases from petty cash

	5
	Service income
	Receiving income from the provision of services, either by cash or by credit.
Working with service income —
Refunds
Issuing receipts
Banking
	Understand the difference between cash and credit sales and how MYOB will handle the different types of sales. 
How to work with income in MYOB so the following can be processed:
Refunds
Issuing receipts
Banking

	6
	Trading income
	Dealing with income from trading:
Sales of stock by cash and EFTPOS
Credit sales
Receiving money from customers
Banking
	Understanding of how MYOB handles:
Sales of stock, cash and EFTPOS
Credit sales
Receiving money from customers
Banking

	7
	Purchasing good and services
	Purchasing from suppliers:
Trading stock.
Services.
Adding suppliers.
Modifying transactions such as returns, cancellation, credits.
Paying suppliers.
	Understanding of how MYOB handles purchases in respect of:
 Trading stock.
Services.
Adding suppliers.
Modifying transactions such as returns, cancellation, credits. 
Paying suppliers.

	8
	Revision and practice exercise
	Attempt practice exercise 1 from Computerised Accounting by Pazmandy page 163 to 170.
Review content so far, check student progress. Reinforce learning.
	Reinforce learning so far
Build student confidence in what they have learned
Improve student understanding of topics they are not sure of.

	9
	Setting up MYOB for an existing business
	Creating a company file
Creating an accounts list
Managing customer lists
	Ability in MYOB to:
Set up a company file for an existing business
Modify data in a company file such as account lists and customer records

	10
	Setting up MYOB for an existing business
	Managing inventory
Basic sales and purchases
	Ability in MYOB to:
Manage inventory
Process basic sales and purchase transactions.

	10
	Assessment
	Handout and discuss the requirements for Knowledge assessment 2of3
	Students have an understanding of what is required to successfully complete assessment 2of3.

	11
	Integration—sales and purchases
	Purchase and sales transactions
Receipts and payments
Month-end adjustments
Bank reconciliations
	Understanding of how to:
Develop transactions to purchase inventory and services
Develop transactions to sell goods and services for either cash or credit
Process payments to suppliers
Process receipts from customers
Create bank reconciliations
Create transactions for month-end adjustments. 

	12
	Customer management
	Create forms
Creating and sending invoices and statements
Managing debtors, including:
Credit control
Dishonoured cheques
Bad and doubtful debts
	Knowledge of how MYOB can:
Create or modify business-related forms
Create and send invoices
Manage debtors in terms of;
 credit controls
Dishonoured cheques
Bad and doubtful debts

	13
	Integration—advanced inventory
	How MYOB manages inventory including:
Creating inventory items
Building items
Processing inventory transaction including;
Purchase orders
Converting purchase orders to invoices
Backorders
Checking inventory
	Understanding of how MYOB is able to:
Creating inventory items
Building items
Processing inventory transaction including;
Purchase orders
Converting purchase orders to invoices
Backorders 
Checking inventory

	14
	Integration—advanced inventory
	How MYOB manages inventory in respect of:
Processing refunds
Stock returns 
Stocktake
Bank reconciliation
Inventory reports
	Understanding of how MYOB is able to:
Process refunds
Handle stock returns 
Stocktake
Bank reconciliation
Inventory reports

	15
	Financial year-end and reporting
	Developing MYOB entries for year-end adjustments, such as:
Prepayments
Depreciation
Accrued expenses
Provisions
Year-end closing entries
Reversing entries 
Financial reports
	Understanding of how MYOB processes entries for:
Prepayments
Depreciation
Accrued expenses
Provisions
How to  process:
Year-end closing entries
Reversing entries
How to print financial reports in MYOB

	16
	Assessment 3 of 3 — Role Play 
Observation Assessment 2 of 3 task 4
Practice exercise 2
	· Assess role play for assessment 3of3
· Hand in assessment 2of3
· Observation for Assessment 2 of 3 task 4
· Attempt practice exercise 2 from Computerised Accounting by Pazmandy page 339 to 354.
· Review content so far, check student progress. Reinforce learning.
	Reinforce learning so far
Build student confidence in what they have learned
Improve student understanding of topics they are not sure of.
Completion of assessment 2 of 3 and 3 of 3

	17
	Revision
	Review unit learning.
Prepare for in-class assessment 1 of 3 next week.
Finalise any outstanding assessment work from assessment 2 of 3 and complete any roles plays from Assessment 3 of 3
	Reinforce learning so far.
Build student confidence in what they have learned.
Improve student understanding of topics they are not sure of.
Finalise any outstanding assessment work from assessment 2 of 3 and 3 of 3
Build student confidence for in-class assessment 1of3.

	18
	Assessment 
	Knowledge assessment 1 of 3, in-class assessment 3 hours duration
	Complete assessment 1of3.
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[bookmark: _Toc17879676]Section 3 - Session plans
[bookmark: _Toc17879677]Reference texts
There are a number of textbooks that can be used in the delivery of this unit. One text is a required text, this means every student must have access to either a paper copy or electronic copy of this book:
COMPUTERISED ACCOUNTING USING MYOB 2018.3, by Greg Pazmandy, 10th edition 2019, Learn Now Publications. 
ISBN 978 1 76073 070 3

[image: https://cdn2.shopify.com/s/files/1/2662/6166/products/978-1-76073-070-3_1024x1024@2x.jpg?v=1562128144]

When referring to this text in this facilitator guide, the abbreviation Pazmandy will be used
Every student should also be given access to a copy of the student workbook
FNSACC416_SW_1of1, this is the workbook developed by the Technology and Business Services skills point
In addition to the required texts, there are a number of supplementary texts. Students are not required to purchase these texts. These texts are additional texts to support delivery and give a different perspective on the topic.
When they are referred to in the facilitator guide the following abbreviations will be used:
	Text
	Abbreviation

	De Losa, B., 2013, The power of MYOB, De Losa Publishing. ISBN9781922131577
	De Losa

	Curtis, V., 2012, Making the most of MYOB AccountRight, 9th Edition, Woodslane Press. ISBN 9781922131485 
	Curtis

	Neish, G., & Kahwati, G., 2015, Computer accounting using MYOB business software, 14th Edition, McGraw Hill ISBN 9781743077474
	Neish

	Frost, M., & Sutherland, E., 2018, Computerised accounting, Cengage. ISBN 9780170371650
	Frost

	Ring, J., 2917, MYOB – A live data approach, 20th Edition, One Stop Business Solutions. ISBN 978 1 876795 86 0
	Ring

	Sutherland, E., Computer accounting – a systematic approach, Version 19.8, Pearson Education Australia. ISBN 9781486003952
	Sutherland





[bookmark: _Toc17879678]Before each session
Before the session, check the session outline and make sure that all required learning resources are ready, including:
· The MYOB software is loaded on the student’s PCs
· PCs are working
· For many tasks in the unit, print output is required. Depending upon local rules and circumstances the print output may be to a printer or to a pdf file. Please make sure the printing/output protocols are clear to students.
· You have a class sets of the documents that are distributed to the students, such as UAGs, campus maps with evacuation points etc
· Students have access to the required textbooks  and student workbooks
· Assessments are accessible
For the assessments, students are required to acknowledge receipt of particular information, this may be done electronically if using a learning platform such as Moodle, or by signing a piece of paper. Students should acknowledge receipt of:
Unit assessment guide (UAG)
Student declaration on the front page of each assessment
Student feedback
Student unit outcome


[bookmark: _Toc17879679]Solutions to exercises
The textbook Pazmandy, G., 2019, Computerised accounting using MYOB 2018.3, 10th edition, Learn Now Publications. Has exercises at the end of each chapter for the students to complete. Solutions are available to these exercises. The solutions can be accessed on the publisher’s web site https://lnonline.com.au to get access to the solutions you need to open a Learn Now account.
To gain access to the solutions you can:
[bookmark: _GoBack]Email Learn Now and request they create a teacher account for you, you can email them on support@learnnowbiz.com
They will provide you with a username and password
Once you have your username and password go to their online store https://lnonline.com.au/
Log in with your user name and password
You will land on the home page, the Pazmandy book should be listed on the home page
Navigate to the “Teacher Resources”, this is found under the Menu tab at the top of the page called “More” Select “Teacher Resources” 
Find the book you want, in this case Pazmandy Computerised accounting, use the filers to find the book you want.
Click on Pazmandy’s book and then click “Add to cart”
Click on “Checkout”
Fill out your details and click on “Continue to payment method”
Click on “order complete”
Log in to the online site using the following URL:  https://content.lnonline.com.au/lms/admin/home/ 
On the home page of this site, you will see the Pazmandy book you just purchased. 
Just under the name of the book is a link that says “Assign seat to me”, click on this link
Go to the ‘My Training’ link at the top of the page and the Pazmandy book should be listed here along with the teacher resources.
Click on the link with teacher resources in the title
Various links will be listed, click on the link ‘Solutions to Textbook Exercises’
Links to pdf files with the chapter solutions will be listed, select the chapter you are interested in and view the solutions.


[bookmark: _Toc17879680]Session plan 1 - Welcome/Introduction
	Item
	Start Time
	Duration
	Topic
	Main points / Key messages
	Activity and references
	Resources required
	Criteria addressed

	1
	
	40 min
	Welcome & Introduction
	Acknowledgment of Country
Introduction and contact details of the trainer
Class roll
Housekeeping & Orientation
WHS, expectations
Emergency evacuation drills, assembly areas, alarms, student safety & security
Facilities – canteen, toilets, library
Expectations of students- etiquette if late, class rules, breaks
	Lecture and discussion
If appropriate, a campus tour
	Emergency evacuation map
	Preliminary

	2
	
	20 min
	Student Support
	Student rights and responsibilities
Support services, LLN, disability, Indigenous, NESB
Counselling unit
Student portal
	Discussion
A consultant or counsellor might come to talk to the group.
	Student rights and responsibilities: Student Rights & Responsibilities
Brochures and information leaflets for support services
	Preliminary

	3
	
	30 mins
	Activity to get the group to mix and talk
	Appropriate Ice breaker activity
You might like to offer prizes for winners/participation
	A simple ice breaker exercise, there are a multitude available online.
	Ice breaker — an example is in appendix 1
	Preliminary

	4
	
	30 mins
	Assessment
	Handout and explain assessment for the unit — expectations, submission date, submission format etc. 
	Handout UAG and discuss, answer questions
	FNSACC416_UAG
	Preliminary

	
	
	15 mins
	Break
	
	
	
	

	5
	
	30 mins
	Accounting principles
	Students should already be familiar with basic accounting principles, this should be a brief session to establish student familiarity with basic principles.
Review:
Accounting equation
Source documents and transactions
Purpose of accounting reports
Role of accountant
	References Pazmandy Chapter 1.1
Activity 
Pazmandy End of Chapter exercise 1

	Pazmandy
FNSACC416_SW _1of1
MYOB software 2018.3
Supplementary resources
· Neish — Chapter 1 –Introduction to MYOB.

	Preliminary

	6
	
	60 mins
	Computer accounting software
	Accounting software packages
MYOB software:
Demonstrate how to download software and files
Identify the basic structure of the program — Command centre
Demonstrate how to access help function
Show students how to access the reports menu in the command centre 
Read about, discuss and question students on security and privacy issues.
	References Pazmandy Chapter 1.2, 1.3 & 1.4
Activity 
Pazmandy 
Exercise pp 18 
End of Chapter exercise 2
FNSACC416_SW_ 1of1 Practice activity 2 pp12
	Pazmandy
FNSACC416_SW _1of1
MYOB Software 2018.3
Supplementary Resources
Neish 
— Backing up a file.
— Chapter 12 MYOB Help.
Frost — Chapter 2 Introduction to MYOB.
Sutherland — Chapter 1 System Overview.
De Losa — Getting to know your MYOB Software.

	PC 4.1 & 4.5.

	7
	
	15 mins
	Conclusion & Wrap up
	· Summarise the main points of the lesson
· No homework today
· Any questions/clarifications from the students
	
	
	




[bookmark: _Toc17879681]Session plan 2 – Creating a company file
	Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	
	15 mins
	Recap last lesson
	Recap the topics of the last lesson:
Accounting principles
MYOB software
	Brainstorm what was remembered from the last lesson.
Write a summary on board
	
	

	2
	
	30 min
	Create a company file
	Launch MYOB
Create a company data file
	Pazmandy Ch2.1
Read and follow steps in Pazmandy
	Pazmandy
FNSACC416_SW _1of1
MYOB Software 2018.3
Supplementary resources
Frost — Chapter 2 Introduction to MYOB. 
Curtis — 
· Creating your first file.
· Activating your company file.
· Chapter 2 Working with lists – Your accounts and cards.
Sutherland — Chapter 2 Data file creation.
	PC 1.1 & 1.2.

	3
	
	75 mins
	Account list
	Create a new accounts list
Edit a list
Include header and detail in the account list
	Pazmandy Ch 2.2
Exercises  page 32, 33
	Pazmandy
FNSACC416_SW _1of1
MYOB software 2018.3
Supplementary resources
Curtis — 
· Setting up your accounts.
· Chapter 2 Working with lists – Your accounts and cards.
· Setting up your accounts list.
· Setting up your cards list.
Sutherland — Chapter 2 Data file creation.
	PC 1.1, 1.2, 3.2 & 3.3.

	
	
	15 mins
	Break
	
	
	
	

	4
	
	45 mins
	Managing MYOB files
	Backing up files
Restoring company files
Setting preferences
Opening MYOB files
Editing accounts
Creating new accounts
	Pazmandy Ch 2.3
Exercises  page 41

	Pazmandy
FNSACC416_SW _1of1
MYOB software 2018.3
Supplementary resources
Neish — Chapter 1 –Introduction to MYOB. 
Backing up a file.
	PC 1.1, 1.2, 3.2 & 3.3.

	5
	
	45 mins
	Practice task
	Practical task in MYOB
	Pazmandy Ch 2
End of chapter exercise 1
	Pazmandy
FNSACC416_SW _1of1
MYOB software 2018.3

	PC 1.1, 1.2, 3.2 & 3.3.

	7
	
	15 mins
	Conclusion & Wrap up
	· Summarise the main points of the lesson
· Homework 
Pazmandy Chapter 2 exercise 2, page 45
Any questions/ clarifications from the students
	
	
	




[bookmark: _Toc17879682]Session plan 3 – Spending & receiving money
	Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	
	15 mins
	Recap last lesson
	Recap the topics of the last lesson:
MYOB company file creation
MYOB files – security and safety
Account lists
Review homework task —Pazmandy Chapter 2 exercise 2, page 45
	Brainstorm what was remembered from the last lesson.
Write a summary on board
	
	

	2
	
	45 mins
	Spend money
	Existing data files
Spend money — Banking command centre
	Read Pazmandy ch 3.1 & 3.2.
Discuss
Demonstrate spend money function
Pazmandy exercise p 53 & p 54
	Pazmandy
FNSACC416_SW _1of1
MYOB software 2018.3
Supplementary resources
Frost — Chapter 5 Cash accounting. 
Neish — Chapter 4 –Cash transactions.
· GST.
· Banking command centre.
· Cash payments.


	PC 2.2

	3
	
	45 mins
	Receive money
	Use banking command centre to receipt money, eg income, loan proceeds
	Read Pazmandy ch 3.3
Discuss
Demonstrate receive money function
Pazmandy exercise p 56
	Pazmandy
FNSACC416_SW _1of1
MYOB software 2018.3
Supplementary resources
Curtis — Chapter 5 Spending and receiving money. 
· Spending money.
· Credit cards.
· Changing entries.
	PC 2.2

	
	
	15 mins
	
	Break
	
	
	

	4
	
	60 mins
	Bank reconciliation
	Using the banking command centre — reconcile accounts function.
Electronic bank statements
Bank feeds
	Read Pazmandy ch 3.4
Discuss
Demonstrate and work through examples in the text on performing a bank reconciliation.
	Pazmandy
FNSACC416_SW _1of1
MYOB software 2018.3
Supplementary resources
Curtis — Chapter 6 Reconciling bank accounts
Neish — Chapter 4 –Cash transactions.
· Bank Reconciliations.
· Electronic transactions

	PC 2.2, 2.4, 4.1 & 4.3.

	5
	
	45 mins
	Practical example
	Complete practical tasks from the banking command centre
	Pazmandy p 67 - 71 Exercise 1, 2, 3, 4 
	Pazmandy
FNSACC416_SW _1of1
MYOB software 2018.3
	PC 2.2, 2.4, 4.1 & 4.3.

	6
	
	15 mins
	Conclusion & Wrap up
	· Summarise the main points of the lesson
· Homework  for today Pazmandy page 72- 74 Exercise 5, 6 & 7
· Any questions/ clarifications from the students
	
	
	




[bookmark: _Toc17879683]Session plan 4 – Journal entries & petty cash

	Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	
	15 mins
	Recap last lesson
	Recap the topics of the last lesson:
Spend & receive money
Bank reconciliations
Review homework task —Pazmandy Chapter 3 exercise 5, 6 & 7 , page 72-74
	Brainstorm what was remembered from the last lesson.
Write a summary on board
	
	

	2
	
	45 mins
	Journal transactions
	Creating journal transactions. Examples Capital contributions & depreciation
	Read Pazmandy ch 4.1
Discuss
Demonstrate and work through examples in the text on journal transactions
Pazmandy exercise pp 79 & 80
	Pazmandy
FNSACC416_SW _1of1
MYOB software 2018.3
Supplementary resources
Neish — Chapter 3 General ledger. Recording general journal entries.
	PC 2.1, 2.2 & 2.3.

	3
	
	60 mins
	Petty cash
	Establishing a petty cash fund using the imprest system.
Purchases from the petty cash fund
	Read Pazmandy ch 4.2 & 4.3
Discuss
Demonstrate and work through examples in the text on petty cash.
Pazmandy exercises pp 85-86 
	Pazmandy
FNSACC416_SW _1of1
MYOB software 2018.3
Supplementary resources
Frost — Chapter 5 Cash accounting. Petty cash.
	PC 2.1, 2.2 & 4.3.

	
	
	15 mins
	
	Break
	
	
	

	4
	
	45 mins
	Petty cash 
	Continue with above, in addition, cover:
Reconciling the bank after the use of petty cash
Printing reports relevant to petty cash
	Read Pazmandy ch 4.3
Discuss
Demonstrate and work through examples in the text on petty cash, bank reconciliations and reports.

	Pazmandy
FNSACC416_SW _1of1
MYOB software 2018.3
Supplementary resources
Neish — Chapter 4 Cash transactions. 
Using petty cash.
Petty cash reimbursement.
Curtis — Chapter 5 Spending and receiving money — Petty cash.
	PC 2.1, 2.2 & 4.3.

	5
	
	45 mins 
	Journals & petty cash — practical exercises
	Work on practical tasks for petty cash and journals
	Pazmandy page 90 exercise 1
	Pazmandy
FNSACC416_SW _1of1
MYOB software 2018.3
	

	6
	
	15 mins
	Conclusion & Wrap up
	· Summarise the main points of the lesson
· Homework for today Pazmandy page 92 exercise 2
· Any questions/ clarifications from the students
	
	
	




[bookmark: _Toc17879684]Session plan 5 – Service income
	Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	
	15 mins
	Recap last lesson
	Recap the topics of the last lesson:
Journal entries
Petty cash
Review homework task —Pazmandy Chapter 4 exercise 2. page 92
	
	
	

	2
	
	45 mins
	Service income
	Service income from credit sales
Service income from cash sales
	Read Pazmandy ch 5.1 & 5.2
Discuss
Demonstrate and work through examples in the text on service income
Exercises pp 99 & 102
	Pazmandy
FNSACC416_SW _1of1
MYOB software 2018.3
Supplementary resources
Frost — Chapter 8 Accounts receivable. 
· Sales and receipts. 
· Produce reports.


	PC 1.1, 1.2, 2.1, 2.2 & 3.2.

	3
	
	45 mins
	Collections for service income 
	Collecting money from service income — cash fees and debtors receipts
Depositing money into accounts

	Read Pazmandy ch 5.3 & 5.5
Discuss
Demonstrate and work through examples in the text on collect money from cash and credit service income
Exercises pp 107, 108 & 109
	Pazmandy
FNSACC416_SW _1of1
MYOB software 2018.3
Supplementary resources
Sutherland — Chapter 3 Cash accounting.
· Record cash receipts.
	PC 2.1, 2.2, 3.2 & 4.2.

	
	
	15 mins
	
	Break
	
	
	

	4
	
	45
	Adjustments to  service income & reconciliations 
	Cash refund
Credit notes
Bank reconciliations
Reports

	Read Pazmandy ch 5.4 & 5.6
Discuss
Demonstrate and work through examples in the text on adjustments to cash and credit service income
	Pazmandy
FNSACC416_SW _1of1
MYOB software 2018.3
Supplementary resources
Frost — Chapter 5 Cash accounting. Receive money. 

	PC 2.1, 2.2, 3.2 & 4.2.

	5
	
	60
	Practical exercises
	Work on practical tasks for service income 
	Pazmandy Exercise 1 pp 113
	Pazmandy
FNSACC416_SW _1of1
MYOB software 2018.3
	PC 2.1, 2.2, 3.2 & 4.2.

	6
	
	15 mins
	Conclusion & Wrap up
	· Summarise the main points of the lesson
· Homework for today Pazmandy Exercise 2 pp 115
Any questions/ clarifications from the students
	
	
	




[bookmark: _Toc17879685]Session plan 6 – Trading income
	Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	
	15 mins
	Recap last lesson
	Recap the topics of the last lesson:
Service Income
Adjustments to service income
Review homework task —Pazmandy Chapter 5 exercise 2. page 115
	
	
	

	2
	
	45 mins
	Cash sales
	Cash sales of trading stock to customers.
Cash collections, EFTPOS & cash
	Read Pazmandy ch 6.1
Discuss
Demonstrate and work through examples in text on cash sales of trading stock
Pazmandy exercise pp 123
	Pazmandy
FNSACC416_SW _1of1
MYOB software 2018.3
Supplementary resources
Curtis — Chapter 4 — Pulling the money.
Chapter 5 — Spending and receiving money
	PC 1.1, 1.2, 2.1, 2.2 & 3.2.

	3
	
	45 mins
	Credit sales
	Process transactions for credit sales of trading stock and collect funds from sales.
	Read Pazmandy ch 6.2, 6.3, 
Discuss
Demonstrate and work through examples in the text on credit sales of trading stock and cash collections
Pazmandy exercise pp 126, 129
	Pazmandy
FNSACC416_SW _1of1
MYOB software 2018.3
Supplementary resources
Frost — Chapter 8 Accounts receivable.
· Sales and receipts.
· Produce reports.
	PC 1.1, 1.2, 2.1, 2.2 & 3.2.

	
	
	15 mins
	
	Break
	
	
	

	4
	
	45 mins
	Bank deposits
	Prepare bank deposits
Prepare bank reconciliations
Print relevant reports
	Read Pazmandy ch 6.4, 6.5, 
Discuss
Demonstrate and work through examples in the text on depositing cash collections, reconciliations and reports
	Pazmandy
FNSACC416_SW _1of1
MYOB software 2018.3
Supplementary resources
Neish — Chapter 4 Cash transactions.  
· Recording money received. 
· Bank reconciliation.
· Electronic transactions and reconciliations.
	PC 2.1, 2.2, 2.4, 4.2 & 4.3.

	5
	
	60 mins
	Practical exercises
	Work on practical tasks relevant to generating trading income
	Pazmandy ch 6 exercise 1 pp133
	Pazmandy
FNSACC416_SW _1of1
	PC 2.1, 2.2, 2.4, 4.2 & 4.3.

	
	
	15 mins
	Conclusion & Wrap up
	· Summarise the main points of the lesson
· Homework today Pazmandy ch 6 exercise 2 pp136
Any questions/ clarifications from the students
	
	
	




[bookmark: _Toc17879686]Session plan 7 – Purchasing goods and services
	Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	
	15 mins
	Recap last lesson
	Recap the topics of the last lesson:
Trading income
Receipts from trading income
Review homework task — Pazmandy ch 6 exercise 2 pp136
	
	
	

	2
	
	45 mins 
	Purchasing stock and services
	Invoices and purchasing
Checking invoices from suppliers
Recording purchase transactions for services and trading stock.
	Read Pazmandy ch 7.1, 7.2 & 7.3 
Discuss
Demonstrate and work through examples in the text on invoicing and recording purchase transactions for stock and services 
Pazmandy exercise pp 144
	Pazmandy
FNSACC416_SW _1of1
MYOB software 2018.3
Supplementary resources
 Frost —Chapter 7 Accounts payable.
· Purchases and payments.
· Produce reports.
	PC 1.1, 1.2, 2.1, 2.2, 3.1, 3.2 & 4.2.

	3
	
	60 mins
	Adding suppliers & modifying purchases
	How to add a supplier to MYOB.
Return of purchases and including credits for returns
Modifying purchase transactions
Deleting purchase transactions

	Read Pazmandy ch 7.4, 7.5 & 7.6
Discuss
Demonstrate and work through examples in the text on adding additional suppliers modifying purchase transactions
Pazmandy exercises pp 150
	Pazmandy
FNSACC416_SW _1of1
MYOB software 2018.3
Supplementary resources
 Neish — Chapter 6 Accounts payable
· Recording contra receipts and payments, 
· Credits purchases.
· Trading terms
·  Maintaining a customer card.
Sutherland — Chapter 4 Accounts payable. 
· Adjustment notes
· Pay bills

	PC 1.1, 1.2, 2.1, 2.2, & 3.2.

	
	
	15 mins
	
	Break
	
	
	

	4
	
	60 mins
	Adding inventory items, paying suppliers and generating supplier reports 
	Identify which supplier reports can be printed from MYOB and see how it’s done.
Paying suppliers
Add a new inventory item to MYOB
	Read Pazmandy ch 7.7, 7.8 & 7.9
Discuss
Demonstrate and work through examples in the text on adding items of inventory, how to pay a supplier invoice and printing relevant reports for suppliers.
Pazmandy exercises pp 156, 157 & 159
	Pazmandy
FNSACC416_SW _1of1
MYOB software 2018.3
Supplementary resources 
Curtis — Chapter 7 — Painless purchasing. 
Chapter 5 — Spending and receiving money

	PC 1.1, 1.2, 3.1 & 4.2.

	5
	
	45 mins
	Practical exercises
	Work on practical tasks relevant to purchasing from suppliers
	Pazmandy Ch 7 exercise 1 
	Pazmandy
FNSACC416_SW _1of1
MYOB software 2018.3

	

	6
	
	15 mins
	Conclusion & Wrap up
	· Summarise the main points of the lesson
· No homework for today
Any questions/ clarifications from the students
	
	
	





[bookmark: _Toc17879687]Session plan 8 – Revision and practice exercises
	item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	
	15 mins
	Recap last lesson
	Recap the topics of the last lesson:
Purchasing goods & services
Adjustments to purchases
Adding suppliers
Adding inventory
	
	
	

	2
	
	60 mins
	Revision
	Review key parts of the unit so far. Responding to student questions on topics they identify. Topics that could be covered include:
Setting up company files
Account lists
Banking command centre receiving, paying money
Credit sales and purchases
Adding customers and suppliers
	Work through examples
Respond to students enquiries about topics or exercises
	Pazmandy
FNSACC416_SW _1of1
MYOB software 2018.3
Supplementary resources 
Neish
Frost
Curtis
	Depends upon the student requests for assistance

	3
	
	120 mins
	Practice exercise
	Prepare answers to an exercise that covers many aspects of the course so far.
	Pazmandy  Practice exercise 1 pp 1563 - 170
	Pazmandy
FNSACC416_SW _1of1
MYOB software 2018.3

	PC 1.1, 1.2, 2.1, 2.2, 2.4, 3.1, 3.2, 3.3, 4.1, 4.2 & 4.3.

	
	
	15 mins
	
	Break
	
	
	

	4
	
	
	Continue with above — Practice exercise
	Continue with above 
	Pazmandy  Practice exercise 1 pp 1563 - 170
	Pazmandy
FNSACC416_SW _1of1
MYOB software 2018.3
	PC 1.1, 1.2, 2.1, 2.2, 2.4, 3.1, 3.2, 3.3, 4.1, 4.2 & 4.3.

	
	
	30 mins
	Conclusion & Wrap up
	· Review progress of Practice exercise 1, go over answers
· Finalise Practice exercise 1 for homework
· Any questions/ clarifications from the students
	
	
	




[bookmark: _Toc17879688]Session plan 9 – Setting up MYOB for an existing business 1
	Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	
	15 mins
	Recap last lesson
	Recap last lessons topics:
Revision
Practice exercise 1
	
	
	

	2
	
	60 mins
	Setting up a new file
	How to access and use the new company file assistant
How to access and use the easy setup assistant
Customising the company file.
	Read Pazmandy ch 8.1, 8.2 & 8.3
Discuss
Demonstrate and work through examples in the text on setting up a new company file.
Pazmandy exercises pp 176, 177 & 178
	Pazmandy
FNSACC416_SW _1of1
MYOB software 2018.3
Supplementary resources 
Sutherland —Chapter 2 Data file creation.
Chapter 4 Accounts payable.
· Supplier cards.
Chapter 5 Accounts receivable.
· Customer cards.
	PC 1.1, 1.2, 3.1, 3.2 & 3.3.

	3
	
	45 mins 
	Using the setup menu
	How to change the company file preferences that are not accessible through the easy setup menu
	Read Pazmandy ch 8.4
Discuss
Demonstrate and work through examples in the text on changing company file preferences.
	Pazmandy
FNSACC416_SW _1of1
MYOB software 2018.3
Supplementary resources 
Frost —Chapter 3 Creating a new company file.
	PC 1.1, 1.2, 3.1, 3.2 & 3.3.

	
	
	15 mins
	
	Break
	
	
	

	4
	
	45 mins
	Sales easy setup assistant
	Access and use the sales easy setup assistant, including the creation of a customer list
	Read Pazmandy ch 8.4 & 8.5
Discuss
Demonstrate and work through examples in the text on setting up the sales system in MYOB.
Pazmandy exercises pp 185, 
	Pazmandy
FNSACC416_SW _1of1
MYOB software 2018.3
Supplementary resources
 Curtis —Chapter 1 Getting started.
· Setting up accounts.
· Sales.
· Purchases.
Chapter 2 Working with lists — your accounts and cards.
· Setting up your accounts lists.
· Setting up your cards.

	PC 1.1, 1.2, 3.1, 3.2 & 3.3.

	5
	
	45 mins
	Practical exercises
	Work on practical tasks relevant to setting up a company file
	Pazmandy Ch 8 exercises p203, 204, 205, 206 & 2017 — up to Sales easy set up assistant exercise. 
	Pazmandy
FNSACC416_SW _1of1
MYOB software 2018.3
	PC 1.1, 1.2, 3.1, 3.2 & 3.3.

	6
	
	15 mins
	Conclusion & Wrap up
	· Summarise the main points of the lesson
· No homework today
	
	
	




[bookmark: _Toc17879689]Session plan 10 – Setting up MYOB for an existing business 2
	Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	
	15 mins
	Recap last lesson
	Recap last lessons topics:
Set up company file
Sales set up
Customer lists
Set up assistants
	
	
	

	2
	
	45 mins
	Historic sales
	Entering historic sales into MYOB
	Read Pazmandy ch 8.5
Discuss
Demonstrate and work through examples in text on entering historic sales into MYOB.
	Pazmandy
FNSACC416_SW _1of1
MYOB software 2018.3
Supplementary resources 
Neish —Chapter 7 Inventory and integration 
· Item list
· Setting up items
· Maintaining
· Entering an initial inventory count.
	PC 3.1, 3.2 & 3.2.

	3
	
	60 mins
	Purchases
	Using the purchases easy setup assistant.
Creating supplier lists
Entering historic purchases
	Read Pazmandy ch 8.6 
Discuss
Demonstrate and work through examples in the text on setting up the purchases system in MYOB.
Pazmandy exercises pp 192 & 194
	Pazmandy
FNSACC416_SW _1of1
MYOB software 2018.3
Supplementary resources 
Neish — 
Chapter 1 Business details,
Chapter 2 BAS Information for GST
Chapter 3 General ledger
· Set up and edit account information.
Chapter 6 Accounts payable
· Set up and edit supplier information.
· Supplier trade terms
· Opening supplier balances

	PC 1.1, 1.2, 3.1, 3.2 & 3.3.

	
	
	15 mins
	
	Break
	
	
	

	4
	
	45 mins
	Inventory
	How to enter opening inventory values in MYOB
What is the item list and how to edit it
Inventory counts
Setting inventory prices
	Read Pazmandy ch 8.7
Discuss
Demonstrate and work through examples in the text on setting up the inventory system in MYOB.
Pazmandy exercises pp 197, 
	Pazmandy
FNSACC416_SW _1of1
MYOB software 2018.3
Supplementary resources
 Sutherland —Chapter 6 inventory.
· Inventory cards.
Chapter 10 Maintain asset and inventory records.
Edit accounts.
	PC 1.2, 2.1, 3.1, 3.2 & 3.3.

	5
	
	30 mins
	Practical exercises
	Work on practical tasks relevant to setting up a company file
	Pazmandy Ch 8 exercises p208, 209 & 210. 
	Pazmandy
FNSACC416_SW _1of1
MYOB software 2018.3

	PC 1.1, 1.2, 3.1, 3.2 & 3.3.

	6
	
	15 mins
	Assessment 2 of 3
	Handout and discuss knowledge assessment 2 of 3
	
	Knowledge Assessment 2of3
	

	7
	
	15 mins
	Conclusion & Wrap up
	· Summarise the main points of the lesson
· Homework today — start assessment 2 of 3
· Any questions/ clarifications from the students
	
	
	




[bookmark: _Toc17879690]Session plan 11 – Integration — sales and purchases
	Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	
	15 mins
	Recap last lesson
	Recap the topics of the last lesson:
Company set up in MYOB
Purchases & inventory
Assessment 2 of 3
	
	
	

	2
	
	30 mins
	Purchase transactions
	Purchasing inventory
Purchasing services
	Read Pazmandy ch 9.1
Discuss
Demonstrate and work through examples in the text on the purchasing system in MYOB.
Pazmandy exercises pp 212, 213 & 214
	Pazmandy
FNSACC416_SW _1of1
MYOB software 2018.3
Supplementary resources 
Curtis — Chapter 3 Invoicing with style. 
· Creating invoices.
· Billing for GST.
	PC 2.1, 2.2 & 3.2.

	3
	
	30 mins
	Sale Transactions
	Cash sales
Credit sales for both inventory and service situations.
	Read Pazmandy ch 9.2
Discuss
Demonstrate and work through examples in the text on the sales system in MYOB.
Pazmandy exercises pp 216, 218 & 220
	Pazmandy
FNSACC416_SW _1of1
MYOB software 2018.3
Supplementary resources 
Neish — Chapter 4 Cash transactions.
· Recording money received.
·  Cash payments
	PC 2.1, 2.2 & 3.2.

	4
	
	30 mins
	Receipts
	Customer payments and proceeds from other sources such as loan proceeds
	Read Pazmandy ch 9.3
Discuss
Demonstrate and work through examples in the text on the cash receipts system in MYOB.
Pazmandy exercises pp 221
	Pazmandy
FNSACC416_SW _1of1
MYOB software 2018.3
Supplementary resources
 Curtis — Chapter 4 Pulling the money. 
· Recording customer payments.
· Customer statements.
Chapter 5 Spending and receiving money. 
· Outgoings and incomings.
· Bank reconciliations.
Chapter 6 Reconciling bank accounts.
	PC 2.1, 2.2 & 3.2.

	
	
	15 mins
	
	Break
	
	
	

	5
	
	30 mins
	Payments
	Payments to suppliers and cash payments
	Read Pazmandy ch 9.4
Discuss
Demonstrate and work through examples in the text on the cash payments system in MYOB.
Pazmandy exercises pp 223 & 224
	Pazmandy
FNSACC416_SW _1of1
MYOB software 2018.3
Supplementary resources
 Frost — Chapter 5 Cash accounting.

	PC 2.1, 2.2 & 3.2.

	6
	
	30 mins
	Month-end tasks
	Preparation of the bank reconciliation
Adjustments for depreciation
Reporting
	Read Pazmandy ch 9. 5 & 9.6
Discuss
Demonstrate and work through examples in the text on the sales & purchases system and 
	Pazmandy
FNSACC416_SW _1of1
MYOB software 2018.3
Supplementary resources 
Curtis — Chapter 4 Pulling the money. 
· Customer statements.
Chapter 5 Spending and receiving money. 
· Bank reconciliations.
Chapter 6 Reconciling bank accounts.
	PC 2.1, 2.2 & 3.2.

	7
	
	45 mins
	Practical exercises
	Work on practical tasks relevant to purchasing and sales
	Pazmandy Ch 9 exercise 1 & 2 pp230-235
	Pazmandy
FNSACC416_SW _1of1
MYOB software 2018.3
	PC 1.1, 1.2, 3.1, 3.2 & 3.3.

	8
	
	15 mins
	Conclusion & Wrap up
	· Summarise the main points of the lesson
· Homework  — work on assessment 2 of 3
· Any questions/ clarifications from the students
	
	
	




[bookmark: _Toc17879691]Session plan 12 – Customer management
	Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	
	15 mins
	Recap last lesson
	Recap the topics of the last lesson:
Sales and purchases
Progress with Assessment 2 o f3
	
	
	

	2
	
	60 mins
	Customising MYOB forms.
Delivering forms
	Customising MYOB forms:
Formatting
Deleting fields saving as templates
Creating invoices and statements
Sending documents
	Read Pazmandy ch 10.1, 10.2, 10.3
Discuss
Demonstrate and work through examples in the text on invoices, statements and sending them to customers and suppliers.
Pazmandy exercises pp 240, 241, 242 & 250
	Pazmandy
FNSACC416_SW _1of1
MYOB software 2018.3
Supplementary resources 
Neish — Chapter 1 Introduction to  MYOB
· Print financial statements
Chapter 5 Accounts receivable. 
· Printing or emailing invoices
· Printing accounts receivable ageing reports
· Customer transaction detail.
Chapter 6 Accounts payable. 
· Printing a purchase order
· Supplier transaction detail
	PC 1.2, 3.1, 3.2 & 3.3.

	3
	
	45 mins
	Debtor management
	Credit control systems in MYOB
Setting credit limits
Credit warnings
	Read Pazmandy ch 10.4
Discuss
Demonstrate and work through examples in the text on debtor management
Pazmandy exercises pp 252 & 255
	Pazmandy
FNSACC416_SW _1of1
MYOB software 2018.3
Supplementary resources
 Curtis — Chapter 4 Pulling the money.
· Customer statements.
· Chasing money
	PC 2.2 & 3.2. 

	
	
	15 mins
	
	Break
	
	
	

	4
	
	45 mins
	Doubtful and bad debts
	Identifying and dealing with doubtful debts
Writing off bad debts
Dishonoured cheques
	Read Pazmandy ch 10.5 & 10.6
Discuss
Demonstrate and work through examples in the text on doubtful debts, bad debts and dishonoured cheques. Pazmandy exercises pp 260
	Pazmandy
FNSACC416_SW _1of1
MYOB software 2018.3
Supplementary resources
 Frost —Chapter 8 Accounts receivable.

	PC 2.1, 2.2 & 3.2. 

	5
	
	45 mins
	Assessment 2 of 3
	Students to ask questions on assessment 2 of 3. They should have had time to look at the assessment and find areas they are experiencing difficulties with.
	Explain how to complete similar problems to those found in the assessment
	Knowledge assessment 2of2
	

	6
	
	15 mins
	Conclusion & Wrap up
	· Summarise the main points of the lesson
· Homework today, work on knowledge assessment 2 of 3
· Any questions/ clarifications from the students
	
	
	




[bookmark: _Toc17879692]Session plan 13 – Integration — Advanced inventory 1
	Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	
	15 mins
	Recap last lesson
	Recap the topics of the last lesson:
Management of debtors
Bad and doubtful debts
Progress with Assessment 2 of 3
	
	
	

	2
	
	60 mins
	Managing inventory
	Managing inventory items such as
Item lists
Set prices
Inventory counts and adjustments
Receive & send items
	Read Pazmandy ch 11.1
Discuss
Demonstrate and work through examples in the text on inventory management. Pazmandy exercises pp 264, 266 - 269
	Pazmandy
FNSACC416_SW _1of1
MYOB software 2018.3
Supplementary resources 
Curtis — Chapter 9 Taking stock. 

	PC 1.2, 3.1, 3.2 & 4.2.

	3
	
	45 mins
	Creating inventory items
	Updating MYOB for items of inventory.
Building items
	Read Pazmandy ch 11.2 & 11.3
Discuss
Demonstrate and work through examples in the text on creating inventory items and building inventory items. Pazmandy exercises pp 272, 274 & 277
	Pazmandy
FNSACC416_SW _1of1
MYOB software 2018.3
Supplementary resources 
Neish — Chapter 1. 
· Purchase of inventory.
· Sale of inventory.
Chapter 7 Inventory and integration.
	PC 1.2, 3.1, 3.2 & 4.2.

	
	
	15 mins
	
	Break 
	
	
	

	4
	
	60 mins
	Processing inventory transactions
	Creating purchase orders
Converting purchase orders to invoices
Checking inventory on hand
Building items
Stock alerts
	Read Pazmandy ch 11.4
Discuss
Demonstrate and work through examples in the text on processing inventory transactions. Pazmandy exercises pp 280, 282, 283, 286 & 290- 293
	Pazmandy
FNSACC416_SW _1of1
MYOB software 2018.3
Supplementary resources
 Sutherland — Chapter 6 Inventory.
	PC 2.1, 2.2, 3.1 & 3.2. 

	
	
	45 mins
	Practical exercises
	Work on practical tasks relevant to inventory management
	Pazmandy Ch 11 exercise Part A pp 309-312
	Pazmandy
FNSACC416_SW _1of1
MYOB software 2018.3

	PC 1.1, 1.2, 2.1, 2.2, 3.1, 3.2 & 3.3.

	
	
	15 mins
	Conclusion & Wrap up
	· Summarise the main points of the lesson
· Homework today – work on assessment 2 of 3
· Any questions/ clarifications from the students
	
	
	




[bookmark: _Toc17879693]Session plan 14 – Integration—advanced inventory 2
	Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	
	15 mins
	Recap last lesson
	Recap the topics of the last lesson:
Management of inventory
Processing inventory transactions
Progress with Assessment 2 of 3
	
	
	

	2
	
	45 mins
	Back orders
	Management of back orders
	Read Pazmandy ch 11.4 
Discuss
Demonstrate and work through examples in the text on processing inventory back orders. Pazmandy exercises pp 296-297
	Pazmandy
FNSACC416_SW _1of1
MYOB software 2018.3
Supplementary resources 
Frost — Chapter 9 Inventory.

	PC 1.2, 2.2 & 3.2.

	3
	
	60 mins
	Refunds,  returns & stocktakes
	Processing customer refunds and returning damaged items to the supplier.
Entering details of a stocktake
	Read Pazmandy ch 11.5, 11.6 & 11.7 
Discuss
Demonstrate and work through examples in the text on inventory transactions, stocktakes and reports such as the bank reconciliation. Pazmandy exercises pp 307
	Pazmandy
FNSACC416_SW _1of1
MYOB software 2018.3
Supplementary resources 
Sutherland — Chapter 6 Inventory. 

	PC 1.2, 2.2 & 3.2.

	
	
	15 mins
	
	Break
	
	
	

	4
	
	45 mins
	Practical exercises
	Work on practical tasks relevant to inventory transactions and management
	Pazmandy Ch 11 exercise Part B pp 312-314
Part C pp315 - 317
	Pazmandy
FNSACC416_SW _1of1
MYOB software 2018.3
	PC 1.1, 1.2, 2.1, 2.2, 3.1, 3.2 & 3.3.

	5
	
	45 mins
	Practical exercises
	Work on practical tasks relevant to inventory transactions the BAS
	Pazmandy Ch 11 exercise Extension exercise BAS
	Pazmandy
FNSACC416_SW _1of1
MYOB software 2018.3

	PC 1.2 & 4.1.

	6
	
	15 mins
	Conclusion & Wrap up
	· Summarise the main points of the lesson
· Homework today — work on Assessment 2 of 3
· Any questions/ clarifications from the students
	
	
	




[bookmark: _Toc17879694]Session plan 15 – Financial year-end and reporting
	Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	
	15 mins
	Recap last lesson
	Recap the topics of the last lesson:
Inventory back orders
Adjustments to inventory transactions
Progress with Assessment 2of3
	
	
	

	2
	
	30 mins
	Role of accountant
	Role of accountant and bookkeeper: 
prepare financial reports
Closing  accounts
	Read Pazmandy ch 12.1 
Discuss
Demonstrate and work through examples in the text on role of accountant
 Pazmandy exercises pp 322
	Pazmandy
FNSACC416_SW _1of1
MYOB software 2018.3

	PC 2.3, 2.5 & 4.1.

	3
	
	75 mins
	End of year adjustments
	Prepayments
Depreciation
Accrued expenses
Provisions
	Read Pazmandy ch 12.2 
Discuss
Demonstrate and work through examples in the text on year-end adjustments
 Pazmandy exercises pp 325-326, 327 & 329
	Pazmandy
FNSACC416_SW _1of1
MYOB software 2018.3
Supplementary resources
Frost —Chapter 10 General ledger
· Accrued expenses.
· Prepayments.
· Accrued revenue.
· Reversing entries.
· Produce reports.
	PC 2.3, 2.5 & 4.1.

	
	
	15 mins
	
	Break
	
	
	

	4
	
	45 mins
	Closing entries for financial year
	Prepare and post year-end closing entries
Reversing entries in the new financial year
	Read Pazmandy ch 12.3 & 12.4 
Discuss
Demonstrate and work through examples in the text on year-end adjustments
 Pazmandy exercises pp 333.
	Pazmandy
FNSACC416_SW _1of1
MYOB software 2018.3
Supplementary resources
Sutherland — Chapter General Ledger.
· Accrued expenses.
· Prepayments.
· Depreciation.
· Reversing entries.

	PC 2.3, 2.5 & 4.1.

	5
	
	45 mins 
	Practical exercises
	Work on practical tasks relevant to year-end reports
	Pazmandy Ch 12 exercise 1 pp335
	Pazmandy
FNSACC416_SW _1of1
MYOB software 2018.3
	PC 2.3, 2.5 & 4.1.

	
	
	15 mins
	Conclusion & Wrap up
	· Summarise the main points of the lesson
· Homework today — work on assessment 2 of 3
· Any questions/ clarifications from the students
	
	
	




[bookmark: _Toc17879695]Session plan 16 – Practice exercise 2 & role play
	Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	
	15 mins
	Recap last lesson
	Recap the topics of the last lesson:
End of financial year adjustments
Year-end reports
Closing & reversing entries
Progress with Assessment 2of3
	
	
	

	2
	
	105 mins
	Role plays, observation and practice exercise 2
	An assessor is to observe student role-plays from assessment 3 of 3 
Observation for assessment 2 of 3 task 4
While this is happening the other students can work on Practice exercise 2
	Observation of student role-plays from Assessment 3of3. 
Observation of assessment 2of 3 task 4
Pazmandy Practice exercise 2 pp339
	Pazmandy
FNSACC416_SW _1of1
MYOB software 2018.3
Supplementary resources 
Frost
Neish
Curtis
Sutherland
	PC 1.3, 2.4, 3.2 & 4.2

	
	
	15 mins
	
	Break
	
	
	

	3
	
	60 mins
	Continue with Role plays, observation and practice exercise 2
	An assessor is to observe student role-plays from assessment 3 of 3 
Observation for assessment 2 of 3 task 4
While this is happening the other students can work on Practice exercise 2
	Observation of student role-plays from Assessment 3of3. 
Observation of assessment 2of 3 task 4
Pazmandy Practice exercise 2 pp339
	Pazmandy
FNSACC416_SW _1of1
MYOB software 2018.3
Supplementary resources 
Frost
Neish
Curtis
Sutherland
	PC 1.3, 2.4, 3.2 & 4.2

	4
	
	30mins
	Assessment 2of3
	Finalise and collect assessment 2of3
	Finalise and collect assessment 2of3
	Pazmandy
FNSACC416_SW _1of1
MYOB software 2018.3
	

	5
	
	15 mins
	Conclusion & Wrap up
	· Summarise the main points of the lesson
· Homework today — Revision
· Any questions/ clarifications from the students
	
	
	




[bookmark: _Toc17879696]Session plan 17 – Revision
	Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	
	15 mins
	Recap last lesson
	Recap last lessons topics:
Practice  Exercise 2
Assessment 2 of 3
Assessment 3 of 3
	
	
	

	2
	
	105 mins
	Revision & finalise role-plays & observations
	Respond to student questions to resolve any shortcomings in student understanding of the unit content.
If students not forthcoming with questions direct revision toward the topics in the in-class assessment next week
Complete any observations and role-plays not completed last week
	Review questions and tasks from Pazmandy and any other relevant resource
Roles plays and observations
	Pazmandy
FNSACC416_SW _1of1
MYOB software 2018.3
Supplementary resources
Supplementary resources 
Frost
Neish
Curtis
Sutherland 
	Depends upon the topics raised

	
	
	15 mins
	
	Break
	
	
	

	4
	
	105 mins
	Continue with Revision. Finalise any role-plays and observations
	Respond to student questions to resolve any shortcomings in student understanding of the unit content.
If students not forthcoming with questions direct revision toward the topics in the in-class assessment next week
Complete any observations and role-plays not completed last week
	Review questions and tasks from Pazmandy and any other relevant resource
Roles-plays and observations
	Pazmandy
FNSACC416_SW _1of1
MYOB software 2018.3
Supplementary resources 
Frost
Neish
Curtis
Sutherland
	Depends upon the topics raised

	
	
	15 mins
	Conclusion & Wrap up
	· Summarise the main points of the lesson
· Homework today — Revision
· Prepare for next weeks in-class assessment.
	
	
	


[bookmark: _Toc17879697]Session plan 18 – Assessment
	Item
	Start Time
	Duration
	Topic
	Summary of main points
	Activity
	Resources required
	Criteria addressed

	1
	
	30mims
	Revision
	Answer any last-minute questions the students have on the unit content
	Respond to students questions with explanations and demonstrations of how MYOB handles transactions and reports.
	Pazmandy
FNSACC416_SW _1of1
MYOB software 2018.3

	

	2
	
	185 mins
	In-class assessment 
	Complete in-class Knowledge assessment 1of3
	In-class assessment
	Knowledge assessment 1of3
	All

	3
	
	25 mins
	Finalise any outstanding assessments
	Complete or collect any outstanding assessments such as the role plays from assessment 3 of 3 or observations from  Assessment 2of3
	As required
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[bookmark: _Toc17879698]Appendix 1 – Ice breaker
ICE BREAKER

I’m Famous – who am I?

Instructions
1. Think of a famous person who everyone in the room would know the name of. Examples could be people like:
· Paul Hogan
· Scott Morrison
· Queen Elizabeth
· Steve Smith
· Ash Barty
· Russell Crowe
2. Pair up with another person in the room.
3. Write the famous person’s name on a post-it note and stick it on the back of the person you have paired up with. Do not let them see the name on the post-it note.
4. Each person is to move around the room and they will ask the others in the room a question that will help them identify who the famous person is. The question can only have a yes or no answer.
5. The person who can guess the name of the famous person in the shortest number of questions wins.
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