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Assessment 3 of 3 

Project 

FNSACC416 

Set up and operate a computerised 

accounting system. 

ASSESSOR GUIDE 



 

Introduction 

This assessment assumes a simulated workplace – Ace Finance. Required workplace documents have been 

provided in hyperlinks under 'File Attached'. The assessment involves knowledge obtained in the learning 

platform, understanding workplace documents that have been provided, and additional research to be 

completed.  

In this simulated workplace, you will assume the role of a trainee accountant. Andrew will be your manager and 

will provide you with the direction of the tasks in the form of an email. You will also receive some tasks in the 

form of emails from Joe Reader. 

As per Andrews instruction, you are required to engage with fictitious clients of Ace Finance. For this 

assessment, the client is Joe Reader from the company Smart Books.  

 

Assessment Instructions 

Task overview 

This assessment is divided into nine (9) tasks [Task 1 – Task 9].  

• Task 1 - Process shop sales transactions       

• Task 2 – Process other transactions   

• Task 3 - Adding new customer and inventory items and processing payments 

• Task 4 - Bank reconciliation  

• Task 5 - Adjusting journal entries 

• Task 6 - Year-end close 

• Task 7 - Set up a credit card in Xero and generate an invoice 

• Task 8 - Petty cash authorisation and reporting 

• Task 9 – Print reports 

Assessment 2 must be completed BEFORE attempting this assessment.   

 

Each task will provide instructions on where you are to provide your answer. These will include: 

- The templates that have been provided. The templates are hyperlinked under each task email as "File 

Attached". Alternatively, these templates can also be located in the learning platform, under the 

Module 4 Assessment 3 tab.  

- Xero. The Smart Books data file link is on your online platform under the module 4 Assessment 2 tab.  

 

 

 

 

Resources required for assessment 

To complete the assessments students, need to have access to:  

• A computer with Internet and email access and a working web browser  

• Computer Software:   



 

o MS Word  

o Adobe Acrobat Reader  

o Xero Accounting Software 

• Assessment 3 Task 1 – Daily Shop Sales 

• Assessment 3 Task 4 – Smart Books June Bank Statement 

 

Submission Requirements Checklist 

To be eligible to be deemed competent in this assessment, you are required to submit the following 
documents. Do so by saving these to your computer and submitting and uploading your documents onto the 
LMS once you believe you have successfully completed all required tasks.  
 
Important 
Word documents will not be accepted. Please save any Word documents as PDF files before 
submitting. 

Task 1 Requires: 
☐ Cash drawer reconciliation as at 30/06/2020 PDF, uploaded with 

assessment. 
Task 2a Requires:  

☐ Screenshot of Big Press Distribution Invoice pasted in the Task 2 response 
box. 

Task 2b & 2c Requires: 

☐ b.   Journal transactions- pasted in the Task 2b response box. 

☐ c.   Screen Shot of Born to Read Invoices (2) and  The Davidson Academy  
pasted in the Task 2c response box 

 
Task 3 Requires: No Submission requirements 

Task 4 Requires: 
☐ Smart Books Everyday Account reconciliation as at 30/06/2020 PDF, 

uploaded with assessment. 
Task 5 Requires: 

☐ Screenshot of the Fixed Asset Reconciliation report pasted in the Task 5 
response box. 

☐ PDF of Account Reconciliation report uploaded with the assessment 

Task 6 Requires: 

☐ Response provided in the Task 6 response box. 

Task 7 Requires: 

☐ PDF of Visa Account Transaction report uploaded with the assessment 

☐ Screenshot of Help with Homework invoice pasted in the Task 7 response 
box. 

Task 8 Requires: 

https://go.xero.com/Bank/BankTransactions.aspx?accountId=867B69CB7BDD4797B7BD866EB5853F20
https://go.xero.com/Bank/BankTransactions.aspx?accountId=867B69CB7BDD4797B7BD866EB5853F20


 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

☐ a. Recording of Role Play uploaded with assessment. 

☐ b. Petty Cash reconciliation reports pasted in the Task 8a response box as 
at 30/06/2020 & 31/07/2020. 

☐ c. PDF Profit & Loss report for the period 01/07/2019 – 30/06/2020 and 
01/07/2020 – 31/07/2020 uploaded with assessment. 

PDF Balance Sheet report as at 30/06/2020 and 31/07/2020 uploaded 
with assessment. 

Task 9 Requires: 

☐ PDF’s Activity Statement reports for this month and last month  
 

☐ PDF’s Payroll Activity Summary reports for this month and last month 

Save all documents as PDFs in a folder on your computer with the naming convention:   
  
FNSACC416 - students name – Assessment 3 
When you have completed your assessment, upload it into the platform where you 
downloaded this assessment from. 
 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Task 1 

Assessment Information 

Submission 

You are entitled to three (3) attempts to complete this assessment satisfactorily. Incomplete assessments will 

not be marked and will count as one of your three attempts.  

All questions must be responded to correctly to be assessed as satisfactory for this assessment. 

A submission checklist is provided at the end of this assessment. The checklist displays what must be saved 

and submitted as part of a ZipFile at the completion of the assessment. Evidence missed will be counted as an 

incomplete assessment.  

Reasonable adjustment  

Students may request a reasonable adjustment for assessment tasks.   

Reasonable adjustment usually involves varying:  

– the processes for conducting the assessment (e.g. allowing additional time)  

– the evidence gathering techniques (e.g. oral rather than written questioning, use of a scribe, 

modifications to equipment)  

However, the evidence collected must allow the student to demonstrate all requirements of the unit.  

Refer to the Student Handbook or contact your Trainer for further information. 

 



 

 

Email subject: Process shop sales transactions       

 File Attached Assessment 3 Task 1 – Daily Shop Sales 

 

Hi there, 

I have reviewed Smart Books accounts and identified there are no sales transactions for the period 

15/06/2020 – 30/06/2020. Joe has sent through a spreadsheet with this information which I have attached. 

 

I need you to: 
• enter Smart Books shop sales for the period 15/06/2020 – 30/06/2020 as receive money transactions 

in Xero 
• transfer the daily EFTPOS sales to the Smart Books Everyday Account 
• record the cash that banked on the 15/06/2020, 22/06/2020 and 29/06/2020 in the Smart Books 

Everyday Account 
• reconcile the cash drawer. 

 
Ensure you follow Smart Books Policy and Procedures and Operations Manual. 
 
Generate a Cash Drawer reconciliation report as at 30/06/2020, which includes the Bank Reconciliation 
Summary and Bank Statement. Save it to a file on your desktop and upload it with your assessment. Use the 
naming convention students name – A3 T1 Cash Drawer Reconciliation Report.  
 

  

 

Warm regards,  
 
   Andrew | Manager  
   andrew@ace.finance 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://uponline.education/pluginfile.php/2766/mod_assign/introattachment/0/FNSACC416_Assessment%201_%20Task%204.xlsx?forcedownload=1
mailto:andrew@ace.finance


 

 

 

 

 

 

 

 

 

 

 

 

 

 

Marking Guide 

File Attached Assessment 3 Task 1 – Daily Shop Sales 

 

 

https://uponline.education/pluginfile.php/2766/mod_assign/introattachment/0/FNSACC416_Assessment%201_%20Task%204.xlsx?forcedownload=1


 

Students must enter the shop sales following the procedure outlined in Smart Books Policy and Procedures 

and Operations Manual (Extract provided below) and generate a Xero Cash Draw Reconciliation Report as per 

the benchmark answer provided below.  

Extract - Smart Books Policy and Procedures and Operations Manual 

At the end of each day's trading, the store manager settled the POS system and EFTPOS terminal. The total of 
the cash and credit card sales for the day's trading are entered as ‘Receive Money’ transactions in the Xero 

cash drawer as per the example below. 

 

 

If a settlement of the EFTPOS terminal is not done manually, the terminal will force settle at 11:55 pm each day, 
at which time the settlement amount will appear in Smart Books Everyday Account.  
 

Each day the bookkeeper will reconcile the daily EFTPOS settlement dockets with the settlement amount, 
investigate any discrepancies and journals the EFTPOS settlement amount from the cash drawer to the Smart 
Books Everyday Account in Xero.  
 
Each Monday, the cash and any cheques from the previous week are banked. The bookkeeper will journal the 

total banked amount from the cash drawer to the Smart Books Everyday Account in Xero. 

 

https://go.xero.com/Bank/BankTransactions.aspx?accountId=867B69CB7BDD4797B7BD866EB5853F20


 

 



 

 

 

 

 

 

 

 

 



 

Task 2 

 

Email subject: Process other transactions   

  

Hi there,  

I need you to process some additional transactions for Smart Books.  

  
The Big Press Distribution supplier invoice below does not appear to have been entered in the June accounts. 

Joe has confirmed all items were received. The invoice was paid by direct debit on 30/06/2020. 

 
a. Create a new direct cost general ledger account for Discount on Purchases and enter the invoice 

using item codes. Process the payment from the Smart Books Everyday account in Xero. Take a 
screenshot of the bill that shows the payment has been processed and paste it into the table below. 

 

I have also identified three customers that have not been invoiced. Joe has written the freight charges on the 
purchase orders.  

b. In the table below record the journal transaction you would enter in a manual accounting system for 
each of the purchase orders. Use the delivery date as the invoice date. Note: customers do not 
receive a discount on the freight charges. 

c. Using  

• item codes 
• Xero auto generated invoice numbers 
• the PO number as the reference 

generate an invoice for each purchase order in Xero. 

Take a screen shot of each invoice and paste them into the table below. Review the xero invoice against the 
manual transaction to the verify accuracy of the data you have entered. 

 
 

 

 

    

  

 

Warm regards,  
 
   Andrew | Manager  
   andrew@ace.finance 

 

 

 

mailto:andrew@ace.finance


 

 

 

 



 

 



 

 



 

 

 

 

 



 

MARKING GUIDE  

a. 

Big Press Distribution Invoice 

 
 

 

 

 

 

 

 

 

 

 

 



 

 

 

b. 

PO-048 Born to Read  
Date of Invoice Debtor GL Account Dr Amount Cr Amount 
04/06/2020 Born to Read P/L Accounts Receivable $577.50  
  Book Sales  $490.00 
  Freight  $35.00 
  GST  $52.50 
     
     
Total Debits and Credits $577.50 $577.50 
 
c.    Screen Shot of Born to Read Invoice 

 



 

 
 

 

 

b. 

PO-352 The Davidson Academy  
Date of Invoice Debtor GL Account Dr Amount Cr Amount 
10/06/2020 The Davidson 

Academy  
Accounts Receivable 

$1,785.50  

  Book Sales  $1,563.18 
  Freight  $60.00 
  GST  $162.32 
     
     
Total Debits and Credits $1,785.50 $1,785.50 
 

a. Screen Shot of The Davidson Academy Invoice 



 

 
 

 

 

 

b. 

PO-049 Born to Read  
Date of Invoice Debtor GL Account Dr Amount Cr Amount 
10/06/2020 Born to Read P/L Accounts Receivable $469.70  
  Book Sales  $392.00 
  Freight  $35.00 
  GST  $42.70 
     
     
Total Debits and Credits $469.70 $469.70 



 

   
c.    Screen Shot of Born to Read Invoice 

 
 

 

 

 

Task 3 

 
Email subject: Adding new customer and inventory items and processing payments 



 

  

Hi there,  

We have received a few payments from customers. Can you please process these through Xero for me? 

 

Help with Homework is a new customer. They have placed a special order with us and have prepaid a deposit. 
We don’t expect to fulfil this order until the middle of July. Record it as Deferred Income. 

Can you set Help with Homework up in Xero as a new customer? Their details are: 

Customer Help with Homework 
Email 
Address taylor.james@hwhw.com.au 

First Name Taylor  
Last Name James  
PO Address PO Bo 875 South Brisbane QLD 4101 
Street 
Address 18 Tribune Street South Brisbane QLD 4101 
Phone 
Number 07 8777 3343  
ABN 21 487 775 765  
Discount  2%  
Credit Limit $8,000  

 

Can you also create new inventory items for this special order? The details of the items are: 

 

Thank you for your help! 

 

 

Warm regards,  
 
   Joe Reader | Owner 
   joe@smartbooks.com.au 

 

mailto:taylor.james@hwhw.com.au
mailto:joe@smartbooks.com.au


 

Marking Guide 

Evidence for Task 3 will be collected in: 

Task 4 through the bank reconciliation report: 

• Prepayment for Help for Homework 

• Payment of invoice - The Davidson Academy  

• Payment of invoice - Solid Ground High School  

• Payment of invoice - High Technology High School  

Task 7 Help with Homework Invoice. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Task 4 

 

Email subject: Bank reconciliation  



 

  File Attached Assessment 3 Task 4 – Smart Books June Bank Statement 

 

Hi there,  

I spoke to Joe today, and we can now reconcile Smart Books Everyday Account for June. 
 
To do this, you need to: 

1. Set up a Petty Cash Bank account in Xero 
2. Import the attached June bank statement into Smart Books Everyday Account and reconcile the 

transactions up to 30 June 2020.  
 
Some payments have not been entered into Xero and will need to be entered directly from the bank 
statement. The AAMI Insurance renewal was paid by BPay, and the Telstra bill was directly debited from the 
account. I have provided a copy of the renewal notice and Telstra bill below, which you need to attach to the 
transaction you create in Xero for audit purposes. A transfer of additional funds was made from the everyday 
account to the savings account, and on 09/06/2020, $200 was withdrawn to use as a starting float for petty 
cash.  
 
Please ensure you use the following tax codes: 

• Bank Fees - tax code GST Free  
• Merchant Fees – tax code GST 
• create a new GL account for Interest Received – tax code BAS Excluded 

 

Once you have completed the bank reconciliation, generate a reconciliation report as at 30/06/2020, which 
includes the Bank Reconciliation Summary and Bank Statement. Save it to a file on your desktop and upload 
it with your assessment. Use the naming convention students name – A3 T4 Smart Books Everyday Account 
Reconciliation Report.  

 

  

 

Warm regards,  
 
   Andrew | Manager  
   andrew@ace.finance 

 

 

 

 

 

 

https://uponline.education/pluginfile.php/2766/mod_assign/introattachment/0/FNSACC416_Assessment%201_%20Task%204.xlsx?forcedownload=1
mailto:andrew@ace.finance


 

 

 



 

 

 



 

Marking Guide 

File Attached Assessment 3 Task 4 – Smart Books June Bank Statement 

*Date *Amount Payee  
1/06/2020 -4400 Cannon Printer 
1/06/2020 -2640 AAMI insurance renewal 
9/06/2020 -200 Branch Withdrawal 

11/06/2020 1411 HTHS-INV10988 
11/06/2020 1300 Solid Ground HS 
12/06/2020 -1272.28 INV-BP99876  
14/06/2020 -550 INV-INV03433  
15/06/2020 1280 Branch Deposit 
15/06/2020 1240 EFTPOS Settlement 
16/06/2020 1160 EFTPOS Settlement 
17/06/2020 -3162.5 INV-345765  
17/06/2020 1580 EFTPOS Settlement 
18/06/2020 2580 EFTPOS Settlement 
19/06/2020 2320 EFTPOS Settlement 
20/06/2020 3550 EFTPOS Settlement 
21/06/2020 4550.5 Davidson Academy 
22/06/2020 1150 EFTPOS Settlement 
22/06/2020 1545 Branch Deposit 
23/06/2020 890 EFTPOS Settlement 
24/06/2020 1720 EFTPOS Settlement 
25/06/2020 2610 EFTPOS Settlement 
26/06/2020 2140 EFTPOS Settlement 
27/06/2020 3160 EFTPOS Settlement 
28/06/2020 1300 Solid Ground  
28/06/2020 5000 Help With Homework - deposit 
29/06/2020 1320 EFTPOS Settlement 
29/06/2020 1180 Branch Deposit 
30/06/2020 -15000 TFR to Saving Account 
30/06/2020 -2829.2 Inv 1256  
30/06/2020 750 EFTPOS Settlement 
30/06/2020 -120 Direct Payment Telstra Mobile 
30/06/2020 -15.5 Bank Fees   
30/06/2020 -36 Merchant Fees   
30/06/2020 7.65 Interest Received 

    
 

Students must import the June Bank Statement and reconcile the bank statement lines to the 
transactions in Xero. The line items highlighted in yellow need to be entered into Xero directly from the 
bank statement.  

A new GL account for interest received needs to be created. The GL code for this account may vary; 
however, it must be an income account to correctly display in the P & L report generated in Task 5.  

Students must use the following tax codes when entering line items off the bank statement for the account 
balances to be correct in the P & L report generated in Task 5. 

•  Bank Fees - tax code GST Free  

https://uponline.education/pluginfile.php/2766/mod_assign/introattachment/0/FNSACC416_Assessment%201_%20Task%204.xlsx?forcedownload=1


 

• Merchant Fees – tax code GST 

• Interest Received – tax code BAS Excluded 
 

Students must generate a Reconciliation Report for the period 30/06/2020 with a statement balance of 
$28,095.65 as per the benchmark answer provided below.  

 

 

 

 

 

 

  

 

 

 



 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Task 5 

 

Email subject: Adjusting journal entries  

  

Hi there,  

Before finalising the end of year accounts for Smart Books, please record the following balance day 
adjustments for June in Xero.  

a. Depreciation - Enter the depreciation for 01/07/2019 – 30/06/2020 using the fixed asset register.  

b. Wages - At the end of June, wages payable of $3,500 have not been recorded or paid. Record and 
adjustment for  

c. Reverse the wages payable adjustment on the 01/07/2020 

d. Prepaid Insurance – adjustment for the portion of insurance paid that relates to the 2021 FY.  

When calculating the prepaid amount: 

• There is no GST implication on the prepaid insurance adjustment because the GST implication 
on this item would have been accounted for when the payment was initially recorded. 

• Do not include the stamp duty in the calculation.  

• Calculate the prepaid amount based on 365 days. 

 

Generate a Fixed Asset Reconciliation Report as at 30 June 2020. Ensure the Asset Register reconciles to the 
Balance Sheet. Take a screenshot of the report and paste it into the table below. 

 

 Generate an Account Transaction report for the period 30 June 2020 – 01 July 2020 for the following GL 
accounts: 

• Insurance 
• Wages & Salaries 
• Wages Payable 
• Prepayments 

Save it to a file on your desktop and upload it with your assessment. Use the naming convention students 
name – A3 T5 Account Transaction report.  

 

 

Warm regards,  
 
   Andrew | Manager  
   andrew@ace.finance 

 

 

Marking Guide 

Students must generate a Fixed Asset Reconciliation Report dated 30 June 2020. The report must include Book 
Value and Accumulated Depreciation at 30 June 2020.  An exemplar response has been provided below. 
 

mailto:andrew@ace.finance


 

 

Fixed asset reconciliation report as at June 2020  

 
 

 

Students must demonstrate they can create adjusting journal entries by generating an Account Transaction 

Report for the period 30 June 2020 – 01 July 2020 and uploading it with their assessment. 

The report must identify the transactions date as 30/06/2020. Wages & Salaries and Wages Payable must also 
show the transaction was reversed on 01/07/2020.  

The following calculation has been used to calculate the prepaid insurance amount. 

 

An exemplar response has been provided below. 

Insurace Renewal 2,640.00$ 
GST 239.50$    
Stamp Duty 5.50$         

2,395.00$ 
Days covered in renewal 365
Daily Cost 6.56$         
June Cost 196.85$    
Prepaid Amount 2,198.15$ 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Task 6 

 

Email subject: Year-end close 

  

Hi there,  

Unlike MYOB, with Xero, you do not need to do a formal year-end close or rollover. However, there are things 
that we must do to check that our clients’ accounts are up to date. 

 

In the box below, identify and explain three (3) tasks you would do to check the accounts are up to date. 
(maximum 200 words) 

    

    

 

Warm regards,  
 
   Andrew | Manager  
   andrew@ace.finance 

 

 

 

 

 

 

 

 

 

 

 

Marking Guide 

Students’ responses may vary; however, they must list three of the following end of year procedures for 
Xero. Responses could include: 

Tasks for Bookkeeper 

1. Reconcile all accounts on your Balance Sheet: 
• Make sure any unpresented cheques or payments in your bank account are correct. Check your 

statement balance in Xero against your balance from your bank. Use the Bank Reconciliation 
report to help with this and fix any problems you find. 

 
List three-year end (3) tasks you would do to check the accounts are up to date 
1. 
 
 
 
2. 
 
 
 
3. 
 
 
 
 

 

  

mailto:andrew@ace.finance
https://central.xero.com/s/article/Balance-Sheet-New?userregion=true
https://central.xero.com/s/article/Bank-Reconciliation-Summary?userregion=true
https://central.xero.com/s/article/Bank-Reconciliation-Summary?userregion=true
https://central.xero.com/s/article/Compare-the-statement-balance-in-Xero-to-your-actual-bank-balance?userregion=true


 

• Run an Aged Receivables Summary and an Aged Payables Summary. Xero ensures the balances 
of your aged receivables and payables match your general ledger at all times. Write off any bad 
debts. 

• Check your Business Activity Statement and balance for the period. 
• Ensure you know what makes up the balance of all accounts in your balance sheet, including 

loans and fixed assets. 
2. Run a GST Reconciliation report and review the GST Audit report for each period. Check each GST 

category for any coding and GST treatment that looks incorrect. 
3. When you’re finished, let your accountant know so they can log in to your Xero organisation to review 

what you've done and complete the rest of the process. 

Tasks for your accountant 

You might prefer to have your accountant do these more complex year-end tasks. 

1. Run a Trial Balance report to verify the balances of your general ledger accounts. 
2. Your accountant or bookkeeper is likely to verify balance sheet items and add entries for: 

• Year-end manual journals 
• Tax liability 
• Accruals 
• Work in progress 
• Depreciation 
• Loans 
• GST adjustments 

3. Set a lock date to prevent any further changes being made to the previous year's data. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://central.xero.com/s/article/Aged-Receivables-Summary-report-New?userregion=true
https://central.xero.com/s/article/Aged-Payables-Summary-report-New?userregion=true
https://central.xero.com/s/article/Record-a-bad-debt-in-Xero?userregion=true
https://central.xero.com/s/article/Record-a-bad-debt-in-Xero?userregion=true
https://central.xero.com/s/article/The-Simpler-Business-Activity-Statement
https://central.xero.com/s/article/The-GST-Reconciliation-report
https://central.xero.com/s/article/The-GST-Audit-Report-AU
https://central.xero.com/s/article/Trial-Balance-report-new-version?userregion=true
https://central.xero.com/s/article/Add-import-and-post-manual-journals?userregion=true
https://central.xero.com/s/article/Set-up-and-work-with-lock-dates?userregion=true


 

 

Task 7 

 
Email subject: Set up credit card in Xero and generate an invoice 

  

Hi there, 

I have two (2) things I need your help with: 

a. I now have a business credit card that I will use to pay some of my business-related expenses. Can 
you please set this up in Xero? The details are: 

• Account – NAB Visa Card 

• Account Type – Credit Card 

• Card Number – 4545 4545 4545 4545 

I charged the June Xero subscription, which costs $70.00 + GST, to the credit card on 01/07/2020.  

Process this transaction in Xero and generate an Account Transaction report for the Visa Card for the 
period 01/07/2020 – 31/07/2020. Take a screenshot of the report and paste it into the table below. 

 

b. The special order for Help with Homework is ready to be delivered. Please generate an invoice for 
them dated 01/07/2020. We have supplied them with the following items: 

 

 

 

Generate an invoice in Xero using the inventory items set up in Task 3 and apply the deposit paid to 
the invoice. Take a screenshot of the invoice and paste it into the table below. 

 

  

 

Warm regards,  
 
   Joe Reader | Owner 
   joe@smartbooks.com.au 

 

 

mailto:joe@smartbooks.com.au


 

 

 

Marking Guide 

Students must generate a Visa Card account transaction report that identifies the Xero subscriptions paid 
on 01/07/2020. An exemplar response has been provided below. 

 

 

a. Visa Card Account Transaction report 01/07/2020 – 31/07/2020 

 
 
 

 

Marking Guide 

Students must generate tax invoice for Help with Homework that includes the information highlighted on 
the exemplar response provided below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

b. Invoice Help with Homework 

 
 

 

 



 

 

 

Task 8 

 

Email subject: Petty cash authorisation and reporting 

  

Hi there,  

Thank you so much for your ongoing work helping Joe from Smart Books.  

Joe has sent through the following receipts for us to process through petty cash.  

 

            

 



 

     

 
Joe is coming in today to discuss his five (5) year plan for Smart Books. Please organise a short meeting with 
him to discuss the above petty cash receipts. 
 
a. This task is a roleplay.     

To complete this task, you will need to meet with Joe Reader from Smart Books and discuss how the 
receipts should be processed.  

  
The roleplay/meeting must include at least one (1) participant, must not exceed ten 
(10) minutes duration, and must address all elements of the Observation Checklist below.    
   
In this task, you will participate in a role/play meeting with one other person. This may be resourced using 
one of the following options:    

• A peer who you are already working within the industry your qualification relates to.    
• A fellow student who will play the role of Joe Reader. Please contact your fellow student/s via the 

Discussion Forum and coordinate your role play with them directly.     
   

If you are unable to find a participant to play the role of Joe Reader, contact your trainer via the direct mess  
service in the learning platform who will discuss options for pairing up with another student/s to complete t  
task.    
   
  
Option 1: Peer participant    
Should you complete this task with your peer, you must fully brief the participant, providing them with the 
context to the role play/meeting, a role outline to play and a copy of the observation checklist so that 
they can prepare for the recording.    
   
Your peer will need to state their name and job title at the start of the recording to inform consent.    



 

   
Option 2: Fellow students’ participant    
Fellow students participating in the recording must be provided with context to their role and 
responsibilities in the session and have reviewed the assessment activity and observation checklist so 
that they can prepare for the recording.     
   
Students will need to state their name and that they are a student (as their job title) at the start of the 
recording to inform consent.    
   
Recording instructions    
Your role play must be recorded with all participants captured in a virtual room using a system such as 
Zoom, Skype or Microsoft Teams. The recording must be a video file. 
   
Consent to participate in the recording must be captured for all participants at the start of the meeting. 
This is achieved by the student reading the following statement at the start of the recording, with all 
participants replying their name and job title to inform consent.    
   
“This session/presentation is being recorded for assessment purposes for my course with Swinburne Open 
Education. This session will be recorded and submitted through my course online learning platform to my 
Assessor for grading. All participants in this session indicate their consent to be included in this recording 
by stating their name and job title."    
   
The time taken to capture consent at the start of the recording does not count towards the recording time 
limit.    
   
Include this recording as part of your assessment submission.    
   
Roleplay context and outline for peer or student role playing work colleague   
   
You will play the role of Joe Reader, the owner of Smart Books. You must participate in a meeting with the 
student. The meeting must not exceed 10 minutes. You must familiarise yourself with Smart Books petty 
cash and employee expense reimbursement procedure and authorise three (3) petty cash transactions 
and one (1) employee reimbursement. 
    
Before the meeting, familiarise yourself with:   

• The four (4) petty cash receipts    
• Smart Books Petty Cash and Employee Reimbursement procedures familiarise yourself with the 

petty cash reimbursement limits and process for reimbursing purchases exceeding the petty cash 
limit.  

   
  During the meeting you must:    

• elicit from the student if the four (4) petty cash receipts comply with Smart Books Petty Cash 
procedure  

• if receipts do not comply, ask the student to explain why and suggest what action they would 
take. Suggested action must adhere to Smart Books Petty Cash and Employee Reimbursement 
procedures. 

   
Instructions to students    
In this task, you will participate in a roleplay meeting with either a peer you work within the industry your 
qualification relates to or a fellow student who will play the role of Joe Reader. Joe Reader is the owner of 
Smart Books.  
  
Before the meeting:   

• familiarise yourself with Smart Books Petty Cash and Employee Reimbursement procedures 



 

• review the attached petty cash receipts to identify if they align with Smart Books Petty Cash 
procedure.     
 

During the meeting:   
• address all elements of the Observation Checklist below   
• clarify the reason for the meeting with Joe Reader   
• discuss each of the receipt with Joe Reader confirming whether it complies with Smart Books Petty 

Cash policy  
• discuss a standard logical solution if the purchase receipt does not align to Smart Books Petty Cash 

policy 
• request authorisation from Joe Reader to process petty cash transactions and any purchase that 

exceed Smart Books petty cash limit as an employee expense claim. 
  
 
  Observation Checklist    

   
   Yes    No    
During the meeting, students must demonstrate they have:            
Follow accepted communication practices by introducing themselves 
and explain the reason for the meeting    

□    □    

Discuss each of the petty cash receipts. Use questioning and active 
listening to clarify and convey information and instructions 

□  □  

Identify any petty cash receipt that does not comply with Smart Books 
petty cash procedure decline reimbursement and suggest a solution. 

□    □    

Ensure suggested solution complies with legislative and regulatory 
requirements, protocols, policies and procedures 

□    □    

Followed organisational policies and procedures relevant to work 
role        

□    □    

 

b. On 18/07/2020 Joe withdrew $280.00 from the everyday account to reimburse the petty cash account. 
Process and reconcile the petty cash transactions including the reimbursement. Assign the expenses to 
staff Amenities or Printing & Stationery and generate a reconciliation report as at 30/06/2020 and 
31/07/2020. Take a screen shot of the reports and paste them into the table below. 

c. Process any purchases that exceed Smart Books petty cash limit in Xero using the date 18/07/2020. 
Generate a:  

• Profit & Loss report for the period 01/07/2019 – 30/06/2020 and 01/07/2020 – 31/07/2020 

• Balance Sheet report to 30/06/2020 and 31/07/2020. 

Save a copy of the reports to a file on your desktop and upload it with your assessment. Use the naming 
convention  

• students name – A3 T8 Smart Books P&L report 30.06.2020 

• students name – A3 T8 Smart Books P&L report 31.07.2020 

• students name – A3 T8 Smart Books BS report 30.06.2020 

• students name – A3 T8 Smart Books BS report 31.07.2020. 

 

 

 



 

 

 

Warm regards,  
 
   Andrew | Manager  
   andrew@ace.finance 

 

Marking guide 

a. Students must provide a recording of the role play/meeting between themselves and at least one 
(1) participant who assumes the role of Joe Reader. The meeting must not exceed ten 
(10) minutes duration and must address all elements of the Observation Checklist above. During the 
meeting the student must identify the JB HIFI receipt does not comply with Smart Books Petty Cash 
procedure and suggest to Joe Reader this receipt be processed as an employee reimbursement. 
 

b. Students must generate a Petty Cash reconciliation report as at 30/06/2020 and 31/07/2020. An 
exemplar response has been provided below. 

 

b. Reconciliation report as at 30/06/2020 
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Reconciliation report as at 31/07/2020 
 

 
 
 



 

 
 
 

 

 

c. Students must generate the following reports in Xero and upload with their assessment: 
• Balance Sheet report as at 30/06/2020 
• Balance Sheet report as at 31/07/2020 
• Profit & Loss report for the period 01/07/2019 – 30/06/2020 
• Profit & Loss report for the period 01/07/2020 – 31/07/2020 

             An exemplar response has been provided below. 



 

 



 

 



 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Task 9 



 

 

Email subject: Produce reports 

  

Hi there,  

I have had a call from a long-standing client of ours Demo Company. They have asked if we can generate the 
following reports for their management team. 

 
• An Activity Statement report for this month and last month. Use the following report settings 

• GST Calculation period – Monthly  
• GST Accounting method – Accrual 
• PAYG withholding period – Monthly  
• PAYG Income Tax method – Income x rate.  

 
• Payroll Activity Summary report for the current month and previous month 

 
Save the reports in a folder with the naming convention Demo Company Management Reports. Upload the 
folder with your assessment. 
 
To access the Demo Company (AU) data file in Xero, click on Smart Books drop down menu in the top left-
hand corner of your screen. Select change organisations and then select the Demo Company (AU) 
 

 

 

Warm regards,  
 
   Andrew | Manager  
   andrew@ace.finance 

 

 

Marking guide 

Students must generate: 

• two (2) Activity Statement reports  

• two (2) Payroll Activity Summary reports 

The dates on the reports will vary however one Activity Summary and Payroll Activity Summary report must be 

dated the last day of the month the student is completing the assessment the other reports must be dated the 
last day of the previous month. Reports must be uploaded with the assessment. 

An exemplar response has been provided below. 

 

 

 

 

Activity Statement Last Month. Page 1 of a 9 page report. 
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Activity Statement This Month.  Page 1 of a 1 page report. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Payroll Activity Summary Report Last Month. 

 

 

 

 

 

 

 

 

 

 

 



 

 

Payroll Activity Summary Report This Month. 

 

 

 

 

 



 

 

 

 

 

 

 

 

  
 

 

 

 

 

 

 

Congratulations you have reached the end of Assessment 3!  
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	Screenshot of Big Press Distribution Invoice pasted in the Task 2 response box.
	If a settlement of the EFTPOS terminal is not done manually, the terminal will force settle at 11:55 pm each day, at which time the settlement amount will appear in Smart Books Everyday Account.
	Each day the bookkeeper will reconcile the daily EFTPOS settlement dockets with the settlement amount, investigate any discrepancies and journals the EFTPOS settlement amount from the cash drawer to the Smart Books Everyday Account in Xero.
	You might prefer to have your accountant do these more complex year-end tasks.

