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	Assessment Method
	Evidence Ref.
Page number, Method
	Assessor Decision
Sign and Date

	You must be able to: 

	1 Access, enter and edit accounting information

	1.1 Identify the sources and characteristics of accounting data
	
	
	

	1.2 Enter accounting data accurately into records to meet requirements
	
	
	

	1.3 Locate and display accounting data records to meet requirements
	
	
	

	1.4 Check data records meet needs using IT tools, making corrections as necessary
	
	
	

	1.5 Identify the risks to data security and procedures used for data protection
	
	
	

	1.6 Follow local and/or legal guidelines for the storage and use of data
	
	
	

	2 Use tools and techniques to process business transactions

	2.1 Use appropriate tools and techniques to process transactions
	
	
	

	2.2 Review the transaction process and identify any errors
	
	
	

	2.3 Respond appropriately to any transaction errors and problems
	
	
	

	3 Produce accounting documents and summary reports to meet requirements

	3.1 Identify what information is required and how to present it
	
	
	






	

	Assessment Method
	Evidence Ref.
Page number, Method
	Assessor Decision
Sign and Date

	You must be able to: 

	3.2 Generate accounting documents as required
	
	
	

	3.3 Generate management reports as required
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