
Accounts Administration  
and Payroll Pathway
Take the right path to fast track your career



Accounts Administration 
and Payroll Pathway
You’re well on the road to success once you have this course under you belt. You’ll 
become a professional accounts administrator where you’ll learn how to balance 
the books, prepare VAT returns and business accounts, before using the 
prestigious AAT membership too fast track  your accounts admin career. There’s 
also some exciting FREE benefits that come with this course.
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Start Date:

Course Duration:

Access Time:

Delivery and Support:

Assessments:

Investment:

Get instant access within 1 business day.

Approximately 400 hours

You’ll have 24/7 access to your course material for up 
to 18 months until you complete.

100% online with unlimited tutor support via phone and 
email.

Multiple choice, short answer and practical 
assessments.

€1,250 upfront payment;
or
€1,599 with a €25 a week 
interest free payment plan



All the Right Choices

This Package Combines the  
Following Four Certifications
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Gain a formal qualification – fast track your accounting career, increase  
your earning potential and get ahead with an AAT Approved Training Provide

Gain a formal qualification for your CV – being a certified accounting  
technician gives employers the confidence that you meet  
internationally recognised standards.

Flexible online study – work at your own pace in your own time and  
receive unlimited one-on-one tutor support.

The Career Academy is an Official Xero and MYOB Education  
Partner – get the latest functions, tips and tricks.

Developed and delivered by an AAT Approved Training Centre.

ADMI2009 – Certificate in Accounts Administration

ABKI1016 – Certificate in Xero Payroll

ABKI1036 – Certificate in MYOB Payroll

ABI2071 - Diploma in Accounting



Certificate in Accounts Administration
Course Curriculum
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ABKI202 Accounting and Bookkeeping Fundamentals  

ABKI152 General Journal  

ABKI153 General Ledger and the Trial Balance  

ABKI218 Depreciation   

ABKI106 Accruals and Prepayments

ABKI146 Financial Statements 

This course will provide an overview of the accounting  
equation and the basic principles underlying the  
double entry system of accounting. It will include but  
not be limited to the function and purpose of  
accounting and its key concepts, a look at the principal  
qualitative characteristics and their effect on financial  
statements, and the basic and expanded accounting  
equation and its connection to the double-entry  
method of accounting.  

This course will take a close look at the difference  
between the general journal and the general ledger,  
the chart of accounts, and fundamental rules in respect  
of when to debit or credit an account. It will include but  
not be limited to the definition and purpose of general  
journals, account categories, and how to prepare  
journal entries.   

This course will provide an introduction to managing 
contacts in Xero, and will include but not be limited 
to the process for creating new customers, suppliers 
and employees in Xero, how to import and export 
contacts, as well as the process for archiving contacts.  

This course will provide an introduction and overview of 
depreciation and will include but not be limited to the 
purpose of depreciation, how to calculate depreciation 
and the different calculation methods, as well as how 
to prepare journal entries using the straight-line 
method or the diminishing balance method.   

This course will provide an introduction to cash basis 
and accruals basis accounting concepts, and will 
include but not be limited to the purpose of adjusting 
entries, the key adjusting entries that need to be made 
at the end of the financial year, and how to interpret 
and prepare the balance day adjustments for a range 
of adjusting entries. 

This course will take a close look at the purpose of 
financial statements, and will include but not be limited 
to the Profit & Loss Statement and the Balance Sheet and 
how to prepare these statements, the purpose of 
inventory and the two common inventory systems, how 
to prepare journal entries, and how to calculate the 
year-end stock adjustment.   
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ABKI217 Accounting with Sage and Quickbooks 
This course is comprised of two sections. The first 
section provides an introduction to online accounts 
software Sage One and will include but not be limited to 
how to create a company in Sage, how to record 
products and services and how to prepare invoices. The 
second section will provide an introduction to the basics 
of working with Quickbooks Essentials, including but not 
limited to how to create a company in QuickBooks, how 
to import transactions, prepare invoices, and customise 
and export reports. 



Certificate in Accounts Administration
Course Curriculum
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ABKI214 - Fundamentals of Payroll 

ABKI122 Budgeting, Forecasting, and Cashflow Management 

This course introduces the fundamentals of payroll with 
regards to small businesses, with a focus on employer 
responsibilities and obligations towards the various 
employee types. It will include but not be limited to the 
obligations a new employer has to Revenue, the four 
methods of calculating PAYE, and a look at the 
Universal Social Charge (USC) and who it applies too. 

This course provides an introduction to accounts 
payable and receivables and the calculation of the 
cash conversion cycle. It will include but not be limited 
to the difference between cash accounting and accrual 
accounting, a look at creditor and debtor schedules 
and doubtful debt. 

This course will take a close look at the preparation of 
budgets, forecasts and cash flow management, 
including but not limited to the purpose of a budget 
and forecast, the importance and advantages of 
budgeting, how to prepare a budget and how to 
compare actual results with analyse variances as well 
as a look at the cash conversion cycle. 
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ABKI133 - Fundamentals of VAT 
This course provides an introduction to the 
fundamentals of Value Added Tax (VAT) with 
regards to small businesses. It will include but not 
be limited to the key terms and concepts used 
when dealing with VAT, how to complete simple VAT 
calculations, and the requirements for registering 
for VAT, invoicing, record keeping, filing and paying 
VAT. 

ABKI103 Accounting with Xero 
This course will provide an overview of how to use Xero, 
including but not limited to the benefits of using Xero 
and cloud computing, Bank Reconciliation & Managing 
Accounts in Xero, Xero Sales, Invoicing, Quotes & 
Inventory, plus Purchase & Bills. 

ADMG114 - Managing Accounts Payable, Accounts  
Receivable & Cash Management 

CITG138 Using Microsoft Excel   
This course will provide an introduction to the 
fundamentals of Microsoft Excel, including but not 
limited to the key functions within the software 
including formulas, functions and data manipulation, 
how to add content to spreadsheets as well as 
formatting styles. 

CITG127 Introduction to Microsoft Word    
This course will provide an introduction to the basic 
functions and features of Microsoft Word, including but 
not limited to formatting features to improve the look of 
a short document, how to insert content into a 
document and how to apply document-processing 
techniques to manage larger documents.  
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Certificate in Xero Payroll 
Course Curriculum

ABKI219 Introduction to Xero Online 

ABKI200 Setting up Xero Payroll 

ABKI182 Managing Payroll Items with Xero 

ABKI107 New Employees & Leave Requests with Xero

ABKI179 Pay Templates in Xero 

ABKI178 Pay Runs in Xero 

ABKI183 Payslips & Payroll Reporting with Xero

ABKA294 Certificate in Xero Payroll Assessment 

This course will provide an introduction and basic 
overview of Xero, including but not limited to the 
benefits of using Xero and cloud computing, the system 
requirements for Xero, and how to navigate the Xero 
Dashboard. 

This course will provide an introduction to setting up 
the Xero Payroll module, and will include but not be 
limited to how to assign users with payroll 
administration access, how to create pay calendars, 
and how to create holiday groups. 

This course will take a look at new employees and leave  
requests in Xero, and will include but not be limited  
to setting up employees, entering opening balances,  
and assigning leave. 

This course will provide an introduction to pay 
templates in Xero, and will include but not be limited to 
how to produce new pay templates, how to apply 
changes to pay templates and how to apply changes 
to employee earnings. 

This course will take a close look at creating and 
posting pay runs in Xero, and will include but not be 
limited to processing pay runs, creating unscheduled 
pay runs, reverting posted pay runs and modifying 

This course will provide an overview of payslips and 
payroll reporting in Xero, and will include but not be 
limited to accessing historical payslips for employees 
and how to locate and produce payroll reports. 

This course will provide an overview of payslips and 
payroll reporting in Xero, and will include but not be 
limited to accessing historical payslips for employees 
and how to locate and produce payroll reports.

Complete a practical case study based assessment 
using Xero. 
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Certificate in Sage Payroll 
Course Curriculum

ABKI337 Setting Up Sage Payroll 

ABKI339 Managing Employees & Pensions in  
Sage Payroll

ABKI338 Pay Runs in Sage Payroll 

ABKI340 Year End Obligations in Sage Payroll 

ABKI342 Sage Payroll Assessment 

This course provides an introduction to the setup 
procedure for Sage Payroll, including but not limited to 
how to migrate payroll data into Sage Payroll, the 
required information for setting up a new payroll, how 
to create new Employee records and the process for 
adding new payments & deductions. 

This course will provide an overview of managing 
employees and pensions in Sage Payroll, and will 
include but not be limited to how to add new 
employees, edit existing employees and set up Pension 
scheme deductions in Sage Payroll.

This course provides an introduction to the Pay Run 
process in Sage Payroll, including but not limited to the 
three stages of the Pay Run process and how to print 
and email an employee payslip. 

This course will provide an introduction to the 
processes for completing Year End in Sage Payroll, 
including but not limited to the steps required to 
register with Revenue Online Services (ROS), how to 
check for extra pay runs, how to process Leavers and 
the 3 steps involved in running the Year End. 

Complete a case-study based assessment using 
Sage Payroll. 
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Diploma in Accounting
Course Curriculum

The Diploma in Accounting covers 8 core  
modules/courses as follows:

• Accounting with Excel 
• Accounting Principles 
• Advanced Accounting Principles 
• Management Accounting 
• Advanced Management Accounting 
• Taxation 
• Accounting Practices 
• External Auditing

*You will also be required to complete a prior knowledge quiz to test your  
current knowledge of accounting and business. There are 40 questions in  
this quiz and a pass mark of 80% must be achieved to proceed. 

Accounting with Excel 

Accounting Principles  

CITG137 Accounting using Microsoft Excel  

ABKI203 Accounting and Business  

This course will provide an introduction to the 
fundamentals of Microsoft Excel, including but not 
limited to the key functions within the software 
including formulas, functions and data manipulation, 
how to add content to spreadsheets as well as 
formatting styles.   

This course provides an introduction to business and  
accounting in the UK and Republic of Ireland (ROI),  
including but not limited to the relationship between  
accounting, the legal system and business, the  
importance of the UK and ROI Framework, as well as  
the main components of the Financial Statements. 

Advanced Accounting Principles  

ABKI124 Tracking Cash & Controlling Assets  

ABKI143 Determining Profit  

ABKI126 Issues in Income Determination & Asset Valuation  

ABKI345 Accounting Principles Assessment  

This course will take a look at accounting for cash, 
including but not limited to the importance of tracking 
cash for the survival of a business, how to prepare and 
maintain a cash tracking spreadsheet to plan cash flow, 
and how to prepare a Statement of Cash Flows and 
reconciliation to the Profit and Loss.  

This course will provide an overview of accounting for 
revenue and expenses, and will include but not be 
limited to the accounting equation, a look at revenue 
expenditure and capital expenditure, and the 
components of a classified Income Statement for a  
small business. 

This course will take a look at accounting for balance 
sheet items that influence the Profit and Loss, and will 
include but not be limited to how to apply correct 
treatment to property, plant and equipment (PP&E), how 
to determine inventory valuation, and how to apply fair 
value to accounts receivable. 

Complete an assessment covering all content from the  
Accounting Principles program.  
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Diploma in Accounting
Course Curriculum

Management Accounting  

ABKI137 Cost Classification  

ABKI303 Product & Process Costing  

ABKI138 Costing Methods  

ABKI305 Standard Costs & Variance Analysis  

This course will provide an introduction to cost 
classifications in Management Accounting, including but 
not limited to the differences between Product costs and 
Period costs, management accounting vs financial 
accounting, and the concept of different costs for 
different purposes.  

This course will provide an introduction to the two 
product costing systems: job order costing and job 
process costing. It will include but not be limited to the 
weighted average unit cost method and the formula to 
calculate it, support department cost allocation, and a 
look at unit cost and processing departments.   

This course will provide an introduction to variable and 
absorption costing methods, including but not limited to 
the definitions of variable and absorption costing and a 
look at the components that make up product and 
period costs for both types of costing.  

This course will provide an introduction to standard 
costing and the importance of measuring (and reporting 
on) the variance between actual costs and standard 
costs. It will include but not be limited to the meaning of 
standard costing, the difference between quantity 
standards and cost/price standards, and a look 

ABKI149 Internal Decision Making  

ABKI109 Analysing Financial Reports  

ABKI346 Advanced Accounting Principles Assessment 

This course will provide an overview of how to support 
business for future internal decision making, including 
but not limited to preparing budgets and forecasts, how 
to report on variances between budgeted performance 
and actual performance, and a look at breakeven 
analysis.  

This course provides an introduction to analysing 
financial reports, and will include but not be limited to 
the users of financial analysis, the importance of the 
solvency test, analysing business performance and 
report on trends, problems and possible remedies.  

Complete an assessment covering all content from the  
Advanced Accounting Principles program.  
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Diploma in Accounting
Course Curriculum

Complete an assessment covering all content from the 
Advanced Management Accounting program.  

Advanced Management Accounting  

ABKI304 Activity Based Costing  

ABKG176 Management Accounting: Budgeting  

ABKG180 Management Accounting: Decision and Control  

ABKI348 Advanced Management Accounting  
Assessment  

ABKI121 Budgeting & CVP Analysis  

ABKI167 Performance Management & Measurement  

ABKI306 Inventory Management & Planning  

This course will provide an introduction to activity 
based costing and how this tool is used to assign costs 
to cost pools. It will include but not be limited to the 
definition of Activity Based Costing (ABC), 
the advantages of using an ABC system, cost 
hierarchies and a look at activities and activity pools.  

This course will provide an introduction to the use of 
budgeting for planning, coordinating and authorising 
the activities of an organisation, and for controlling 
costs. It will include but not be limited to how to improve 
the performance of an organisation by setting targets, 
constructing achievable plans and monitoring results.  

This course will provide an introduction to the use of 
budgeting for planning, coordinating and authorising 
the activities of an organisation, and for controlling 
costs. It will include but not be limited to how to improve 
the performance of an organisation by setting targets, 
constructing achievable plans and monitoring results.  

Complete an assessment covering all content from the 
Advanced Management Accounting program.  

This course provides an overview of budgeting & CVP 
analysis, including but not limited to the key purposes 
of budgeting, types of Financial & Operating budgets, a 
look at Cost-Volume-Profit Analysis as well as the 
Equation Method and Contribution Margin Method.  

This course provides an introduction to performance 
management and measurement, including but not 
limited to the purpose of a Balanced Scorecard, a look 
at SMART KPIs, the benchmarking 
process and Performance Evaluation systems and their 
uses.  

This course will provide an introduction 
to inventory management and planning, including but 
not limited to a close look at Just In Time Inventory 
Management, Economic Order Quantity Inventory 
Management, the Reorder Point formula, and how to 
make pricing decisions.    

ABKI347 Management Accounting Assessment 

Complete an assessment covering all content from the  
Management Accounting program.  
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Diploma in Accounting
Course Curriculum

Taxation  

Accounting Practices  

ABKE123 Preparing Sole Trader Accounts 

This module will provide a refresher on the 
fundamentals of income tax, fundamentals of VAT, and 
depreciation. 

This course will provide an overview of how to prepare 
accounts for Sole Traders, including but not limited to 
preparing a trading and profit and loss account in 
vertical format for a sole trader, preparing a balance 
sheet in vertical format for a sole trader, how to 
calculate capital from incomplete data and how to 
prepare a trial balance from incomplete records. 

ABKE125 Preparing Partnership Accounts 

This course will provide an overview of how to prepare 
accounts for Partnerships, including but not limited to 
the purpose of a partnership agreement, how to 
appropriate the profit of a partnership in accordance 
with a partnership agreement and record transactions 
in current accounts, and how to prepare a balance 
sheet for a partnership. 

ABKE127 Preparing Accounts for Not for profit  
Club or Society 

This course will take a look at how to prepare financial 
statements for a club or society. It will include but not 
be limited to the purpose of operating as a not-for-
profit club or society and how to prepare financial 
statements for a not-for-profit organisation (income 
and expenditure account and balance sheet). 

ABKI110 Verification, Completeness & Justification 

ABKG181 Financial Statements of Limited Companies  

This course will provide an overview of the processes 
and tools that ensure the values in the Financial 
Statements are justified, including but not limited to the 
purpose of workpapers, balance sheet validation 
documents and referencing protocols.  

This course will provide an introduction to drafting, 
analysis and interpretation of financial statements of 
limited companies, including but not limited 
to identifying and recording transactions in accounts 
and ledgers following the principles of double-entry 
bookkeeping, and drafting the financial statements of 
unincorporated organisations from the accounts and 
records prepared.  

ABKG184 Accounting Systems & Controls  

This course will take a look at the role of the accounting 
function in an organisation and the importance of 
internal controls in minimising the risk of loss, and will 
include an evaluation of an accounting system to 
identify weaknesses and assess the impact of those 
weaknesses on the operation of the organisation.  

Auditing  

ABKG187 External Auditing  
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Start Upskilling Today!
Follow our easy 5-step enrolment process - it only takes a few minutes to get  
started!

1. Click on ‘Get Started Now’

2. Choose your course

3. Proceed to payment

4. Receive login details

5. Start Learning!

Get Started Now
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https://careeracademy.ie/checkout/?add-to-cart=38611

