
Certificate in Accounts  
Administration & Payroll
That promotion is just around the corner



Certificate in Accounts  
Administration & Payroll
Here’s a certificate that will improve your job prospects no end. It’s an industry 
and employer recognised certificate that will increase your job prospects in 
Accounts Administration. It can help you too upskill in your current role, or find 
that exciting new job. You’ll gain skills in accounts, administration, VAT, Xero, 
payroll, Microsoft Excel and much more.
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Start Date:

Course Duration:

Access Time:

Delivery and Support:

Assessments:

Investment:

Get instant access within 1 business day.

Approximately 140 hours.

You’ll have 24/7 access to your course material for up 
to 6 months until you complete.

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

Multiple choice, short answer and practical 
assessments.

€499 upfront payment;
or
€599 with a €25 a week 
interest free payment plan



All the Right Choices

This Package Combines the  
Following Five Core Modules
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Greatly increase your job prospects in Accounts Administration, 
upskill in your current role  find a new job.

Gain valuable skills in using Microsoft Word & Excel.

Flexible online study – work at your own pace in your own time.

The Career Academy is a Xero Education Partner – get the latest 
course material, plus tips and tricks on how to use the software 
effectively

Get access to The Career Centre – get a FREE CV Review & 
job tips to help you succeed.

Accounting

Administration

Introduction to Payroll

Sage Payroll

Xero Payroll



Accounting
Course Curriculum
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ABKI202 Accounting and Bookkeeping Fundamentals  

ABKI152 General Journal  

ABKI153 General Ledger and the Trial Balance  

ADMG114 Managing Accounts Payable, Accounts  
Receivable & Cash Management  

CITG138 Using Microsoft Excel 

CITG127 Introduction to Microsoft Word

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 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, how to create journal entries and ledger 
entries to record a credit sale, a look at doubtful debt 
as well as creditor and debtor schedules.      

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 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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ADMG160 Office Ergonomics & Data Entry
This course will provide an introduction to data entry, 
keyboard skills and office ergonomics and will include 
but not be limited to the key items to check when 
proofreading a document, the benefits of type touching, 
ergonomic design and the problems caused by an 
uncomfortable work posture.

Administration

ADMG154 Effective Business Communication
This course will provide an introduction to the processes 
and importance of effective business communication 
including but not limited to the different forms of 
communication, effective verbal communication skills 
and the 7 Cs of communication.



Administration
Course Curriculum
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ADMG148 Time Management, Ethics and  
Professionalism

ABKI214 Fundamentals of Payroll

This course will take a look at the importance of time 
management, ethical considerations and 
professionalism in the workplace. It will include but not 
be limited to decision making categories, time 
management strategies, how ethics relate to the 
workplace and characteristics of professionalism.

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 to.
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ADMG168 - Organise Meetings
This course will provide an introduction to the skills 
and knowledge required to organise meetings 
including but not limited to making arrangements, 
liaising with participants, and developing and 
distributing meeting related documentation.

ADMG159 Creating Documents
This course will take a look at the different types of 
software used to create business documents, and will 
include but not be limited to the steps for effective and 
efficient writing, examples of business documents and 
their software, and the importance of style and layout of 
documents.

Payroll
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Sage Payroll
Course Curriculum

ABKI337 Setting Up Sage Payroll

ABKI338 Pay Runs in Sage Payroll

ABKI339 Managing Employees & Pensions in  
Sage Payroll

ABKI340 Year End Obligations in Sage Payroll

ABKI342 Sage Payroll Assessment

ABKI219 Introduction to Xero Online

ABKUI200 Setting up Xero Payroll 

ABKUI182 Managing Payroll Items with Xero 

ABKUI107 New Employees & Leave Requests with Xero 

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 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 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 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.

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 

This course will provide a close look at payroll items in 
Xero, including but not limited to pay item categories, 
earnings rates, deductions and reimbursement pay 
items as well as leave items. 

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. 

Xero Payroll

ABKUI179 Pay Templates in Xero 
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. 
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Xero Payroll
Course Curriculum

ABKUI178 Pay Runs in Xero 

ABKUI183 Payslips, Reporting & Filing in Xero 

ABKUI294 - Xero Payroll Assessment

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 
draft payslips. 

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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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=39080

