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A & F College (PTY) LTD 
Head Office: Olivia steet 642, Garsfontein

Branches:
Tel: 012 992 1049 Or 072 629 9705
Centurion, Kempton Park, Midrand…… 
Fax: 0867195304




+ Correspondence




E-Mail
:
acollege5@gmail.com

WEB SITE:  www.advancedcollege.co.za 
Registered through our sister company, SV Accountants, at 
FASSET SETA number sva0020



We are an approved and registered training partner for Sage Pastel, SAP, VIP, Mirror Accounting, Lexpro Accounting for Attorneys, CAD, Autodesk and more with over 200 courses. Added to that, our National Private School has school support and Home school centers Nationwide for Grade R to 12 and N1 to N6.
Please note that Pastel is a Quility Assurance Partner (QAP) of Fasset Seta. The Institute of Certified Bookkeepers (ICB) is also a Fasset QAP and our Pastel qualifications are accredited directly with them. These studies are also available through us. This enables you to have your own registered Accountant business without a degree.
 

ACCOUNTING & Administrator Course
Pastel Accounting software is used by over 200 000 businesses worldwide, leaving you the INTERNATIONAL opportunity to land a job in a business that requires a Internationally accepted Pastel qualification.

Why not kick start your future career plans by attending our Pastel advanced training courses. These specially packaged training courses includes a certification that will assist you in entering many career options in the workplace – all at a price that won’t break the bank. Once you’ve completed the Pastel Advanced Training Course, your qualification will allow you to enter into any of the following careers + get registered on our and Pastels Recruitment Department.

What career options are available to me when I am qualified?
- Junior Bookkeeper to senior Bookkeeper, Accountant, Financial Manager
- Accounts Clerk/Controller

- Creditors Clerk/Controller

- Debtors Clerk/Controller

- Cash Book Clerk/Controller

- Invoicing Clerk

- Office Administrator

- Data Capturer

- Help Desk Coordinator

- Personal Assistant

- Telesales Consultant

- Stock Administrator/Controller

This Internationally recognized training will give your CV that competitive advantage. 
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Specials

The first choice is to be ready in all packages below and be ready as Accountant/Bookkeeper in most software packages.
Do 1 to 15 @ only R25 000 (Normally R45 000 Save R20 000) 
Pastel Only:

Do 1 to 8 Pastel Accounting + Payroll @ only R20 000 (Normally R32500 save R12500)

Or only Pastel Accounting 1 to 8 @ only R10 000 (Normally R23500 save R14000)
Courses 
The Pastel Advanced Course is done on the latest version Pastel Partner Accounting Version 12 and includes:

1. Pastel Bookkeeping Fundamentals R3000
2. Pastel Partner Introduction R1500 (Free with Processing or Intermediate)
3. Pastel Processing R3000 (Includes year-end procedure)
4. Pastel Intermediate R6000(Includes year-end procedure)
5.  Pastel Advanced R3000
6. Practical Accounting by processing cash slips and bank statements as you would from day to day. Giving you the experience and confidence to walk into a new company and do their Bookkeeping from day one. 2 Days R3000
7. SARS E-filing: How to register and how to do e-filing in VAT, UIF, PAYE - 1 day R2500

8. Excel standard and advanced as used by Accountants daily R2000
9. Accounting in Quick Books 2 Days R3000

10. Mirror Streamline Accounting 2 Days R3000
11. SAP – Two day introduction on most functions – 2 days R3000
12. VIP Payroll – Processing in VIP Payroll Liquid R3000 – 2 days plus all other VIP course available nationwide with a 5% cash back.
13. Sage Pastel Payroll Processing R9000
5 Days (Includes 14 & 15)
14. HR Laws in Payroll
15. TAX Laws in Payroll
After the above: ICB

Your road to success:

1. Computerised Accounting/Bookkeeping on Pastel Partner (1 to 6 Above)

2. National Certificate: ICB Junior Bookkeeper, NQF 3

3. National Certificate: ICB Senior Bookkeeper, NQF 3 + 4

4. National Diploma: ICB Technical Financial Accounting, NQF 3 + 4 + 5

5. National Diploma: ICB Certified Financial Accounting, NQF 3 + 4 + 5

1. Computerised Pastel Accounting/Bookkeeping (No 1 to 5 above)
Can be combined with the ICB courses below or each one separate
1.1 For the new user: Pastel Partner Accounting Introduction – Duration 1 day 

1.2 Junior Bookkeeper – Pastel Partner Processing – Duration 2 days
1.3 Junior to Senior Bookkeeper/Accountant – Pastel Intermediate – Duration 5 days
1.4 Senior Bookkeeper/Accountant – Pastel Advanced – Duration 2 days
INCLUDES YOUR INTERNATIONALY RECOGNISED PASTEL CERTIFICATION EXAM

2. National Certificate: ICB Junior Bookkeeper, NQF 3 – Duration 18 – 20 Months

Includes:

a. Introduction to Pastel and Pastel Processing + your Pastel Partner Processing Certification Exam within the 1st week. (No 3 above)
b. Bookkeeping to Trial Balance
c. Payroll and Monthly SARS Returns
d. Computerised Bookkeeping
e. Business Literacy
f. We recommend that you include Pastel Partner Accounting Intermediate & Year-end Procedure (Free) + your Pastel Partner Intermediate Certification Exam within the 1st week & Advanced with this course or before.
3. National Certificate: ICB Senior Bookkeeper, NQF 3 + 4 – Duration 6 to 8 Months 

Must complete 2. a to 2. e before enrolling for this course

a. Pastel Partner Accounting Intermediate & Year-end Procedure + your Pastel Partner Intermediate Certification within the 1st week.

b. Senior Bookkeeping: Cost and Management Accounting

c. Senior Bookkeeper: Financial Statements

4. National Diploma: ICB Technical Financial Accounting, NQF 3 + 4 + 5 – Duration 12 Months
Must complete 2.a to 2.e and 3.a to 3.c before enrolling for this course.

a. Income Tax Returns

b. Business Law and Accounting Control

5. National Diploma: ICB Certified Financial Accounting, NQF 3 + 4 + 5 – Duration 12 Months

Must complete all above before enrolling for this course
a. Corporate Strategy

b. Management Accounting Control Systems

c. Financial Reporting and Regulatory Frameworks

d. Accounting Theory and Practice

Detail:
Pastel Partner V12 Accounting introduction:

System overview and processing of
Creating a new Company
General ledger accounts

Sales analysis codes

Cost codes

Customer categories

Customers and Suppliers

Processing purchase orders, Grn, Invoices, Debit note

Inventory codes and items

Creating Sales order and invoice

Creating Discounts & Quotations

Bank Deposits, Payments Cheque & Petty Cash

Pastel Partner Version 12 Processing 

This comprehensive training course will give you the knowledge and skills necessary to perform 

a clerk function using Pastel Partner Version 11. 

[ Entrance Requirements ] 

Learners need to meet the following prerequisites before attending this course: 

1. Bookkeeping NQF Level 3 qualification or Standard 8/Grade 10 Bookkeeping or do the introduction. 

2. Computer Literacy at NQF Level 3 or Standard 8/Grade 10 Computer Literacy. 

3. Mathematical Literacy or Standard 8/Grade 10 Mathematics. 

If a learner is not yet competent in the required prerequisites then he/she must first complete the relevant courses before enrolling for this course. Should we find a student on one of our courses that do not meet the prerequisites they will be asked to leave and the course fee will be forfeited. 

[ Target Learners ] 

If you want to improve your Pastel skills, or have a basic understanding of bookkeeping and want to learn how to apply this knowledge to a computerised system, this course is for you. 

[ Training ] 

This is a two day (12 hour) course. 

[ Delivery Methods ] 

The delivery methods include: 

 Self study. 
 Facilitated workshops. 
[ Assessments ] 

The assessment forms part of the course and has to be written within 6 months from the commencement date of your classroom training or self study course. To make it easier for you, all the Pastel assessments are now ONLINE. This means that you can write the assessment in your own time and in the comfort of your own home (as long as you have a PC with internet access). Working in the Demo Company 

 Open a Company in Pastel 

 Navigate in Pastel using the four navigation methods 

Edit Masterfiles 

 Edit General Ledger 

 Edit Suppliers 

 Edit Inventory 

 Edit Customers 

Introduction to Processing 

 To do lists 

 Notes on processing 

Supplier Processing 

 Create a purchase order 

 Goods received notes 

 Supplier invoices 

 Return and debit 

 Supplier journal 

Customer Processing 

 Create a quotation 

 Sales orders 

 Tax invoices 

 Credit notes 

 Debit notes 

 Customer journals 

Cash Book Processing 

 Reference numbers 

 Settings 

 Processing in the payments cash book 

 Inter - Account transfers 

 Processing in the receipts cash book 

 Processing petty cash transactions 

Monthly Processing 

 Customer monthly processes 

 Supplier monthly processes 

 Other monthly processes 

 Inter Account transfers 

 Processing in the receipts cash book 

 Processing petty cash transactions

Pastel Partner Version 12 Intermediate 

This comprehensive training course will give you the knowledge and skills necessary to perform 

a bookkeeper to trial balance function using Pastel Partner. 

[ Entrance Requirements ] 

Learners need to meet the following prerequisites before attending this course: 

1. Bookkeeping NQF Level 3 qualification or Standard 8/Grade 10 Bookkeeping. 

2. Computer Literacy at NQF Level 3 or Standard 8/Grade 10 Computer Literacy. 

3. Mathematical Literacy or Standard 8/Grade 10 Mathematics. 

If a learner is not yet competent in the required prerequisites then he/she must first complete the relevant courses before enrolling for this course. Should we find a student on one of our courses that do not meet the prerequisites they will be asked to leave and the course fee will be forfeited. 

[ Target Learners ] 

If you use Pastel and want to improve your skills, or if you have a basic understanding of bookkeeping and want to learn how to apply this knowledge to a computerised system, this course is for you. 

[ Training ] 

This is a four day (24 hour) course. 

[ Delivery Methods ] 

The delivery methods include: 

 Self study. 
 Facilitated workshops. 

[ Assessments ] 

The assessment forms part of the course and has to be written within 6 months from the commencement date of your classroom training or self study course. To make it easier for you, all the Pastel assessments are now ONLINE. This means that you can write the assessment in your own time and in the comfort of your own home (as long as you have a PC with internet access). Installation 

 Preparing to install 

 Installing and registering Pastel Partner Version 11 

Working in the Demo Company 

 Open a company in Pastel 

 Navigate in Pastel Partner using the four navigation methods 

Creating a New Company 

 Setting up a company 

 Using the Pastel setup assistant 

Auto Setup 

 Auto Setup menu 

 Auto Setup process 

Edit Masterfiles 

 Edit General Ledger 

 Edit Suppliers 

 Edit Inventory 

 Edit Customers 

Take On Balances 

 Taking on General Ledger balances 

 Taking on Customer balances 

 Taking on Supplier balances 

 Taking on Inventory balances 

Introduction to Processing 

 To do lists 

 Notes on processing 

Supplier Processing 

 Create a purchase order 

 Goods received notes 

 Supplier invoices 

 Return and debit 

 Supplier journal 

Customer Processing 

 Create a quotation 

 Sales orders 

 Tax invoices 

 Credit notes 

 Debit notes 

 Customer journals 

Cash Book Processing 

 Settings 

 Processing in the cash book 

 Inter - Account transfers 

Monthly Processing 

 Customer monthly processes 

 Supplier monthly processes 

 Other monthly processes 

 Processing in cash book

Pastel Advanced

 This comprehensive training course gives you the knowledge and skills necessary to perform 

a bookkeeper to balance sheet function. 

[ Entrance Requirements ] 

Learners need to meet the following prerequisites before attending this course: 

1. Bookkeeping NQF Level 3 qualification or Standard 8/Grade 10 Bookkeeping. 

2. Computer Literacy at NQF Level 3 or Standard 8/Grade 10 Computer Literacy. 

3. Mathematical Literacy or Standard 8/Grade 10 Mathematics. 

4. Pastel Partner Version 11 Intermediate. 

If a learner is not yet competent in the required prerequisites then he/she must first complete the relevant courses before enrolling for this course. Should we find a student on one of our courses that do not meet the prerequisites they will be asked to leave and the course fee will be forfeited. 

[ Target Learners ] 

This course has been designed to give you a better understanding of the more involved processes in Pastel, at a supervisor level. 

[ Training ] 

This is a two day (12 hour) course. 

[ Delivery Methods ] 
The delivery methods include: 

 Self study. 

 Facilitated workshops. 

[ Assessments ] 

The assessment forms part of the course and has to be written within 6 months from the commencement date of your classroom training or self study course. To make it easier for you, all the Pastel assessments are now ONLINE. This means that you can write the assessment in your own time and in the comfort of your own home (as long as you have a PC with internet access). The course includes the following content: 

Advanced Functions in the File Menu 

 Consolidating companies 

 Export / Import 

 Data integrity 

 Restore 

 Send and receive accountant data 

 Printer / font setup. 

Advanced Functions in the General Ledger 

 User Setup 

 Creating a new entry type, editing the tax box 

 Layout, budgets 

 Cost codes 

 Depreciation 

 Accruals 

 Purchase of an asset 

 Tax in the General Journal 

 Importing a bank statement in the bank reconciliation 

 Using a salaries and wages control account 

Advanced Customer Functions 

 Multiple delivery addresses 

 Discounts and special prices 

 Make one for all feature 

 Processing an RD cheque 

 Accounting for bad debts 

 Mail merge feature 

Advanced Supplier Functions 

 Additional cost invoices 

 Processing invoices with customs tax 

Advanced Functions in the Change Menu 

 Delete history / clear files 

 Delete inactive Customers / Suppliers 

 Open item / balance forward conversions 

 Reconcile / unreconcile cash book 

 Renumber codes 

 Block Customers / Suppliers assistant 

Advanced Functions in the Utility Menu 

 Control centre 

 Microsoft Office integration 

Other Advanced Functions 

 Forms designer 

 Inventory selling price adjustment 

 Business Intelligence Centre overview 

 ACT! overview 

Pastel Bank Manager 

 A way to ease cash book processing 

 Setup 

 Processing in bank manager 

Pastel Cash Manager 

 Keeping control of customer payments 

 Installing Cash Manager 

 Setting Up Cash Manager 

 Processing in Cash Manager 

 Compacting the database

Pastel Payroll Training

Course Content
Pastel Payroll Level 1

• Knowing the Acts that govern Payroll
• Company Policy and the Payroll Administrator
• Processing the Payroll from A-Z
• Year End Procedures

Pastel Payroll Level 2

• Working in Pastel Payroll
• Working with Company Parameters
• Employees
• Working with Payslips
• Reporting in Pastel Payroll
• The Reporting Module

Pastel Payroll Level 3

• Defining Transaction Templates
• Rate Tables and Formulae
• The Forms Designer
• Tax and Calculation Totals
• Batches and Batch Input
• Loading Year to Date Amounts
• Basic Networking
• Pastel Payroll and Pervasive
• Working in a Multi-User Environment

Pastel Payroll Level 4

• Overview of Income Tax
• Selecting Tax Methods
• Fringe Benefits
• Income and Earning Transactions
• Deduction Transactions
• Tax Calculations in Pastel Payroll

Pastel Payroll Level 5

• Introduction to Problem Solving
• Problems Relating to Payroll Tax Calculations
• Problems Relating to Leave
• Problems Relating to Transactions
• Problems Relating to Employee Rates
• Problems Relating to Bank Transfers
• Problems Relating to Cost Center's and Job Codes
• Problems Relating to Payroll Backups
• Terminating an Employee in Pastel Payroll
• Pastel Payroll Reports
A & F College (PTY) Ltd, Registration number 2012/042729/07 Part of  “The Vermeulen Group” Postnet Suite #3, Private Bag X592, Silverton,0127

Please note all Software and Manuals are English!






