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Why use Sage Software? 
 
Sage accounting software is a popular choice for many businesses or 
organisations as a solution to their accounting or book-keeping needs. 
 
When we decided to offer accounting and payroll training, we found that the 
training packages developed by Sage were not only practical but up-to-date 
with current issues.  We supplement the packages with a selection of other 
short courses which meet the needs of employers, such as communication 
skills or manual payroll knowledge. 
 
We are proud to be able to work with Sage and offer an opportunity to start a 
new career or to develop an existing one, in this respected profession. 
 
 
Who is the training suitable for? 
 

This course is are aimed at individuals who wish to learn how to 
operate Sage Instant Payroll software which is a popular 
payroll program amongst small businesses with less than 10 
employees.   
 
This course is suitable for those students new to payroll 
processing or wishing to update their existing skills. 
 
 
The Course Delivery 
 

Each course is delivered by a combination of distance and online learning.  
 
You will receive:  
 

 A timed version (180 days) of Sage 
Instant Payroll software with 
workbooks  

 Access to our own online Learning 
Management System (LMS)  

 Three short study courses to help 
you to focus on your new course of 
study 

 An Introduction to a Manual Payroll 
course which is also delivered online. 

 Access to assessment 
 



 

© Mycourse Limited 2007 

Learning Management System 
 
The system is available 24 hours a day, 7 days a week to enable you to be 
flexible about where and when you study. 
 
During your study on the LMS you will complete additional exercises as if you 
were operating a small business. 
 
You will also complete an assessment which, if it meets our criteria for a pass, 
we will send you a printable certificate recording your success. 
 
What help will I have? 
 

You will have a personal tutor who will support you by email, telephone or in 
writing.   
 

Telephone support is available Monday to Friday 9 ï 4.  Outwith these hours, 
you can e-mail Lesley, your course tutor, who will arrange to answer your 
queries as soon as possible. 
 
As our courses are distance / online learning, we would encourage students to 
use the e-mail facility within our LMS ï this will ensure a speedy response to 
your query. 
 
Course Programme 
 
The flexibility of our courses means that you can start your programme at any 
time.  You should however ensure that you have completed the course within 
the 6 month timescale. Note that once you have installed your software, the 
180 day time limit starts to reduce.   
 
Aim of the Course 
 
Upon the completion of your study, it is intended that you will be familiar with: 

 Installing and setting up Sage Instant Payroll  

 Processing a standard payroll run  

 Making use of the other main utilities within Sage Instant Payroll  

 Statutory functions  

 The Period End, the Year End and e-submissions  


