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Certificate IV in Accounting and Bookkeeping 
 

Count on a great career in the fast-growing finance industry with the nationally accredited Certificate 

IV in Accounting and Bookkeeping with HPI Training Group’s FNS40217 Certificate IV in Accounting 

and Bookkeeping. 

Course Summary 

Qualification name 
FNS40217 Certificate IV in Accounting and Bookkeeping 

Course duration 
Up to 12 months 

Expected study hours 
Up to 975 

Recommended study hours per week 
15 - 20 hours 

Delivery methods 
A: Online 

B: Blended 

Assessments 
Knowledge questions, Case studies, Practical demonstrations, Projects, Open book exam 

Awarded by 
HPI Training Group (Provider number: 45372) 

Recognition 

Nationally Recognised       

Why study this course 

Employment in the financial and insurance services industry is expected to grow by 13.7%, faster 

than other Australian industries. The NSW Government identified the Certificate IV in Accounting and 

Bookkeeping as key to addressing skill shortages in bookkeeping. 
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Successful completion of this course meets the Tax Practitioners Board academic requirements for 

registration as a BAS agent (additional experience requirements apply). Please refer to TPB website 

for more details.  

This course has been designed to give you those job-ready skills, so you can hit the ground running 

as soon as you graduate. It’s never been a better time to make your mark in the growing financial 

services sector. 

Who this course is for 

Whether you’re already working in the industry and want to upgrade your skills, or you’re looking 

to start a new career, the FNS40217 Certificate IV in Accounting and Bookkeeping will give you 

the skills and knowledge you need to take your financial services career to the next level. 

It’s recommended that you are comfortable working with numbers and calculations and have 

good organisational skills to successfully complete this course. 

If you are an existing worker or have experience in the related industry, please inform us in your 

enrolment form as you may be eligible for RPL and may be able to complete your studies faster. 

Please refer to Student Handbook in regards to RPL and CT. 

Potential career outcomes 

• Accounts Administrator 
• Accounts Payable Officer 
• Accounts Receivable Officer 
• Bookkeeper 
• Payroll Officer 
• BAS Agent 

Qualification pathway 

After achieving this qualification candidates may undertake: 

• Diploma of Accounting 

What you'll learn 

This course will give you a wide-range of job-ready bookkeeping and accounting skills. It’s the perfect 

combination of theory and practical – not only will you learn how to manage and operate accounting 

systems, but you will get the chance to use them and put your skills to the test. 

At the end of this course, you will be proficient in how to: 

• Process financial transactions and extract interim reports, as well as the skills to administer 
subsidiary accounts and ledgers. 

• Prepare financial reports, set up and operate accounting systems, and use cloud services. 
• Master payroll systems, business activity and instalment activity statement tasks, and prepare 

operational budgets. 
• Design and produce a range of business documents and learn the basics of how to set up a 
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small business. 

Licensing requirements 

This course equips you with the skills and knowledge to create and lodge Business Activity 

Statements (BAS) for customers. However, to offer this service to clients for a fee, or other reward, 

you will need to register with the Tax Practitioners Board (TPB) at the completion of this course. 

It is important to check-in with TPB to learn and understand all registration requirements as they are 

reviewed and amended regularly. They also include a designated period of experience. 

Please refer to Student Handbook for more details about RPL and CT. 

Training & Assessment 

Course structure 

Our FNS40217 Certificate IV in Accounting and Bookkeeping is comprised of a total of 13 units - 8 

core units and 5 elective units. 

8 Core Units 

BSBFIA401 - Prepare financial reports 
BSBSMB412 - Introduce cloud computing into business operations 
FNSACC311 - Process financial transactions and extract interim reports 
FNSACC312 - Administer subsidiary accounts and ledgers 
FNSACC408 - Work effectively in the accounting and bookkeeping industry 
FNSACC416 - Set up and operate a computerised accounting system 
FNSTPB401 - Complete business activity and instalment activity statements 
FNSTPB402 - Establish and maintain payroll systems 

5 Elective Units 

FNSACC405 - Maintain inventory records 
FNSACC412 - Prepare operational budgets 
FNSACC413 Make decisions in a legal context 
FNSACC414 - Prepare financial statements for non-reporting entities 
BSBITU306 - Design and produce business documents 

Delivery methods 

Online 

The 100% online self-paced delivery is designed for those who need a flexible learning structure. It is 

suited to the highly motivated self-starters.  

Blended Delivery 

Our blended delivery combines 15 session of 3-hour classroom* training with self-paced learning. 

There will be 1-2 sessions per week for 12 consecutive weeks. The classroom training sessions will 

equip you with the underpinning knowledge necessary to complete your self-paced learning and it will 

also provide you with the opportunities to review some assessment tasks.   
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Note: *To comply with safety requirements in response to Covid-19, face-to-face classroom sessions are temporarily replaced 

by virtual classroom on Zoom. Delivery arrangements will be continuously reviewed by HPI management, in accordance with 

government advice and in consultation with health experts. 

Training resources 

To support your studies, HPI will provide: 

• Assess to a student account in online student portal 
• Customised training plan 
• Learning materials and assessment workbooks 
• Simulations if applicable 
• Access to MYOB 

To complete your studies, you will need to have:  

• Computer with: 
o Internet access 
o MS Word, Excel, MS PowerPoint, or equivalent applications 
o Adobe Acrobat Reader 

• At least one (1) volunteer for role-play tasks 
• Photo, audio, and video recording equipment 
• Web conferencing tool such as Skype, GoToMeeting, Zoom and etc (free downloads) for to 

take supervised assessments 
• Access to Zoom, where applicable. 

Support 

We endeavor to provide you dedicated support throughout your learning journey via: 

• Virtual classroom sessions (for blended delivery); 
• Email support from your trainer 
• Student support officer 
• Telephone support for general queries; 
• Student Discussion Forums (online); 
• Optional one-on-one Tutorial (additional cost per hour and special conditions apply). 

Recognition of Prior Learning (RPL) 

You may be eligible for RPL if you have sufficient life or work experience to meet the requirements of 

one or more whole units of competency within this qualification. 

Applications for RPL must be made prior to the commencement of the course – please tick apply for 

RPL in your enrolment form if you wish to apply. There is a fee for consideration of RPL applications. 

Please refer to the payment section below for more details. 

Credit Transfer 

HPI recognises AQF (Australian Qualification Framework) Certificates and Statements of Attainment 

issued by other Registered Training Organisations in Australia. 

Applications for Credit Transfer (CT) must be made prior to the commencement of the course – 
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please tick apply for CT in your enrolment form if you wish to apply. There is a fee for consideration of 

CT applications. Please refer to the payment section below for more details. 

Entry requirements 

Education 

There are no formal education entry requirements for this course. 

Minimum age 

You will need to be at least 18 years old. 

English 

This course involves reading and undertaking a range of written assessments, as well as engaging in 

online forums and discussions. Furthermore, the delivery mode relies on the extensive use of written 

communication. As such, entry to the course requires the successful completion of English to Year 10 

level or equivalent. 

Language, Literacy and Numeracy 

A part of the enrolment process, you need to complete a self-assessment of your LLN skills so that 

we can determine if you possess a desired lever of LLN skills for undertaking this course and identify 

any additional support you might need. If you prefer to take a LLN assessment test instead, please 

contact HPI and our course consultant will arrange one for you. 

Computer skills 

To successfully complete this course, you will require basic computing skills. This includes: 

• Creating, saving and editing Microsoft Office documents.  
• Accessing and searching the internet. 
• Downloading and saving documents from websites.  
• Uploading documents through websites. 
• Participating in online discussions.  
• Compressing image files. 
• Connecting digital cameras and downloading and storing image. 

Payment 
Please refer to www.hpi.edu.au for the most recent course fee.  

We don’t accept payment of more than $1500 from a prospective or current learner. For course fee 

over $1500, we charge an upfront on enrolment up to $1500 and the remaining balance on day 7 of 

the course.  

HPI endorses this fee payment system as it protects the student from the possible loss of fees. 

http://www.hpi.edu.au/
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RPL / CT application fee 

RPL / CT application fees are non-refundable regardless the application is successful or not. If the 

application is unsuccessful, you can apply the application fee as credits against your course fee, as 

such, the maximum amount you need to pay is the full course fee published on www.hpi.edu.au. 

If you are applying for a mixture of RPL and Credit Transfer, you only need to pay RPL fee. 

RPL application fee (disregard number of units) $700 

CT application fee (disregard number of units) $50 

Full fee per online unit $100 

Full fee per blended delivery unit $160 

Please refer to Student Handbook for more details on Fee Structure; Refund, Withdrawal and 

Extensions. 

 
 

http://www.hpi.edu.au/
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