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A. INTRODUCTION

1. Purpose of the module

This module (Fig. 1) is a fully integrated financial system that enables institutions to maintain and
manage their day to day accounting practices and finances accurately.

o Itincludes functionalities to do daily finances such as payments, receipting, petty cash and
banking.

o This package also makes financial reporting much simpler and easier.

The financial administrator’s tasks or data capturing is made easier in an easy to follow step-by-step
methodology whilst the financial managers or principal’s financial reports are easily accessible.

SA-SAMS : School Administration and Management System

MAIN MENU
1. General 5chool Information 11. Financial Azszistant
2. Human Resource Information 12. Curniculum Related Data
3. Learner and Parent Information 13. Timetabling Aszsistant
4 Learner Listing 14. Phyzical Besources
b. Governance Information 15. Library Module
6. Standard Letters and Forms 16. Secunty and Database Funchions
¥. Export Data 17. Luritz Approval Module
8 Annual National Azzessment

Figure 1: Main Menu

Usage of this Module is dependent on data already being captured in other modules e.g.

Module Data to be pre-captured (with the associated screen nr)
A 1 School details (1.1), Grades (1.2), Classes (1.3), School Terms (1.6), subjects (1.5)

g offered by the school
_— 2 Educator details (2.1) and Staff details (2.3)

304 Learner data (3.1.1), learners assigned to classes (3.1.5)

or
Parent information (3.1.11); Future learners (3.1.2)
16 Security- Maintain Users (16.12)




B.THE COMPONENTS FOR THIS MODULE

2 Components of the Financial Assistant (Module 11)

Al

2.2 Income (accounts and documentation)

2.3 Payments (accounts and documentation)

2.4-5 Cancel or re- process documents

2.6 Monthly Bank Reconciliation

This module can be divided into 8 sections according to accounting practices:
2.1 To prepare the system for the financial year

2.7 Monthly and Annually Reports (bank statements, reconciled statements a.o.)

2.8 Printouts and Export Functions

2.9 Closing of financial year

These sections are tabled below with the associated accounting practices and screens that are used in this

manual:

Daily maintenance for the Financial Administrator

correct selection for a particular function.

@This module needs to be maintained daily. The table below will assist the administrator to make the

Accounting Practices Menu on SA-SAMs When to use
2.1 Prepare the system 2.1 System Setup (11.1) Initial Update
for the financial year v Annual
2.1.1 Set up Financial Period (11.1.1) y
2.1.2 Maintain Petty Cash Accounts (11.1.2)
o To set up accounting v New books
books: 2.1.3 Maintain Receipt Books (11.1.3)
v New books
e First time 2.1.4 Maintain Bank Accounts (11.1.4)
New books
«  Updates 2.1.5 Maintain Cheque Books (11.1.5)
New books
2.1.6 Maintain Deposit Books (11.1.6)
o Set up budget Once off
e First time 2.1.7 Select/ Change Chart of Accounts (11.1.7) | - Prov
2.1.8 Maintain Chart of Accounts (11.2) v Add new accounts
e Annual
2.1.9 Budgets (11.3) ' Annual
2.2 Income 2.2 Select a transaction (11.4)
2.2.1 Receipt Payment to School (11.4.1) Daily

o Accounts &
documentation for
money received

2.2.1a Print a Receipt (11.4.16)
2.2.2 Deposit Receipts (11.4.2)

2.2.3 Directly into Bank Account (11.4.3)

(If applicable)
Preferably daily

Enter when bankstatement /
deposit slip received

11.5 Debtors and School Fees (if applicable)

For section 20 schools

. Financial Assistant
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2.3 Payments

o Accounts/
documentation for
payments

2.3 Select a transaction (11.4)
2.3.1 Cheque Payments (11.4.11)
2.3.2 Direct Payment from Bank (11.4.12)
2.3.3 Petty Cash Payments (11.4.13)

2.3.4 SGB Salary Payment (11.4.14)

For every payment
Money paid from bank acc
For every small payment

(If applicable)

Manage Requisitions 11.4.10

Sect 20 schools

2.4 Cancel unused
documents

o Cancel receipts/
deposit slip/ petty
cash vouchers /
cheques

2.4.1 Maintain Cheque Books (11.1.5 & 11.4.11)
Maintain Petty Cash Acc (11.1.2 & 11.4.13)
Maintain Deposit Books (11.1.6 & 11.4.2)

Maintain Receipt Books (11.1.3 & 11.4.1)

2.4.2 View Cancelled Cheques (11.4.9)

2.4.3 View Audit File

Cancel cheque
Cancel petty cash voucher
Cancel deposit slip

Cancel receipt

List of cancelled cheques

2.5 Correction of wrong
transactions

2.5 Select a transaction (11.4)

2.5.1 Delete Transaction (11.4.6)

2.5.2 Re-Process Deleted Items (11.4.7)

For wrong transactions:

Before bank reconcilliation

Must be done after every
deleted transaction

2.5.3 Journal Entry (11.4.5)

After bank reconciliation/

Incorrect posting of allocation

2.6 Monthly Bank
Reconciliation

2.6 Bank Reconciliation (11.6)

2.6.1 Reconcile Bank Statement sto System
Transaction (11.6.1)

2.6.2 Print Bank Reconciliation per Statement
(11.6.2)

2.6.3 View Reconciled Items & Transactions
(11.6.3)

2.6.4 View List of Bank Statements on System
(11.6.4)

2.6.5 View Details of Bank Entries (11.6.5)
2.6.6 Print Outstanding Cheques (11.7)
2.6.7 View Cash Book (11.10)

2.6.8 Print Cash on Hand (11.8)

Must be done on monthly
basis

Must be done on monthly
basis

Must be done on monthly
basis

Must be done on monthly
basis

Done monthly basis
(on request)
(on request)

(on request)

| )
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2.7 Monthly and
Annually Financial
Statements

Bank statements,
reconciled staments a.o

2.7 View Financial Statement (11.11)

2.7.1 Actual Receipts & Payments (11.11.1)

2.7.2 Monthly Income Statement (11.11.3)
2.7.3 Detailed Year to Date Statement (11.11.4)
2.7.4 Annual Statement (11.11.5)

2.7.5 View Trial Balance (11.11.13)

2.7.6 View Balance Sheet (11.11.14)

2.7.7 WC Balance Sheet to date (11.11.16)

2.7.8 Printout WCED043 (11.11.17)

Before payment is done (see
available funds on budget)

(on request)
(on request)
(on request)
(on request)

(on request)

2.8 Printouts and export
functions

2.8.1 Transaction Printouts (11.16)
2.8.1.1 Print Statement of Investment (11.9)

2.8.1.2 Total Fees Raised to Debtor Accounts
(11.4.12)

(on request)

2.8.2.1 Export expenditure (11.12)
2.8.2.2 Export Budget (11.13)

2.8.2.3 Quick export functions (11. 14)

View Cheque Payments (on
request)

(on request)

2.8.3 Transaction Printouts ( 11.16)
2.8.3.1 View receipts (11.16.1)
2.8.3.2 View Cheque Payments (11.16.2)
2.8.3.3 View Petty Cash Payments (11.16.3)
2.8.3.4 View Bank & Petty Cash Deposits (11.16.4)
2.8.3.5 View GL Tranactions (11.16.5)

2.8.3.6 View Journal Entries (11.16.6)

On request

2.9 Closing of financial
year

2.9 Year End Functions (11.17)

2.9.1 Write off debtor account (11.17.1)
2.9.2 Process year end transactions (11.17.2)
2.9.3 New financial year (11.17.3)

2.9.4 Delete archived data (11.17.4)

Done in January of next
financial year

If applicable
Every end of financial year

Every end of financial year

y [
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Financial Reports for the School Manager
@This module is designed to assist with school management and contains information that will assist the

school managing school finances by tracking the budgetary spending monthly.

Accounting Practices Menu on SA-SAMs
2.7 Monthly and 11.7 Print Outstanding Cheques (on request)
Annually Reports

11.8 Print Cash on Hand (on request)
Bank statements,
reconciled staments 11.9 Print Statement of Investment (on request)
a.o

11.10 View Cash Book (on request)

11.11 View Financial Statement

11.11.1 Actual Receipts & Payments Before payment is done (to
see available funds on budget)

(on request)
11.11.2 Monthly Income Statement

(on request)
11.11.3 Detailed Year to Date Statement

(on request)
11.11.2 Total Fees Raised to Debtor

Accounts (on request)

11.11.1 View Trial Balance (on request)

11.11.2 View Balance Sheet

Figure 2 shows all the sub-menus. The functionality and purpose of every component will be discussed
separately.

SA-SAMS : School Administration and Management System
11. FINANCIAL ASSISTANT MENU

11.1. Sypstem Setup 11.11. ¥iew Financial Statements
11.2. Maintain Chart of Accounts 11.12. Export Expenditure [xml)
11.3. Budgets 11.13. Export Budget [xml]
11.4. Select a Transaction 11.14. Quick Export Options [Excel]

11.5. Debtors and S5chool Fees

11.6. Bank Reconciliation 11.16. Transaction Printouts

11.7. Print Dutstanding Cheques

11.8. Pnnt Cash on Hand

11.9. Print Statement of Investment 11.19. Year End Functions

11.10. Yiew Cash Book << MAIN MENU

Figure 2: Financial Assistant Menu
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2.1 Prepare the system for the financial year

@ Maintain Finance System Parameters sub-module (Fig. 3) assists with the setup of the financial
(] / year, accounting books and the annual budget as explained below:

e Allows the setting up of specific calendar years -
Set up Financial Period January to December
e Financial years may be added, deleted or closed

e Public schools can have only one account —

Maintain Bank Aecis multiple accounts are with permission of HOD

e A Cheque Book can only be added if the last
Maintain Cheque Books Cheque Book is complete
e Maintenance of Cheque Book

o e Multiple Petty Cash floats are accommodated and
Maintain Petty Cash Account controlled

e Multiple Receipt Books may be input and are

Maintain Receipt Books controlled

* Multiple Deposit Books may be registered and are
controlled

Maintain Deposit Books

The set up functions on SA-SAMS is located in Menu 11.1 as shown in figure 3.

SA-SAMS : School Administration and Management System
11.1. MAINTAIN FINANCE SYSTEM PARAMETERS

11.1.1. 5Set Up Financial Period 11.1.11. Maintain Bank Accounts
11.1.2. Maintain Petty Cazh Accounts 11.1.12. Maintain Cheque Books
11.1.3. Maintain Receipt Books 11.1.13. Maintain Deposit Books

11.1.15. Select/Change Chart of Accounts

<< Financial Assistant Menu

Figure 3: Maintain Finance System Parameters

. 5 (18
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The table below summarises the setup and maintenance of the financial year and documents that are also
individually discussed in the manual:

Accounting Practices Menu on SA-SAMs When to use
2.1 Prepare the system 2.1 System Setup (11.1) [nitial Undate
for the financial year v Annual
2.1.1 Set up Financial Period (11.1.1) y
2.1.2 Maintain Petty Cash Accounts (11.1.2)
o To set up accounting v New books
books: 2.1.3 Maintain Receipt Books (11.1.3)
v New books
e First time 2.1.4 Maintain Bank Accounts (11.1.4)
New books
- Updates 2.1.5 Maintain Cheque Books (11.1.5)
New books
2.1.6 Maintain Deposit Books (11.1.6)
o Setup budget Once off
e First time 2.1.7 Select/ Change Chart of Accounts - Prov
(11.1.7)
e Annual 2.1.8 Maintain Chart of Accounts (11.2) v Add new accounts
2.1.9 Budgets (11.3) v Annual

2.1.1 Setup Financial Period
@ A warning screen (Fig. 4) indicates that the financial system was never used.

User Message ‘ oS |

) You do not have a current period on your database.
LI’ Please enter your current year through the setup menu.

|
Figure 4: Period Warning

Set up the financial year for the first time by selecting the Chart of Accounts prescribed by your province
as well as adding a new period annually after a completed financial year:

“M Click on Select /change Chart of Accounts (Menu 11.1.15) to select the provincial chart of accounts
(Fig. 5).
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SA-SAMS : School Administration and Management System

11.1. MAINTAIN FINANCE SYSTEM PARAMETERS

Select Chart of Accounts -

In order to use the Finance module you must select a Chart of
Accounts.

Description |
[] Eastem Cape Chart of ccounts

Generic Chart of Accounts

"1 Northem Cape Chart of &ccounts

[T1westemn Cape Chart of Accounts

11.1.11. Maintain Bank Accounts

11.1.12. Maintain Cheque Books

11.1.13. Maintain Deposit Books

<< Financial Assistant Menu

Figure 5: Set up Chart Accounts

¥ Click on Setup Financial Period to open View Financial Periods screen (Fig. 6).

The following financial periods have been used on this system

Year StartM... | EndMo... | Closed | Date Closed | Year End Proc
2011 January Decem...  Nao
| 2010 January Decem... Yes 2010/12/31

No
Yes

Close Period |
Add New Period |

Re-Open Period |
Delete Period |

Done I

Figure 6: View Financial Periods

If the system date is incorrect exit the programme completely. Adjust the system date on your

Select the correct Year from the drop-down box (Fig. 7).

Click on Add New Period to add a new financial year on an insert screen (Fig. 6).

Select the start and end month (school financial year is from Jan to Dec)

Ensure that your system date is set correctly (today’s date should show)

desktop and then re-enter programme OR adjust the date on the startup screen.

. 5 (18
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“M Close Period is used to close the financial year (Fig. 6).

< This will be used after closing the financial year in Year End Functions (Menu 11.19) —Process
Year End Transactions (Menu 11.19.2).
“f Click on Delete Period to delete an unused period (Fig. 6)
« Once data is capture the period will not deleted
“f Click on Re-open Period to open financial year (Fig. 6)

= Previous financial year cannot be re-opened when a new finance year is added.

Please select options for the New Financial Period -

Year 012 - Start Month |Januarny End Month |December

Y, datei ) If your System Date is incorrect. please
our system date is set as: [2012/12/12 reset this date in your Windows Control
Panel

Save l Done

Figure 7: Financial Period

2.1.2 Maintain Bank Accounts (Menu 11.1.11)
According to SASA 84 a school should have one bank account that is a cheque account. The school
may have a second account with written permission from the HOD.

“f To Add, edit or maintain a bank account click on Maintain Bank Accounts to open a screen with listed
bank account (Fig. 8).

——— —— -
& Maintain Bank Accounts

Bank Accounts
Click on a bank account to select [AddNewBankAccounlI

*Bank | Account l * Number | COA

Edit Bank Account Details I

Remove Bank Account |

Maintain Cheque Series I

Maintain Deposit Books |

Print Bank Account List |

e | R

Figure 8: Maintain Bank Accounts

“f Add a new bank account to the system by clicking on Add New Bank Account.
« Complete all the relevant bank account details in the capturing screen (Fig. 9).

o If bank institution type not listed select Other and enter the relevant details in the yellow area
(E.g. Capitec)

o If Account Type is not listed select Other Account and enter the relevant details in the yellow
area.

o Enter Branch name, branch number, account number and date account opened.

A e
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= Date account was opened refers to the actual date that the bank account was opened at the
bank in the past.

<« Opening Balance Details - The financial year is from January to December therefor the opening
balance is the closing balance on the bank statement as 31 December of the previous year.

o Select transaction month as January, select current year and date.
o Selectin or out of funds (in overdraft).

< Capture first cheque number as follows e.g. if your current cheque book is number from 120 — 160
and the last cheque used to date is no 136, then the first cheque number will be 137 and the last
cheque 160.

« Click on Save to save the data.

Click on Done to exit the screen.

Account Details

Banking Institution: IAhsa Bank L] Account Type: ]l:heque Account L]
| [
Branch Name: [testing Branch Number: [
Account Number: [123456783 Date Account Opened: I 20121212 L] 201211212
Interest Rate: lm— %% Last Bank Statement Number: l—
{Optional)

Balance Details
¢ Current Year " Previous Year

Transaction Month: I _:] ‘ 20121212 - ]
Opening Balance: * InFunds ¢ OutOf Funds

Cheque Number Details
First Cheque number in cheque series to be used on system: | [Only one cheques series can

be added to the system at a
Last Cheque number in cheques series to be used on system: | time)

Save | Done

Figure 9: Maintain Bank Account Details

“f Edit/update a bank account by clicking on Edit Bank Account Details (Fig. 8).

- Edit/update the changed details on bank (Fig. 9).

« Click on Save to save the data and click on Done to exit the screen
“# To delete a bank account click on Remove Bank Account (Fig. 8).

= You cannot delete a bank account after it was used.

< Click on Yes to confirm on the pop-up screen and click on Done to exit the screen
“f Click on Print Bank Account List to print a list of bank accounts (Fig. 8).

< Click on Done to return to the System Setup screen.

4 v y [1'p
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2.1.3 Maintain Cheque Books (Menu 11.1.12)
“f  To add, edit or cancel cheque series click on Maintain Cheque Series to open a screen with listed
& series (Fig. 10).

i~ Bank Accounts
Click on a bank account to select ] Add New Bank Account I
* Bank l Account I * Number | CO& - -
Absa Bank Cheque Account 1234567830 800 Edit Bank Account Detail |
Remove Bank Account |
Maintain Cheque Series l
Maintain Deposit Books |
Print Bank Account List |
B oo | Gther Payment | ShenErE | o | l

Figure 10: Maintain Cheque Books

New cheque numbers are added after the previous cheque book is fully used.
v Click on a cheque book and then click on Maintain Cheque Series (Fig. 10).

< Click on Add New Series of Numbers to add a new series of cheque book numbers.
e Complete details of new cheque book in the First / last number In Book.

« Click on Save to save the data and click on Done to exit the screen.

Maintain Cl:;é_qruq Numbers - =

- Cheque Books .~ Cheque Series Details
1234567830: Absa Bank 3 ;.
Book T to100 First cheque number in book that system [—

must use :

Last cheque number in book that system ]

must use:

Save

The last cheque number used on the ﬁ
system in this series of numbers was :

Click on a Cheque Series to Edit the Series

Add New Series of Numbers I Done I

Figure 11: Maintain Cheque Numbers

Y To cancel cheque series click on Maintain Cheques Series

< Select a cheque book and click on Cancel Unused Cheques (Fig. 11).

e See Section 2.4.1.
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2.1.4 Maintain Petty Cash Accounts (Menu 11.1.2)

“M To add or edit Petty Cash Accounts click on Maintain Petty Cash Accounts to open a screen with
listed accounts (Fig. 12).

MNumber ] Description I Responsible | Float I R New Peity Cash Becount i

Edit Petty Cash Account I |

Maintain Youcher Numbers |

Click on an account to select the account
Make Petty Cash Payment I Done

Figure 12: Petty Cash Accounts

“M Add a new Petty Cash Account to the system by clicking on Add New Petty Cash Account
- Complete all the relevant account details on the capturing screen (Fig. 13).
o Person responsible is the accounting officer or finance clerk that is in charge of Petty Cash.
o Chart of accounts is pre-set
o Float amount is set according to the adopted Financial Policy of the school.
o Add own voucher numbers (Fig. 13).

< Balance Details — This is the amount that remained in December the previous year. If no amount
remained, the balance MUST be zero.

« Click on Save to save the data.

= Auser question will appear concerning the importance of the accuracy of the petty cash voucher
numbering details.

Click on Done to exit.

Account Description: |petty cash

Person Responsible: Iiohn doe

Chart Of Accounts: [“m—- i
Float Amount:
Balance Details
¢~ Current Year " Previous Year
Tiansaction Monih] ~| [z000/8i21 <] [2000708721 =]

Current Balance:

Voucher Numbers -

S Saine S . [only one series
First Voucher number in this series to be used on the system: FnibEre aar

g e - be added at a
Last Voucher number in this series to be used on the system: time)

Save | Done |

Figure 13: Maintain Petty Cash Accounts
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“M Click on a relevant Petty Cash account to edit/update details and then click on Edit Petty Cash Account (Fig.
12).

- Edit/update the changed details (Fig. 13).

« Click on Save to save the data and click on Done to exit the screen

< Auser guestion will appear concerning the importance of the accuracy of the petty cash voucher numbering
details.

2.1.4.1 Maintain Petty Cash voucher numbers

“f Click on Maintain Voucher Numbers to add or edit voucher (Fig. 14).

« Click on Done to return to the System Setup screen.

Petty Cash VYoucher Series
petty cash

Book : 1 to 100100 First Youcher number in series to be used [—‘
on the system:

Details of Youcher Series

Last Voucher humber in series to be used [—‘
on the system:
Save l
Last Voucher number in this series

that was used by the system:

Click on a series of numbers to edit the series

Cancel Unused Youcher I | Add New Series of Numbers | Done

Figure 14: Voucher Numbers
New petty cash voucher numbers are added after the previous numbers are fully used.
“# Add new set of vouchers series by clicking on Add New Series of Numbers (Fig. 14).
< Insert new first number (next number on the previous series eg. 1001) and a last number.

« Click on Save to save your data.

“# To cancel an unprocessed Voucher number, select the book and then click on Cancel Unused Voucher (Fig.
14).

e See Section 2.4.1.

2.1.5 Maintain Receipt Book (Menu 11.1.13)

According to Provincial Financial regulations a school should only work from one receipt book at a time (similar
to a cheque book). A receipt book can be deleted from the system as long it has not been utilized and no
receipts have been processed on the system.

This function cannot be used to re-issue receipt (see Select a Transaction / Error Correction / Delete Transaction /
Receipts)

“M Click on Maintain Receipt book to add, edit or remove receipt books (Fig. 15).

] A o
-
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Receipt Books W - .

Receipt Book Numbers

Book Details

Book Description l First No I Last Number I
Receipt Book 1 1 939 Title for this Book: |Receipt Book 2

First Number in Book: {1000

Last Number in Book: {1999

Last Number Used: lD
[Leave as zero if no numbers used in this book)
Save
Click on an item to edit or select
Maintain Receipt Numbers | Remove Book | Add New Book | Done

Figure 15: Receipt Books

Add a new Receipt book to the system by clicking on Maintain Receipt Books (Fig. 15).
< Click on Add New Book and complete the following details of new book
o Title for This Book, First Number in Receipt Book, and Last Number in Book
= Click on Save to save the data and click on Done to exit.
“f  Click on Maintain Receipt Numbers for cancellation of receipt vouchers.
« See Section 2.4.1 for cancellation.

“# Delete a Receipt book from the system by clicking on Remove Book. (Fig. 15).

o The following pop-up message appears: to confirm the removal of the receipt book (Fig. 16).

o The Receipt Book cannot be deleted if issued receipts from it.

o In case of a book / item being used the following pop-up screen appears.

Dl This action will be logged for the auditors. Are you sure you want to
LW cancel thisitem?

| M==|

Figure 16: Auditor notification of deleted item / book.
« Click on Yes to remove receipt book or on No to abort receipt book removal.

< This will be available in the Audit File (menu 11.4.8).

. ” ¥ [
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2.1.6 Maintain Deposit Book (11.1.13)

é Deposit slips from a deposit book are usually numbered by your bank. (A single deposit slip is not

numbered and should be numbered by the shcool.) The Deposit Book is labeled by the accounting clerk
e.g. Deposit Book 1.

“# Click on Maintain Deposit books to add, edit or remove deposit books (Fig. 17).

3!

Bank Accounts

Click on a bank account to select ’ Add New Bank Account I
*Bank I Account I * Number l COA - -
Absa Bank Cheque Account 1234567590 500 Edit Bank Account Details |

Remove Bank Account ]

Maintain Cheque Series |

Maintain Deposit Books I

Print Bank &ccount List I

Figure 17: Deposit Books

“M Add a new Deposit book to the system by clicking on Maintain Deposit Books (Fig. 17).

« Click on Add New Book and complete the details required for a new book (Fig. 18).

< Click on Save to save the data. The saved new book will appear on the list.

Click on Done to exit the screen.

Deposit Books o

Absa Bank Cheque Account 1234567890

Book Description

Book Details
l First No I Last Number I

Deposit Book1

Last Number Used: |0
[Leave as zero if ho numbers used in this book)
Save
Click on an item to edit or select
Maintain Deposit Slips | Remove Book | Add New Book | Done |

1 9393 Title for this Book: |Deposit Book 2

First Number in Book: {10000

Last Number in Book: {99999

Figure 18: Maintain Deposit Books

“# Delete a Deposit book from the system by clicking on Remove Book. (Fig. 18).

- A pop-up message appears to confirm the removal of the book.

o The deposit book cannot be deleted if deposits were issued from it.

= Click on Yes to remove deposit book or on No to abort deposit book removal.

&
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“f Click on Maintain Deposit Slips for cancellation of slips. (Fig.).

e See Section 2.4.1.

2.1.7 Select /Change Chart of Accounts (Menu 11.1.15)

Chart of accounts has been fixed for the provinces. The School detail setup (Menu 1.1) will activate the
account of the relevant province and/or the Chart of Account can be selected when the Financial System is
set up as shown in Menu 11.1.1.

A chosen to system cannot be changed if any transactions were performed against it.

2.1.8 Maintain Chart of Accounts (Menu 12.2)

Prepopulated accounts are available in the Chart of Accounts. Accounts can be added or edited according to the
school’s requirements (Fig. 19).

Account Listing Filter Accounts
Acc No | Subd... ] Description | Take-On Debitl Take-On Credit | Category » || " Income Accounts
INCOME [3
010 000 Learner Fees 0.00 0.00 INC | (" Expense Accounts
010 001 S es 0.00 000 INC |
010 0oz ch 0.00 0.00 INC |
020 000 Subsidy oo 000 NG | ||| & AlAccounts
030 000 Other Income 0.00 000 INC |
030 001 Donations 0.00 000 NG |
) g gg ggg :,’:E i Add Income Account
0.00 000 INC |
0.00 000 INC | Add Expense Account
0.00 000 INC |
0.00 000 INC |
|
g gg ggg ::E L3 Add New Account
0.00 000 INC
0.00 000  INC
COST OF SALES
110 000 Tuckshop Purchases 0.00 0.00  COS
120 000 Fund Raising Costs 0.00 000 COS
130 000  Sundiy Income Costs 0.00 000 COS Enter Take On Balances
EXPENDITURE
210 Municipal Services 0.00 0.00 EXP
230 Other LSM - [non stock items) 0.00 0.00 EXP
240 Office Stationery 0.00 0.00 EXP
250 Personnel Expenditure: Edu... 0.00 0.00 EXP
260 Personnel Expenditure : Non... 0.00 0.00 EXP Print
280 Other Expenses 0.00 0.00 EXP
ting Fees 0.00 000 EXP
0.00 000 EXP
0.00 000 EXP
0.00 000 EXP
0.00 000 EXP ~
m » Done

Figure 19: Chart of Accounts

2.1.8a Add a New Account, Income Account or Expense Account
“# Click on Add Account (Fig. 19) to open the capturing screen as shown in Figure 20.

% - Select an Account Category and complete the details required.
= Click on Save to save the data. The saved new account will appear on the list.

Click on Done to exit the screen.

“# Add Income Account or Add Expense Account (Fig. 20).

< The account category will change to either INC (Income) or EXP (Expenses) sub-accounts and complete
the details required.

< Click on Save to save the data. The saved new account will appear on the list.

Click on Done to exit the screen.
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Add Account

—Account Ranges

Account Category: Y. I Range | Category | Description |
1-99 INC Income
gii:i;me_ [ | | |100-199 Cos Cost Of Sales
) 200 - 497 EXP Expenses
2 UIR 500-510 Rl Retained Income
Select Programme; | > |511-549 CAPEMP Capital Employed
Income accounts where fees will be raised on learner 550 - 533 LTL Long Term Liabilties
statements should be added under the main programme 600 - 643 FIXASS Fized Assets
School or Learner Fees 650 - 699 ACCDEP Accumulated Depre...
. 700 - 743 DEBTOR Debtors
Account Description: | 750 - 793 STOCK Stock
800 - 809 BANK Bank Accounts
AccountNumber: [ |[ | 810-813 CASH Petty Cash Floats
S nering Balance Transadtion 820 - 899 CURASS Other Current Assets
Beons 300 - 989 CREDIT Current Liabiliies
Transaction Month: I _,_l 990 - 934 VAT Value Added Tax
995-999 SUSP Suspense Accounts
" Current Year " Previous Year
[z01201212 =] | 201112712 =]
Opening Debit: |:| Opening Credit: :
Save Done

Figure 20: Add Account

2.1.8b Edit an Account
“M Select the account to be edited from the Account List and click on Edit Account (Fig. 19).

» The account description is populated on the screen as shown in Figure 21.
- Edit the account description.
« Click on Save to save the data.

Click on Done to exit the screen.

-
Add Account — . - _-—
Account Ranges
Account Category: |INC Y Range | Category | Description
SN 1-99 INC Income
<& | | | {100-199 cos Cost Of Sales
200 - 497 EXP Expenses
OR | | 500-510 Rl Retained Income
Select Programme: | | | 511549 CAPEMP Capital Employed
I Income accounts where fees will be raised on leamer 550 - 533 LTL Long Term Liabilties
! statements should be added under the main programme 600 - 643 FIXASS Fized Assets
! School or Learner Fees 650 - 639 ACCDEP Accumulated Depre...
' i - > 700-749 DEBTOR Debtors
Account Description: |Allocat|on Maintenance 750 - 799 STOCK Stack
- —— 800 - 809 BANK Bank &ccounts
Aecourt Number 810813 CASH Petty Cash Floats
S e S > 820-899 CURASS Other Current Assets
AR R 900 - 989 CREDIT Current Liabilities
Transaction Month: l L] 990 - 934 VAT Value Added Tax
995 - 999 SUSP Suspense Accounts
" Current Year " Previous Year |
f2ma/meno x| {2mo/eno <]
Opening Debit: Opening Credit:
Save I Done

Figure 21: Edit Accounts / Take on Balance
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2.1.8c General Accounts - Take on Balance
Starting up the set of accounting books includes Take on Balances for all Income and Expense Accounts as
well as Balance Sheet Accounts.

Once the system is set up, the Year End roll-over will ensure that all Income and Expense Accounts are NIL and

the Balance Sheet accounts should roll over.

“f Click on Enter Take On Balance to open the above screen (Fig. 21)

- Enter the following data for the Opening Balance Transaction section:

o Select Transaction Month, Current or Prior Year and enter the Date.

o Enter the Opening Credit or Opening Debit (indicated in yellow )

e Click on Save to save your data

Click on Done to exit the screen.

2.1.8d General Accounts - Debtors Take On Balances

When a school starts up the financial system the total amount outstanding on the debtor accounts is
captured in Account no 701 on the opening balances page (Fig. 21).

Capture this amount in each of the individual debtor accounts on the Debtors and School Fees Section /

Debtors Take on Balance until this is equal to the Debtors 701 opening balance.

2.1.8e Printout

A list of accounts with open Debit/ Credit can be printed as shown in figure 22.

Y@ Click on Chart of Accounts and then click on Print (Fig. 20).
e Click on Yes to confirm printing.
= View the report on the print preview screen (Fig 20).
« Click on the printer icon to print a hardcopy.

Click on Done to exit the screen.

Account Listing

Acc number Sub Acc number Description Open Debit Open Credit Category
INC e

001 000 INCOME 0.00 0.00 INC
010 000 Allocations 0.00 0.00 INC
011 000 Allocation Recurrent 0.00 0.00 INC
012 000 Allocation Textbooks 0.00 0.00 INC
013 000 Allocation Stationery 0.00 0.00 INC
014 000 Allocation Maintenance 0.00 0.00 INC
015 000 Allocation School Food Nutrition 0.00 0.00 INC
016 000 Allocation Expanded Public Works P 0.00 0.00 INC
017 000 Allocation Subsidy to Grade R (Educ 0.00 0.00 INC
018 000 Allocation Subsidy to Grade R (Recu 0.00 0.00 INC
019 000 Allocation Adult Basic Education 0.00 0.00 INC
020 000 Income (Projected) 0.00 0.00 INC
021 000 School Fees 0.00 0.00 INC

Figure 22: Example Printout of the List of Accounts

L . i
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2.1.9 Budget (Menu 11.3)
Schools should set up a budget annually that needs to be approved by the SGB.

™ o The Annual Budget should be used where figures are not broken down per month within the budget and

only a single annual figure is required.
o Monthly Budget should be used where figures are broken down per month within the budget.

2.1.9a Setting up the Annual Budget/ Monthly Budget
Current or future financial year’s budgets can be created, printed or viewed.

o lItis a good practice to view the budget to see if there are any available funds before any additional
financial commitments are made.

o The monthly budget option is also used to monitor/ reflect on the school’s financial status.

“f Click on Budgets to view the current or next financial year’s available budget (Fig. 23).

- Select either the income or an expense account option.
s Select the correct account to add a budget figure.
= Select either the Annual Budget option or Monthly Budget option

o The budget amount is entered differently (See Fig. 24 & 25).
= Check that the income and expenses budget balances
= Click on Save to save your data

Click on Done to exit the screen.

2.1.9b Printouts
“f  Click on Budgets (Menu 11.3) and select Annual or Monthly Budgets to generate reports.

» Click on Print (Fig. 23) and then click on Yes to confirm printing.
= View the report on the print preview screen.
« Click on the printer icon to print a hardcopy.

Click on Done to exit the screen.
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Capturing the Annual Budget

“fOn the Budget screen click on Annual Budget and enter the amount for the account in the field highlighted in

yellow (Fig. 24).

< Click on Save to save your data

Click on Done to exit the screen.

&
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Figure 23: Budget

INCOME | EXPENSES
Acc No I Subdcc l Description I 2013 Budget I 2012 Budget I
010 000 Learer Fees
010 om venrnboxy
010 002 #cvnbvesnfac
020 000 State Subsidy 1072011
020 om State Subsidy Income 1021611 0
020 o0z Nutrition Income 50400 0
020 003 ghergerge 0
020 004 dfgdgdad 0
020 005 reyareware 0
030 000 Other Income 102344
030 om Donations Income 79614 0
030 002 Fundraising Income 5050 0
030 003 yihthtyhte
030 004 Grade 12 Farewell Income
030 005 Trip Income 7900
030 006 Lost Textbooks Income 5780
030 007 Sci Bono Income 4000
030 008 Mathew Goniwe Income
030 003 Photo Income
030 010 gdgger

Add Annual Budget

Budget

Account Number |10 ||j||jn

Category

INC

Description |Full School Fees

1 Annual Debit Annual Credit

I
Budget
[Rand Amounts Only)
Save ] Done |

Figure 24: Add Annual Budget

x 1

Y -

2013

* Curent Financial Year

" Next Financial Year

PROFIT (LOSS)

Budgeted Income

1174355

Budgeted Expense

1174355

Profit/(Loss)

o

i Enter budget

" Monthly Budget

Input Budget

Printouts

Annual Budgets
Monthly Budgets |

Done

—— | e —e—— e



Capturing the Budget per Month

“f On the Budget screen click on Monthly Budget and enter the amounts for the account for the appropriate
months (January to December) as shown in the examples (Figures 25 -26).

@j Click on Save to save your data
lick on Done to exit the screen.

Example 1:

s If the monthly budget is equally split over full 12 months, then enter the total budget value in any

@ month and click on Automate Monthly Totals (Fig. 25).

A warning is given that any previous monthly totals will be lost.
< Click on Yes to continue automation and on No to abort the automate sequence.
E.g. School fees to be received R60 000 over the course of the next 12 months.

AccNumber (010 001 |  Description|Full School Fees | Category

Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec
5000 5000 5000 5000 5000 5000 5000 5000 5000 5000 5000 5000

Total Budget |60000

Automate Monthly Totals Save I Done I

Figure 25: Monthly Budget Amounts Split Over 12 Months

Example 2:
- If the monthly budget is split, then enter the budget value for the particular month (Fig. 26).

e Click on Save.

[ Monthly Budget Amounts : A -—“" :
| Acc Number Description [Maintenance I Category
Jan Feb Mar Apr May Jun Jul Aug Sep Oct MNov Dec
10000 5000 5000
Total Budget
Automate Monthly Totals Save ] Done l

Figure 26: Monthly Budget Amounts for Particular Months
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2.2 Financial documents on Income
This section deals with the Accounts & documentation for money received by the school.

@ o The Financial Assistant forces the basic financial control of not allowing any money to be receipted that is
('é- not subsequently banked. The receipting and depositing of funds are therefore reconciled.

The documentation involved is summarised below:

Menu on SA-SAMs Financial practice/functionality When to use
2.2 Select a transaction (11.4)
2.2.1 Receipt Payment to School Acknowledge payment received Daily
(11.4.1)
2.2.1a Print a Receipt (11.4.16) Acknowledment copy for client (If applicable)
2.2.2 Deposit Receipts (11.4.2) Money received that are receipted | Preferably daily
are banked as a collection
2.2.3 Directly into Bank Account Direct payment & EFT banking Enter when
(11.4.3) bankstatement /
deposit slip received
2.2.4 Debtors and School Fees (11.5) School fees received & billing When received &
monthly
(not anplicable for No Fee schools)

2.2a Select a Transaction (Menu 11.4)

This area is where most of your processing will take place, the Receipting of monies and the depositing of
monies into the bank. (Fig. 27)

R
CLEVERKIDS HIGH %;% basic education

2013 " ‘@' |  Department:
WA 7  Basic Education
et monse. CURRENT FINANCIAL YEAR 2013 NORTHERN CAPE CHART OF w REPUBLIC OF SOUTH AFRICA

SA-SAMS : School Administration and Management System
11.4. SELECT A TRANSACTION

11.4.14. SGB Salary Payment

11.4.1. Receipt Payment to School 11.4.11. Chegque Payments |
11.4.2. Deposit Receipts | 11.4.12. Direct Payments from Bank |
11.4.3. Directly into Bank Account | 11.4.13. Petty Cash Payments l

11.4.5. Journal Entry

11.4.6. Delete Transactions 11.4.16. Print a Receipt |

11.4.8. View Audit File

11.4.9. View Cancelled Cheques

11.4.10. Manage Requisitions << Financial Assistant Menu

11.4.7. Re-Process Deleted Items |

SA-SAMS : Department of Basic Education - South Africa

Ahant | art |

Figure 27: Select a Transaction




2.2.1 Receipt Payments to School (Menu 11.4.1)
All payments made to the school should be acknowledged and documented by issuing receipts.

“M Click on Receipt Payment to School and complete for the transaction (Fig. 28 & 29).

Select the receipt book and the new receipt number will automatically update on the screen.
Enter the total amount received for the transaction.

Select Month, Current Year or Previous Year option and a correct receipt date using the calendar.
Enter the names of the person that paid the money and capturer that issued the receipt.

Select the type of Payment Method being Cash, Cheque, Direct Bank (Fig. 30) or Petty Cash.

% = For Direct Deposit a pop-up screen emerges and click on Bank Account and then click on GO.

= Payments by direct deposit can also be receipted in Menu 11.4.5.

< Select the type of receipt, either School Fees or Other (Fig. 28 & 29).

= For School Fees, the Account Number and the Account Description populates automatically

Capture the amount paid.
Enter a reference description of the payment.
Select the Grade, Class and Learner from the drop-down lists.

Click on Accept Processing Details.

= If receipt is for Other (Fig. 29) then select the Account Description from the drop-down list to populate
the Account Number. The Type in Keyword option can also be used to find the Account description.

Capture the amount paid.
Enter a reference description of the payment.

Click on Accept Processing Details

< The receipt details are now listed at the bottom. (Fig. 29).

= Receipts may be split into many separate payments as well as between School Fees and Other.

= The Amount Allocated (at the bottom left) keep track of the amount of the entries and the total must be the
same as the total for the receipt before saving.

< An entry can be removed BEFORE SAVING by clicking on the entry and then clicking on Remove Line.

= Clear Form will remove all the entries for recapturing. A confirmation screen appears and Click on YES
to clear all the entries and NO to leave as is. (Fig. 29).

- After completion click on Save. A pop-up screen appears to print the receipt: click on Yes to print and if not
click on Cancel. (Fig. 31).

e Click on

Click on Done to exit the screen.
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Receipt Details
Select Receipt Book: lbook 5

Transaction Month: |February

Money Received From: [MM Botha l

Capturer: ICG l

For:

" Other Banking Method:

¢ Leamer Fees

Processing Details

Account Number. (700 [000 |

L] Receipt Total: 2300.00

v | Select Transaction Date: ¢ Current Year

(" Cash

Receipt No: |

2013/0218 ~

Transaction Date:

2013/0218

2012/02/01

" Previous Year

" Cheque " Direct Deposit (" Petty Cash
Not sure which account to use?

Try a Keyword Account Search:

Account Description: I?I:ID,"I]I:K(I Debtors &ccount Learners

Amount: 2300.00

v, |
Search |

-.-,J

Receipt Description: IBetaIing vir Skoolgeld

H Afrikaans |

Debtor language Accept Processing Details I

Payment Received from Debtor R )
(Optional Filter)

Grade:|Grade 9 v | Account [332 Class:|9H [ LT LERANDRA Leks SH vl

GL Account | Debtor/Leamer I Description I Amountl

A t .

o e |__owe ||

Figure 28: Receipting a payment for school fees

_v_] Receipt Total: 750.00

Receipt Details -
Select Receipt Book: |book 5

' Transaction Month: |January
Money Received From: [Mala ]
Capturer: Icw I
| For (" LeamerFees ¢ Other Banking Method:

- Processing Details

P
User Question?

_——

8

Iter)

v | Select Transaction Date: ¢ Current Year

@ Cash

—
-

Receipt No:

2013/1/30 ~

Transaction Date:

2013/01/30

(" Previous Year |2012/01/01

" Cheque " Direct Deposit (" Petty Cash

Not sure which account to use?
_‘Q’_ Try a Keyword Account Search:

Search

Accept Processing Details I

Learner: _:j
GL Account Debtor/Leamer Description I Amount I
0127000 Allocation Textbooks Gr 9 stationary 250.00
012/000 Allocation Textbooks Gr 10 stationary 400.00
700/000 Debtors Account Lear...  LOUWRENS, Eudric...  Payment for School Fees 100.00
A t
A:-Ig?:z?ed 750] Remove Line Iter | Clear Form | Next Receipt [ I Done

Figure 29: Receipting a payment: Other

»
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I Receipt Details

Select Receipt Book: |book b L] Receipt Total: 400.00 Receipt No:
| Transaction Month: |February v | Select Transaction Date: (¢ CurentYear |2013/02/12 | Transaction Date:
Money Received From: ISMith ] " Previous Year |2012/02/01 2013/02112

Capturer: Icw l

||| For. " LeamerFees ( Other Banking Method: ¢~ Cash " Cheque ¢ Direct Deposit " Petty Cash
e be——————————————————————————— |
T

Bank | Account I Number
popular bank Cheque Account 12212121212

Select a Bank Account for your Direct Deposit Cancel

Figure 30: Receipting a payment: Direct Deposit

2.2.1a Print a Receipt (Menu 11.4.16)
“f Click on Print Receipt to list the receipts issued (Fig. 31)

< Adate range can be entered to filter for the required receipts and click on GO.
- Double click on a receipt and click on print on the print pop-up screen.
« Continue until all selected receipts are printed.

Click on the X in the top right corner to exit the screen.

& Double click on a receipt to print

Date | Receipt | Amount| Received from | Type | Tranhsaction Mu... |
201340212 2004 400,00 SMith Direct Deposzit 5
2013402412 2003 350,00 BaothaC Cazh 4
2013/02/04 2002 150,00 mathers Cheque 3
2013/02/04 2001 400,00 CJ Carriers Cheque 2

~To Yiew More ip
Wiew Receipts izsued between |2013/01/12 jand |2D1 302428 j

School Name: CLEVERKIDS HIGH
Date: 2302412

Received from: Shdith

Payment for: Gr 9 Replacement books
Amounit: R400.00

Type of payment: Direct Depogit

Account: Learner/Other: | Allocation Textbooks
Tranhsaction Numnber: 5

Feceipt Humber: Feceipt : book 5 : 2004 Gr 9 Replacement books
Capturer: O

School Signature:

Figure 31: Print a Receipt
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2.2.2 Deposit Receipts (Menu 11.4.2)
v Click on Deposit Receipts to setup the receipts for deposit (Fig. 32).

g- Select the correct Deposit Book to generate the deposit slip number.
< Select the Transaction Month and Deposit Date for the current or previous year.

« Select all the receipts that relate to this deposit slip.
= Click on the receipts to be deposited in the tick box to the left of the listed receipts.

< Click on Accept for Deposit.

< The deposit slip totals (cash and cheques) will now be displayed at the bottom of the page. (Direct deposit
is already deposited in the bank account)

« Click on Save Deposit to save the deposit entry.

< Click on Next / Clear Form to continue processing. The unprocessed receipts remain on the screen for
depositing. OR

Click on Done to exit.

Select Deposit Book Ibook 1 _vJ Transaction Date (¢ Current Year " Previous Year (
|| Teansacion Mot [Februasy =l [20130218  »| [ooiziozim =]
Tick the items that you would like to deposit 2013/02/13
Rec Book Receipt No Date Deposit Type Amount From ‘
(|1 2001 2013/02/04 Cheque 400 CJ Carriers
1 2002 2013/02/04 Cheque 150 mathers
1 2003 2013/0212 Cash 350 Botha C
To remove an item from the deposit slip, remove the check mark next to the item. Accept for Deposit l
Deposit Slip Totals
Deposit Slip Number |45 Bank Account |1 2212121212 COA Number |300
Total Cheque Value [150 Total Cash Value |350 TOTAL [500
Next/Clear Deposit | Save Deposit I Done I

Figure 32: Bank Deposits

v x 1P
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2.2.3 Directly into Bank Account (Menu 11.4.3)

The deposit slip of money deposited directly into the bank account or online banking can serve as proof of payment
and therefore does not always require to be receipted.

These transactions can be captured into the correct GL accounts and for documentation purposes in this screen.

Please note that transactions directly into the bank can be captured EITHER in
OR be receipted but not in both screens.

“f Click on Directly into Bank Account and complete the following (Fig.33).

Select a bank account and the correct financial period.

Direct into Bank Account

& o Select the transaction month and correct deposit date for the current or previous year.

Enter the person that deposited the money and the amount.
Complete the Processing Details as follows:

o Select the correct Account Description from the dropdown list (This will automatically list the Account

Number) OR
o Enter the Account Number if known to populate the Account Description.
o Enter a description for the transaction for future reference.

o For school fee payment (Acc No 700) select the grade, class, learner name for reference.

= The grades option includes future and archived learners.
Click on Accept Processing Details to list the allocation at the bottom.
A Direct Receipt may contain multiple entries linked to different accounts.
The receipt total must be equal to the total of the entries.
To remove an entry select, click on Remove Line ltem.
Click on SAVE to save the receipt entry.

Click on DONE to exit or click on Next / Clear Form to continue processing.

This form should only be used for transactions on the bank statement that do not require receipts.

: Transaction Details

Amount: 1050.00

Processing Details -

Select Bank Account: Ipopular bank : Cheque Account : 12212121212 _v_l COA Number:
Transaction Month: IFebruary L' & Current Year " Previous Year Transaction Date:
Money Received From: [McMaster ] IZD1 3/02/05 L] [201 2/02/0 _] 2013/02/05

Payment Description: IDeposit I

Not sure which account to use?

Account Number: m _‘Q’_ Ty a Keyword Account Search:
Account Description: I?DD/DUU Debtors Account Leamers _v_] AR I l
o — =

Accept Processing Details I

Payment Made to Debtor (Optional Filter)

Grade: I vI Account: | Class:| | Leamner: ~|
GL Account I Debtor/Learner l Description I Amount I
021/001 Full Fees school fee 650.00
012/000 Allocation Textbooks ar 9 books 200.00
014/000 Allocation Maintenance broken window 200.00
Amount Allocated |1050 Remove Line Item | Next/Clear Form I Save | Done

Figure 33: Direct Receipt into Bank Account




2.2.4 Debtors and School Fees (Menu 11.5)
This menu administrates school fee settings, exemptions and account management.

o The functions available is shown in figure 34 and summarized in a table following the figure.

o This menu also contains a link to PASTEL financial package.

& SA-SAMS : School Administration and Management System
11.5. DEBTORS AND SCHOOL FEES

11.5.1. Maintain School Fees

11.5.11. Leamers and Account HNumbers

11.5.2. Debtor Take On Balances

11.5.12. View/Print Learner Statements

11.5.3. Leamer Billing

11.5.13. View/Print Account Payers

11.5.4. School Fee Exemptions

11.5.14. Change Account Payer

11.5.5. Debtors Age Analpsis

11.5.15. Learners with Mo Account Payer

11.5.6. School Fee Collections

11.5.16. Archived Learners with Balances

11.5.8. Customer Account Export

Figure 34: Debtors and School Fees

The following areas are covered in Debtors and School Fees screen:

Header | Description & SA-SAMS menu no Function
2.4.4a Maintain School Fees (Menu 11.5.1) = Set up school fees per grade
5 4.4b Debtor Take On Balance (Menu 11.5.2) = Enter Flebtor balance for first time entering
/ previous years balance
2.4.4c Learner Billing (Menu 11.5.3) =  Process of billing learners
2.4.4d School Fees Exemptions (Menu 11.5.4) = Setting of individual exemptions
2.4.4e Debtor Age Analysis (Menu 11.5.5) = View of status on debtors per month
2.4.4f School Fees Collections (Menu 11.5.6) = School fees reports
2.4.4g Learner Account Numbers (Menu 11.5.11) = Selection of learners with account
numbers
2.4.4h View/Print Learner Statement (Menu 11.5.12) = View / print learner and grade statements
2.4.4i View/Print Account Payers (Menu11.5.13) = Viewing /print account payers
2.4.4j Change Account Payers (Menu11.5.14) = Add account payers
Learners with No Account Payer (Menu = List of learners with no account payers
2.4.4k .
11.5.15) assigned
2.4.41 ﬁc;ml/g;:l Lot i Eelaietes i List of archived learners with balances
2.2.4m Customer Account Export (Menu 11.5.8) = Export link to Pastel

. y [1'p
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2.2.4a Maintain School Fees (Menu 11.5.1)
All schools need to complete this section for Annual School Survey purposes.

No fee schools must enter zero for each grade.

“f Click on Maintain School Fees (Fig. 35).

& < Tick the box next to the Grade to select a grade or multiple grades.
« Select the correct year from the Year drop down box.

 Enter the School Fee Amount For Selected Grades in the relevant field

- The fees are listed at School Fees per Grade.

- Repeat above steps until all grades have school fees allocated to them.

< Enter the comments that will be printed on all the Learners statements. Bilingual text field is available.

< Click on Save to save the setting.

Click on Done to exit the screen.

Select Grade/s

Pre-Grade R

| | | Grade R
Grade 1
Grade 2

[ 1 Grade 3

| Grade 4
Grade 5
Grade 6

| Grade 7

Year |201 1 v

School Fee Amount for
selected Grades

R |

Save Fees

Enter text to appear at the bottom of learner statements

Assign School Fees to eac|
= et y « 9

School Fees Per Grade

Grade I Fees | Year -
Grade 3 R4350 2011 'l
Grade 3 R3550 2010
Grade 3 R2750 2003
Grade 4 R4350 20m

Grade 4 R3550 2010
Grade 4 R2750 2003
Grade 5 R4350 20

Grade 5 R3550 2010
Grade 5 R2750 2008 |
Grade B R4350 2011 |=
Grade 6 R3550 2010
Grade B R2750 2003
Grade 7 R4350 20m

Grade 7 R3550 2010
Gade?  R2750 2009 T
< (T »

Altemative &frkaans Text

Bank details : Use your learner's name and grade as referencel

Save

BANKBESONDERHEDE: GEBRUIK ASBE U KIND SE NASM EN GRAAD AS VERWYSING.

Done

Figure 35: Assign School Fees to each Grade

Y When changing the fees for the current year a pop-up screen with a warning appears (Fig. 36). Click on Yes to

continue

< This means that if learners and fees are already entered for the current year, these fees will not be affected.
It will only affect new learners that are entered from NOW on for the current year for example reduced
rates for half year (refer to Learner Billing.)..

p) e
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User Question? Lil

B | The fee change does not affect learners that have already been billed.

[ Z
\ ’ Are you sure you want to continue?

\ Yes ‘ No |

Figure 36: Confirmation to change the School fees

2.2.4b Assign Debtor Take on Balance (Menu 11.5.2)
This function sets up the total amount on debtor accounts to Account 701 on the opening balances page (Fig 37).

“M Click on Assign Debtor Take on Balance once to set up the system for learners.
- To filter for learners select a grade and/ or class
@-jLearners can be listed per alphabetical order or in order of account numbers.
= Select account for transaction as 700 or 701.
- Enter the take on balance for each learner.
- Enter a transaction date and click on Process Transaction.
= The learner names are removed from the list as the take on debit amount is added to their names.

Click on Done to exit

Learner Account Balances

Select Grade: OR Select Class: " Order by Account Number Select Account for Transaction: 70 |0
3B ¢ Drder by L
[ =l I | el et |701/000 Debtors Take On Balance ~|
Learners who do not appear on the list have already had opening bal tered
l Account | Learmer Accession | Take OnBal Select Transaction Date:
13 1043 LOUWRENS, Eudrica aall 2000400

2013/01/

Process Transactions

Amount entered as Take On

Balance

Processed Balance
24000.00

Amount Still To Process

-24000.00

If learner OWES money from
previous year then enter
amount owing in Take On
Balance column next to
learmer's name. e.g. 400.00

If leamer is in CREDIT then
enter a NEGATIVE amount in
the Take On Balance column
e.q. -400.00

Done

Figure 37: Debtor Take on Balance
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2.2.4c Learner Billing (Menu 11.5.3)
The learner school fee accounts are set up annually.

“f Click on Learner Billing (Fig. 38)

Click on Done to exit the screen.

Enter a transaction date.

Scloct a Grado

Geade 0
| Grade 9
Geade 10
Geade 1)
Orade 12

Taarcaction Date
[y o]
Loz

" Mool School Feen

& Morthiy School Foor

Procens Tawresthon

To list the learners click on a grade.

= Monthly School fees or Other (Enter the fee in the Amount input box) .
Reason for Billing is populated automatically with the account number.
Select All or select an individual learner by ticking off the relevant learners.
Click on Process Transaction.

= After every transaction the learner names are removed from the list

Select if the billing should include the Annual School Fees (Fees automatically appears in the Amount
input box annual fee) OR

Rescon ot Blleg [ Adb awe Test |

Accourt Numbee (007 1 Accourt Selecied (001,001 Foul Fees

Chck om the beaness 1o be bllod [Grase 8 Select A
oo No | Sumame | Nome | hoceronNo | Giade | Cwws | Loy =
M08 oUW futca 10 8 3
Ons A D, SCOGs 0 s ar i
One L £
100 8 » 3
N 8 i £
105 ar i
mEIUP i A
3105 oy [}
(e B 114 [}
imElie. § o f
imEl i » [
0wno ™ A
Jwn $ X A
0Joar? m [
nu ' 1" L
O ot [
0Oon% R " [}
J w06 i §
Oms at [
D% 8 [
0w » £
. '

Leanars who il need 10 be biled for School Feoes

Figure 38: Process Fees for Billing




2.2.4d School Fees Exemptions (Menu 11.5.4)

School exemption is a financial concession/discount given to learners under conditions as specified by the
Financial Policy of the school. The fee exemptions are applicable on school fees and all other payment from the
learner e.g. stationary and excursions etc.

o The individual exemptions can be captured and viewed on the Maintain Exemptions tab.
@ o A printout is available that lists all learners with school fee discounts.

v Click on School Fee Exemption to open the listing screen (Fig. 39).
« Select a class or click on Show All to view the learners.
« Click on a learner to view the debtor balance.

« Click on Fees Exemption Printouts to print the list of leaners with exempted fees.

Click on Done to exit the screen.

Select Learner for Exemption ] Maintain Exemption

| Click on a Leamer to Select the Leamer Select a Class to View:

* Accessio... l * Sumame I First names I * Grade ] * Class I * Account I m
2345 ALEX John Grade2 s 1019
3456 BOTHA Johann Grade2 2% 831

1212 BROWN Ell Grade?: o 877 Debtor Selected
|Ely BROWN

Debtor Balance

0
Show Al

Search List for
Learner

" By Surname

Fee Exemption Printouts

Done

Figure 39: Adjust School Fees Individually

Maintain Individual Fee Exemptions

“f Click on the selected learner and then click on Maintain Exemption (Fig. 40).
» The learner’s account details and exemption history is listed.
< Click on a date and select the type of exemption and if granted.

Type a reason for the exemption.

Select the type of account under full, partial or other.
< Type the amount in the exemption column.
« Click on Save.

Click on Done to exit the screen.




Select Learner for Exemption

Maintain Exemption

1
2
| 3
4
5

Comments: [Reason for refuzal or
condition for exemption,discount)

Transaction Details

Conditional Exemption

Learner: |EROWM, Elly | Account Mo: | 877 Debtor Account Balance: ICI
Exemption/Discount History
Date Applied For Granted Cornment Arnaunt Year ||
2011/02/24 | Total Total 3DE KIND IN GESIM 435000 2001 |
2010/01/07 | Total Tatal 3ADE KIND IN GESIM 3550.00 2010
w
HEW Exemption Application
Application Date: | 201302/04 Type of Exemption | AppliedFor | Granted
tone o
201302204 Total Exemption Mark correct application
: . cells with an *
Fartial E=emption kS

|2B kind in gesin

Account ltem
School Fees [Curent v'ear)

Select GL Account

Debit

Credit Exemption

Other Fees

Full Fees 021,/001 Full Fees
Partial Fees [after exemption] 021,002 Partial Exemphion Fees

4|44

403400

Ewemptionz Granted
Fayments Made

4350.00

Debtor Language: Afrikaans

Save ‘

Enter Exennplion
Amount in the
last column nest
to the correct
Fee Account

Done ‘

Figure 40: Maintain Fee Discount Individually

2.2.4e Debtor Age Analysis (Menu 11.5.5)

To view the status of an account

“M Click on Debtor Age Analysis (Fig. 41)

» Select a grade to view the learners’ account status.

» Filter by selecting a class

e Select a month and click on GO.

« Click Print Grid to print a hardcopy of the listing.

« Click on Export to Excel to copy the data on an Excel folder.

Click on Done to exit the screen.

[ |

Select to list the learners alphabetically or numerically according to the account.

: ‘ ‘s! .lBC of
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Select Grade to View: |Grade 2 w| 7 Alphabetically

Select Month End to View: |Februany -
Filter by Clags: |22 - | & Account Mumber
Acc Mo Learner TelMo Payer Current | 30 daps | 60 daps | 90 days | 90+ Total
1|87 BROWwWM, Elly 073733732 [C] BROWN, Emest 0.00 0.00 0.o0 000 000 0.00
=] BOTHA, Johann 05259494945 [C) BOTHA, Lance 0.00 342500 0.o0 000 000 342500
3 1m3 SLEX, Jahn 08282828282 [C] ALEX, Johnathan 0.00) 4370.00 0.o0 0.00  0.00 437000
4 TOTALS 0.00) ¥795.00 0.o0 000 000 779500

Megative amount = overpayment by debtor Export to Excel | Prirt Grid Diahe

Figure 41: Debtor Age Analysis

2.2.4f School Fees Collection (Menu 11.5.6)
“M Click on School Fee Collection to view the status thereof.

e Select Summary per Grade (Fig. 42).
, o This lists per grade, per class Debtors’ fees raised, collected, balance, % collected. (Fig. 43).

®~% o Click on print to make a printed copy.

< Select Print School fees per selected grade.

o Learners are listed per class with an account status (Fig. 44).

o Click on the printer icon to make a printed copy.

Click on Done to exit.

- .f’
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Options under School

11.5.3. Learner Billing ’ l 11.5.13. View/Print Accou

School Fees z

11.5.4. School Fee Exemptions ||

Collection Summary for Current Year
11.5.5. Debtors Age Analysis %

Full Balance Details per learner per grade

11.5.6. School Fee Collections l
|

" Print School Fees for Selected Grade

11.5.8. Customer Account Exportjl Grade:l ;I

Print l Done
Figure 42: School Fee collection

Fee collections:

Goase Sumerary o &
Arsad Schood Fee Collection pes Giode and Class as of - 20116715
Fou Iull detads on d6 owary [nchuding bal tesught d) see Pree Gt I Dore
Debitos Age Analyiis o1 the detaded grade dating
Thes portout only mchudes loes tmsed and collecied foe the CURRENT linance yoar 1o grve an wdscalion of how colloctons of
Oes peat’s leor ave progressemg.
Geade Olats No of Lewrwe: Educatr Deditce Foot Raved  Collecied Sdarce % Collected ‘_,:
1T PMelsade R KLEUTERS 1 3 a0 X 15500 00 500 00 L
2 PelndeR KLEUTERS 2 =
] Graden L2 » > 129450 00
4 Orade® w2 a2
S Credenr »3 =
6 Grade? 1t %
7 Grade? L o
8 Grade! 10 o
3 Grade2 ot
10 Grade2 > “
11 Grade2 by 8 b
12 Grade2 X b
13 Grade) n »
14 Grade ) »” w
15 Grode)d b »
16 Graded 4t
17 Grade s 4 »
18 Grade d " 3
19 Grade$d o )
20 Orade? L M
21 Grade s L M
22 Gretes 4 2
23 Oradesd L ¥ |
Figure 43: School Fee Collection Summary per Grade
School Fees Billed 2011 Ondy Loamen =0 Aawe been bllad of who have paed ‘oo wil be nauded on prrtodt
Grade: Grade 2
Class: 26 Booestor| |
Semame l First Name l Aizourt o Total Amoust Owing Ssisnce Dus
4350 00 000
4350 00 ()
N0 217500 000
4350 00 ERL A 20600
4350 00 435000 000
4730 00 060 4730 00

Figure 44: School Fee Collection per Learner per Grade




2.2.4g Debtor / Learner Account Numbers (Menu 11.5.11)
To view the learners and the account payers

“# Click on Debtor / Learner Account Numbers (Fig. 47).
e Select a grade to list the learners with account numbers.
< Other options to search are Surnames and account numbers.
&- Click on GO.
. Click on the column heading to sort it accordingly.
< Click on Print Grid to print a hardcopy of the listing.

< Click on Export to Excel to copy the data on an Excel folder.

Click on Done to exit the screen.

FIND Learner Account Numbers
Print Grid
: [ﬁ Search for Sumames l— Account Number —J
apecybiak X, starting with : GO Search: 1013 Eot el
Aﬁzcrﬁgg: Surhame First Name Accession No Class Gender Acc Payer Surname In
1 1019 ALEX John 2345 S ‘Male ALEX JG
«| | »
Click on a column heading to sort by that column Number of Learners displayed on Grid:| 1 Done I

Figure 47: Debtor/Learner Account Numbers
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2.2.4h View / Print Learner Statements (Menu 11.5.12)

w Close the financial year before generating accounts for the next year.
& Accounts can be selected and printed individually or per class.

v Click on View / Print Learner Statement to print learner accounts (Fig. 48).

= Accounts can be selected individually or selected per grade and class.

Individually selected statements » Click on View of Print an Individual Learner Statement
(Fig. 49 & 50).

Multiple Statements e Select a grade and Select a class to filter

(per group) (Fig. 48 & 50). e Select the date

e The number learners per language are indicated as the
language groups are printed consecutively.

» Select Print only statements with balances. OR

< Select Print all statements for the whole class/grade.

e Click on the printer icon to print a hardcopies of the accounts.

Click on Done to exit the screen.

Y . .
.24# basic education

3

e —

\ Select a Statement Option
| =3 o

Individual Statements

| :\W Iy } Department:
Wi\d %)/  Basic Education
ART OF @70y  REPUBLIC OF SOUTH AFRICA

View or Print an Individual L Stat t |

d Management System
OOL FEES

Print Options for multiple statements

[V Current Year Details

Select Grade to Print: |Grade 2 v]
Select Class to Print:  |2% v

Select date for first month of statement for either
statements for current year or for history statements

Summary Date: |EIE/02/21 v| [ Summarise Date

and A

11.5.11. 1

N

11.5.12. View/Print Learner Statements

thi

11.5.13. View/Print Account Payers

11.5.14. Change Account Payer I
Total Number of Leamers per Language -

Engish [0 Afrikaans | 3

Please ber : L groups print
consecutively and a report language must be
for each learner to use multiple print options

11.5.15. 1 with No A t Payer l

11.5.16. Archived L with Balance: ’

Print ONLY Statements with balances I

Print ALL Statements for a whole grade/class I

<< Financial Assistant Menu

Current year statements will not be
correct if previous financial year end Done

procedure was not run

About

Figure 48: Select a Statement Option

] A o
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Select Learner Statement to Yiew

Filer By Grade |Grade 2 «| Select Leamer |ALE><,J0hn

(* Currert Year

Learner Debtor:

[ Summarize up ko beginning of: " Full Histary

Account No

Search

@ Search

|ALE><, Jokn Account Number: (1019 Account Payer: |ALEX Mr Johnathan

* Date * TranzMo | Source * Docho | Cwing | Paid [Dizcounts) |
20101401 18170 OperBal ‘Vear End 20.00

20101/01 18443 Jaarlikse Skoolgeld Stelzel 4,350.00

2011/04/13 20931 Kwitansie : SKOOLFONDS : 97014 Be..  RS7014 450.00
2011/05/04 21248 Kuwitansie : SKOOLFONDS : 97322 Be..  RO97322 500.00
2011/06/08 21662 Fuwitansie : SKOOLFONDS : 97696 Be..  R97E3E 500.00
2011/07/05 22572 Kwitansie : SKOOLFONDS : 95261 Be..  R38261 500.00
2011/08/01 22730 Kwitansie : SKOOLFONDS : 98450 Be..  R38450 500.00
2011/08/28 22918 Kwitansie : SKOOLFONDS : 98575 Be..  R38575 500.00
20114110 23613 Kwitansie : SKOOLFONDS : 99168 Be...  R39168 800.00
2112/08 24162 Kwitansie : SKOOLFONDS : 99699 Be...  R99893 37.50
2M1112/08 24163 Kuwitansie : SKOOLFONDS : 93700 Be..  R99700 582,50

Frint Learner Statement

Statement Date: | 2013/06M5

CLEVERKIDE HIDH

Siruben Sirest
=im Cwetrel
Sratorm

=

Amount in Credit. |R0_00
Staterent Language : Afrikaans

Figure 49: Select a Statement Option

REWENING ETAAT

FERVATE RS MEII
=im Cwtrml

Srabzrm

oY

Tet 092 3573000

Amount Owing on this Account: |RO,00

Cone

Fmc 012 2373000

:::'_,:,:A_;x;,l,:q;, Grems GrE mm EH Sicoo mercer M. VI8

e Lsarer. ALEMAMIAA Lk

=raborm

E— SosngroTmimaer. 112 Omtum van Rsksnng. 27'2708'2

= SAAM ARTREURE Dim BTAAT MOUMRURG DRUR NaT CHTWVANGE
Dturm Eron Wersiouldig Eadnalarcisg
AMIMHS Jmmions Sioniped 120000

Koradbsibedrag: LX) Exxdrag varsiukdig: 1200000

Siomor O @ T banug EEET T Dataing

CLEVERKIDE HMH

Siruben Sirest
=im Cwtrml
Sretorm

=

FRVATRE BACS MEIT

=tm Cerirw

e ALURIANMDTA Lecn

Slezsl Lsencer M. pr=2]

Srems GrE

COmtum van Relosnng. 207270272

Tatwing npart B

Figure 50: Example of Learner Financial Statement with return slip



2.2.4i View /print Account payers (Menu 11.5.13)
Y@ Click on View /print Account payers to view account payer details (Fig. 51).

&

Search account payer by entering the first letter of the surname OR
o Enter Surname to find account payer (bottom of page) OR

o Click on Show all Payers.

Click on Print Accounts in List to print a hardcopy of the listing.

Click on View Selected Account to view the monthly statement (Fig. 52).

Click on Done to exit the screen.

Fer by Leter of e Sumame ;:‘ .] View Selected Accourt | Prrt Accourts nbin |
A s sl ]

Lint of Account Papers [chck on an acoount papes 10 seloct)
| | Sunwwe | Narve | The * Addes: | St

a Search List for Pacent by Sumase (1 Show Al Pagery Done

Iy

Figure 51: View Account Payers

" Monthly Account D

Account : ALEXANDRA, Patricia Language: |Afikaans Statement Date:  |2013/06/15
Leather | Date Source | DocHo | Owing | Paid [Digcounts]
ALERANDRA, Leks: 9H 20301415 Jaarlikse Skoolgeld Stelsel 12000

Print This Page Credit Balance: Amount owed by Paver. [12_000.00
Statement details for the months prior to the date sel d are ised in the Bal
Brought Forward. Select a previous month end date to see the details for the specific month.

Figure 52: View Selected Account

,
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2.2.4) Add Parent as Account payers (Menu 11.5.14)
“f Click on Change Account payers to add payer details (Fig. 53).

&oSelect the Grade and select the learner from the dropdown list.
«Click on Set parent as Payer to add as payer.

Click on Done to exit the screen.

= -
|Change Account Payer -
AR g——— |

Il
Select Grade: ]Grades LI L EVIRCE LR (4] EXANDRA, Leks : 1234 v
Leamer. |ALEXANDRA, Leks : 1234
Account Number : I832
Click on a Parent to select
Surhame | First Name I Title I Account Payer I Residential Parent I
ALEXANDRA Patricia Ms Yes Yes

Set Parent as Payer | Set Parent as Parent that learner resides with | Done
Figure 53: Change Account Payer
2.2.4k Learners with no assigned Account Payer (Menu 11.5.15)
Y@ Click on Learners with no Account payers to view list (Fig. 54).
Click on Done to exit the screen.
List of Learners who have not b;;n assigned an Account Payer - - os
' The following learners do not have an Account Payer assigned to them on the system.
|
E Access No I Surname l Name l Grade I Class I Account No
234 RaLL Simone Grade 10 10M 908
456 TSETE Mpho Grade 9 9 1132
!

Figure 54: Learners with no Assigned Account Payer

2.2.41 Archived learners with balances (Menu 11.5.16)
Archived learners with outstanding balances on their accounts are listed in this menu.

oThese accounts can be cleared in the journal section.

If a payment was done for an archived debtor, receipt fees to the Full Fees Account and not to the

debtor. Go to Journals and pass a journal to the archived debtor account.

“f Click on Archived learners with balances to view learner and balances. (Fig. 55).
Click on Done to exit the screen.

v s (1P

¢
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The tell have been achived batt s1dl have an sutstandng balance on thew acceunts

™
“ Pleasn go 1o the jousnal section (o clear thase accosnts

Figure 55: Archived Learners with Balance on Account

2.2.4m Customer Account Export: Export to Pastel (Menu 11.5.8)

pootsonNo | Sumame Mo 0 | DOselet | GLAccMo | Ssarcs -
EW 2000/ =) Y
| 13 3] 2206 1268 a6 ¢
' o1 P JmaeAn 194 45
- FO amas 1308 500
.y o amMans 129 500
a3 PH 20mAaeas 132 4500
0t vi Q20 L% 2000
22 GH an2amn2 LEL 2000
< 57 200010016 0 »00
N VA xnomn2 2 20
) Lot 20080205 =1 4400
'Y (3] P 010 =t LA
* IS BE 2010407115 7% 2060
N e A8 53 2000
! ER 200008/23 2 400
{ g s T T 7 ()
) )0 2080mm 5 4000
| - Vi 200506725 b >0
72 L 170 S0
| 5 K0 1000 x5
r N nz 25
u 3 PH £ 2600
3 ¢ 102 X
Ps N 2000/0818 103 80 *
‘ - '
Recect Fees 15 e Full Feos Account [nct 1o e debiar] m the secepts secton # & papment i made lor an
§ ocheved deticr, and then o 1o Joumals ared pats 8 oumal 43 the aecheved debior accound Dorm

“f Click on Customer Account Export and follow the instructions to export data (Fig. 56).

Click on Exit to exit the screen.

- CONDITIONS and Instructions for using the Pastel Link Module (PastelPartnerSDK)

1. The Department of Education does not supply schools with Pastel Accounting licenses. Any school that wishes to use Pastel
Accounting must purchase their own license from Pastel.

2. This link module has been included at the request of schools and the Department of Education takes no responsibility for the
use of Pastel at all

3. In order to use this link module, a school must register with Pastel for the use of the Pastel Partner SDK at 011 304 3300 or
| sdkregistrations@pastel.co.za. Only schools with valid Pastel licenses will be able to register. It is a school's own responsibility to
register for the use of this SDK module.

4. The Department of Education does NOT support schools with the Pastel registration process in any way. Schools must
contact Pastel directly for registration assistance.

5. Pastel must be installed on all computers that wish to make use of this link module. Schools must also ensure that the installation
of the SDK .dll files has been completed. This installation is available on your SA-54MS CD.

6. Before using this Pastel link module, ensure that you have made a backup of your
Pastel database and stored it in a safe place.

7. The Department of Education cannot be held liable or accountable for any data loss or errors that arise as a result of the use of
this module in S4-S4MS.

A BACKUP of your Pastel company database has been made and the

L conditions for the use of this module are accepted.

Figure 56: Pastel Link Module

qBC of... Financial Assistant

Pastel SETUP

Pastel Accounting Setup ]

Pastel Customer Categories I

astel EXPORT

Pastel Customer Export

Exit
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2.3 Financial documents on Expenses
This section deals with the accounts & documentation for monies paid by the school.

o Payments should be made in accordance to the school’s financial policy and the provincial financial
regulations.

o Agood financial practice is that the budget should be consulted to see if there are funds available
before any purchases and payments are made.

o Payment documentation should be authorized and signed according to the financial policy e.g.
the cheques should be signed by the accounting officer and by the principal and for an amount
exceeding a limit the signature of the SGB chairperson as well.

2.3a Select a Transaction (Menu 11.4)
This area is where most of your processing will take place e.g. the payment of monies (Fig. 57).
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SA-SAMS : School Administration and Management System
11.4. SELECT A TRANSACTION

11.4.1. Receipt Payment to School I 11.4.11. Cheque Payments
11.4.2. Deposit Receipts | 11.4.12. Direct Payments from Bank
11.4.3. Directly into Bank Account I 11.4.13. Petty Cash Payments

11.4.14. SGB Salary Payment

11.4.5. Journal Entry

11.4.6. Delete Transactions 11.4.16. Print a Receipt

11.4.7. Re-Process Deleted Items

11.4.8. View Audit File

11.4.9. View Cancelled Cheques

11.4.10. Manage Requisitions << Financial Assistant Menu

Figure 57: Select a Transaction

The documentation involved is summarised below:

Menu on SA-SAMs Financial practice/functionality When to use
2.3a Select a transaction (11.4)
2.3.1 Cheque Payments (11.4.11) Payment transaction doc For every payment
2.3.2 Direct Payment from Bank Money paid through bank transer Capture from bank
(11.4.12) order. statement
2.3.3 Petty Cash Payments (11.4.13) Daily / small Payment transaction For every small payment
doc
2.3.4 SGB Salary Payment (11.4.14 Direct payment & EFT banking Salary payment per month
2.3.5 Manage Requisitions (Menu Payments for paperbudget schools | Sect 20 schools
11.4.10)
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2.3.1 Cheque Payments (Menu 11.4.11)

Cheques can be used for payments and should be signed by the accounting officer and countersigned by
the principal of the school.

@ ° A split cheque can be made out to one supplier and the amount split into different accounts.

o Agood financial practice is that the budget should be consulted to see if there are funds available
before any payments are made.

The following needs to be set up in Maintain Bank Accounts (Menu 11.1.1) before any cheques can be
issued:

o Setup a bank account (See 2.1.1)

o Set up /add a cheque book with assigned cheque serie numbers. (See 2.1.3)

“f Click on Cheque Payments (Menu 11.4.11) to open the Maintain Bank Accounts screen (Fig. 58).

< In case of more than one bank account, select the correct bank account.
« Click on Cheque Payment (at the bottom of the screen) to open the capture screen.

SA-SAMS : School Administration and Management System
11.4. SELECT A TRANSACTION

11.4.11. Cheque Payments
Bank Accounts

Click on a bank account to select {"Add New Bank Account 1.4.12. Direct Payments from Bank
*Bank Account * Number CO&
popular bank Cheque Account | 12212121212 | 800 Edit Bank Account Detais | L1412 Fettp E=xh Rayments

Bomave B ar B eoourE 1 | 11.4.14. SGB Salary Payment

Maintain Cheque Series |

HL 11.4.16. Print a Receipt

Maintain Deposit Books I

Pint Bark Account List |

g I e > | Cheque Payment | Bone
| o | l\

I << Financial Assistant Menu

Figure 58: Payment involving the bank account

“f Complete the transaction details on Bank Account Payment capturing screen for the payment (Fig.59).

o The screen contains the bank account number and the automatically generated next cheque
number.

- Select the option for Current Year or Previous Year
« Select the correct financial period
o Select Transaction Month option and the Date of Transaction

« Complete the details of the cheque:
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o Recipient of the payment and the amount as per this cheque.
Insert details of the payment in the GL account as follows:
o Select the Account Description , that will generate the Account Number
= Account can be searched for by entering a key word and then click on Search.
= For Account 700 (Debtors Accounts Parents) select also the Grade and Learner.

o Enter the amount and a reference description.

Click on Accept Processing Details.

The Cheque allocation(s) is now listed at the bottom.

o The Cheque can be split into different accounts.

o The total of the different account payments is reflected at the bottom to track with the total at the
top entered.

To remove an item from the list click on Remove Line Item and click to confirm action on the popup

screen (Fig. 60).

Click on Save and click on Next Cheque to continue. OR

Click on Done to exit the screen.

e

Select Transaction Month & Current Year " Previous Year
' Account Number |940490049 I |February _v_l |2011/02/07 _'_J |2[|1 0/02/01 __l
g:fad |DBE Supplies | Transaction Date: [2011/02/07
Cheque Number (10209 the sumof R 1050.00 COA Number 800

Processing Details - 1
Not sure which account to use?

Account Number: Y. Try a Keyword Account Search:
AV ES
Account Description: ]234/001 Sport Equipment Lj lspod I
pnourt: [ 30000 EEom
Payment Description: Icn'cket gear I
Accept Processing Details I
“ayment Made T : r[bptrionalPillerr]r
Grade:l vl Account:[ Class: L] Leamer:l L]
Prog/&ccount ] Debtor | Description ] Amount |
012/000 Allocation Textbooks Gr 5 books 350.00
013/000 Allocation Stationery Art supplies 400.00
TOTAL |?5[l Remove Line ltem l Next Cheque/Clear I Save Done

Figure 59: Cheque Payment
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Account Deseq. User Question? 5 :I
Ar =
Payment Descf | g 3:«: ZS:?sure you want to remove this amount of R 350.00 from your
i

e

Grade: l

I
Yes | No I

Prog/éccount Amount
0127000 Allocation Textbooks Gr 5 books 350.00
0137000 Allocation Stationery Art supplies 400.00
234/001 Sport Equipment cricket gear 300.00
TOTAL [i050 RemoveLineltem | Next Cheque/Clear | save | Dore |

Figure 60: Remove entry from cheque before processing

2.3.2 Direct Payments from Bank (Menu 11.4.12)
This section covers payments from your bank account e.g. debit orders and stop orders

&

o There are no cheque numbers printed as the amount is directly paid from the bank account.
These payments will be traced on the monthly bank statements.

“f Click on Directly from Bank Account to open Maintain Bank Accounts screen (Fig.58).

In case of more than one bank account, select the correct bank account.
Click on Other Payment (at the bottom of screen) to open the capturing screen (Fig.61).
o The Payment From Bank screen shows the bank account number.

To complete the capturing screen follow the same instructions as described for cheque payments in

2.3.1.
Click on Save and click on Next Payment to continue. OR

Click on Done to exit the screen.
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ransaction Details

T |

& Curent Year " Previous Year

i Select Transaction Month

Account Number (940490049 IFebxuary LI

||| Payment To: [TELKOM |

the sumof R 1500.00!

Processing Details

Account Number:

[2011/02/09

Transaction Date: (2011/02/08 I

~| | 2010/02/01 _]

COA Number 800

Not sure which account to use?

Amount: 400.00

Payment Description: [Intemet | |

Account Description: |212/DD1 Telephone Ll

_\@,_ Try a Keyword Account Search:
N

|
Search

Accept Processing Details |

meayee (Optional Filter)
Grade: | v | Account:| Class: _vJ Leamer:l LJ
Prog/Account I Debtor ] Description I Amount I !
212/001 Telephone Telephone 1100.00
TOTAL [1100 Remove Line Item I Next Payment/Clear ] Save

] Done | m

Figure 61: Direct from Bank Payment

2.3.3 Petty Cash Payment (Menu 11.4.13)

The School Financial Policy prescribes the conditions of payments through the Petty Cash.

% o Petty Cash is normally used for small daily payments.

o Petty cash vouchers needs to be authorized / signed as prescribed.

o The available balance in the petty cash float is shown in the Available Balance option and will reduce

with every payment made.

The following needs to be done before any Petty Cash payments can be made:

o Set up /add a Petty cash book with assigned numbering to the vouchers beforehand in order to keep

the records. (See 2.1.3).

o Petty Cash Cheque must be captured under the Petty Cash GL Account Number (Acc. 810)

“f Click on Petty Cash Payments (Fig.62).

< Select the Petty Cash book and click on Make Petty Cash Payment.
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SA-SAMS : School Administration and Management System
11.4. SELECT A TRANSACTION

11.4.11. Cheque Payments

.4.12. Direct Payments from Bank

Number | Description | Responsible | Float Add New Petty Cash Account I
810 General Ms E COEN 1500
an Pre primary Ms Z Afica 500 11.4.13. Petty Cash Payments

Edit Betty Cash Account

11.4.14. SGB Salary Payment

0
Maintain Youcher Numbers I

Ul 11.4.16. Print a Receipt

Click on an account to select the account

Make Petty Cash Payment l Done
” << Financial Assistant Menu

—_—

Figure 62: Petty Cash Payments

“# Complete the transaction details on Make Petty Cash Payment capturing screen for the payment (Fig.
63).

o The screen contains the selected Petty Cash book and the Voucher number.

o The available balance in the petty cash float is shown in the Available Balance option and will
reduce with every payment made.

- Select the option for Current Year or Previous Year
= Select the correct financial period

o Select Transaction Month option and the Date of Transaction
- Complete the details of the voucher as follows:

o Recipient of the payment and the amount as per this Voucher.
< Insert details of the payment in the GL account as follows:
o Select the Account Description , that will generate the Account Number
= Account can be searched for by entering a key word and then click on Search.
= For Account 700 (Debtors Accounts Parents) select also the Grade and Learner.

o Enter the amount and a reference description.

» Click on Accept Processing Details.

= The voucher allocation(s) is now listed at the bottom.
o The voucher can be split into different accounts.
o The total of the different account payments is reflected at the bottom to track with the total at the

top entered.

- To remove an item from the list click on Remove Line Item and click to confirm action on the popup
screen (Fig. 60).

» Click on Save and click on Next Voucher to continue. OR

Click on Done to exit the screen.
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- Youcher Details

" Previous Year

Select Transaction Month (+ Current Year

Petty Cash Account |General

| [February | [2om0208 |

2010/02/01

Pay [Happy Cow diary |

]201 1/02/08

Processing Details
Account Number: (217

oucher Number n
Available Balance 1222093

l

01

810
COA Number

the sum of R 250.00

Not sure which account to use?
, \- Try a Keyword Account Search:

—_

Account Description: l

=] I |
Search

Payment Description: [

Grade: v ] Account: |

(Optional Filter)

Class;l _v_] Leamer:l L]
GL Account I Debtor l Description l Amount l
217/011 Travel & Subsistence [... SA-SAMS finance workshop 250.00
TOTAL ]251] Remove Line Item I Next Voucher/Clear | Save I Done

Figure 63: Petty Cash Payments System Date

2.3.4 SGB Salary Payment (Menu 11.4.14)
Salary payments to SGB appointed staff from school fund are processed and a salary statement printed

in this menu.

=

o These monthly payments can be for Educators, Administration, Support and Temporary Staff.

o System warns against a payment already made for a specific month (Fig. 64).

Salary Details

Select Staff Category:  Educators

Salary Account:

Make Salary Payment T View Salary Payments

Monthly Payment Details

© Other Staff Please ensure that you select the correct salary expense account.
SPEl The system merely offers a suggested account.

215/002 Administrtive Staff (SGB) Ll Select Transaction Month: |February -

Select Staff M{ User Message

| o 1l

D )

This staff member has already been paid for this month. e

If you want to change this transaction, you must first reverse the entire Eontribution
payment in the error correction section. -

You can view the payment details by selecting the View Salary 3
Payments Tab.

Figure 64: SGB Salary Payment Warning

“f Click on SGB Salary Payment and select the option under Staff Category (Fig. 65).

- Select the Salary Account, Transaction Month and Transaction Date.

« Select the Staff Member

W
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« Complete the Salary and Payment Details and add the payment details.

< Click on Cancel and Reset to clear and process the details of the salary.
e Click on Process Salary to process salary payment.

Click on Done to exit.

Make Salary Payment T Wiew Salary Paypments

Monthly Payment Details

Please ensure that you select the comrect salary expense account.

Select Staff Categony: & Educators O Other Stat - pe svztem merely offers a suggested account.

Salary Account: |215£DD1 Educators [SGEEB) ﬂ Select Transaction Month: | February %
Select Staff Member |VAN DER WESTHUIZEN, Adelaide j Select Transaction Date: [ 201 2400 771 ﬂ |2D1 2201431
Salary Details [VAN DER WESTHUIZEN, Adelaide |
Fayment Type Account Staff Member | School Contribution

1 | Monthly Salary 12000.00

3 |PAYE 901/001 RofR PAYE - Creditar hd 1200.00

4 |UIF 501/002 RoffR UIF - Creditor hd 180,00 180,00

5 | Medical Aid 902/001 Medical Aid - Creditar hd 1000.00

£ | Penzion/Provident Fund 9024002 Penzion / Provident Fund - Creditor hd 120,00

7 | Skills Development Lewy 501/003 Roff 50L - Creditor - 120.00

g | Other hd

g | Other hd

10 | Other -

11 Other Sub Tatal

12 |Total Final Total 9620.00 420.00

Payment Details

Payment Method Bank or Petty Cash Account Cheque/Youcher HNo e Seem
Chegue Payment

Cancel and Rezet
Done

Petty Cazh Payment
Electronic Transfer 800 Cheque Account : 340430043

444

Figure 65: SGB Salary Payment

2.3.4a View / Print Salary Payment
To view salary payments

“f Select the Staff member and click on the second tab View Salary Payments (Fig. 66).

& « Summary of the monthly payments is displayed.

» Click on Print to print a hard copy of the summary.

“f To print salary payments select a month at the bottom of the screen.
» Click on Print Monthly Payments to print a hard copy of the summary.

Click on Done to exit the screen.
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Make Salary Payment

Payments for this Staff Member

VAN DER WESTHUIZEN, Adelaide

Jan Feb Mar April May June

Staff School | 5Staff School | Staff School | Staff Schoaol | Staff School  [Staff School
Monthly Salary 10615.38 10615.38 10615.38 10615.38 10515.38 10615.38
PAYE 582,86 582,86 1082.61 105261 1082.61 1082.61
UIF 10615 10615 10615 10615 10615 10615 10615 10615 10615 10615 10615 106.1%
Medical Aid
Fension/Provident Fund
50L 10615 106.15 106.15 106.15 106.15 106.1§
Other
Tatal 9926.37  212.30| 9926.37  212.30| 942662 212.30| 942662 21230| 942662 212.30( 542662 2123

July Aug Sep Oct Moy Dec

Skaff School | Staff School | Staff School  [Staff School | Staff School | Staff School
Manthly Salary 10615.38 10E15.38 10615.38 10615.38 10615.38 21230.76
PAYE 1082.61 108261 1082.61 1082.61 108281 1082.61
UIF 10615 21230| 10681% 21230 10615 212300 10615 21230 10615 212300 10615 212.30
Medical Aid
Pengion/Pravident Fund
SDL 10615 10615 10615 10615 10615 10E.15
Otker
Tatal 9426.62 31845 942662 1845 942662 1845 942662 318.45) 942662 318452004200  318.45

Payments for the bonth

- Frint Monthly Payments

Print

Daone

Figure 66: View Salary Payments

2.3.5 Maintage requisitions (Menu 11.4.10 )
Section 20 Schools or schools without Section 21 functions are “paper budget schools”.

=

“f Click on Maintain requisitions to view the current list of orders placed (Fig. 67).

O

Filter by selecting the period or search using a key word and click on GO.

The order is listed with the current status, order number, nr of items, cost, account and description.

Click on Add Requisitions to add a new order (Fig. 68).

Click on Edit/ view Requisitions to update the details of an order (Fig. 68).

Click on Print to print a hardcopy of the order.

Click on Done to exit.
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Requisitions are not financial tranzsactions in the general ledger. Thiz sechion is a record of orders placed with the district/provincial office.

- Filker orders within the
enionderslion |20'I 3401/01 ﬂ ta |2D1 30617 ﬂ LD dates by account

Statuz FeqMo.
Cancelled 12344,
Or Order 1234k
Received 1234b
On Order 1234c
Cancelled 1234c

00 |~ [T |0 (R =

Date
2M3/02/28
2m3/m02/28
2M3/02/28
2013/01/3
203043

=]

Item Descripiion |Quantity| Amount Account * |
Grade 7 Capz Math 120 R2300.00 12 Allocation Textbooks —] Add Requisition
Pencilz 200 R1000.00 13 Allocation Stationeny
Grade 7 Caps Math 120 | RZ300.00 12 Allocation Textbooks
payment 1 RE000.00 217: Electricity
Maintenance of gate ¢~ 1 R5000.00 14: Allocation Maintenance

Figure 67: Maintain Requisitions

To add an order / requisition complete the details as shown on figure 68.

Select the order date.

Enter the unique requisition number.

Insert details of the order to the GL account as follows:

o Select the Account Description that will generate the Account Number.
= Account can be searched for by entering a key word and then click on Search.

o Enter the number of items.

o Enter the amount for the line entry and a reference description.

Click on Accept Processing Details.

The order allocation(s) is now listed at the bottom.

o The order can be split into different accounts.

o The total of the different account payments is reflected at the bottom

To remove an item from the list click on Remove Line Item and click to confirm action on the popup

screen.

Click on Save and click on Next Order to continue. OR
Click on Done to exit the screen.

To Edit / view an order:
“f Select on a line item of an order and click on edit/view. (Fig.67).

Update the status of the line item to on order, received or cancelled (Fig. 68).

Click on Accept Processing Details. Click
on Save and then Done to exit the screen.
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i~ Order Details -

Select Order Date: | 201320131 v Enter UNIQU
Order Date: 2013/01/31

Line Item Details

Account Number:

E Requisition Number: |1234c |

Not sure which account to use?
:’_ Try a Keyword Account Search:
AV AN l

l

Account Description: 121 1/004 Refuse Removal

Line Item Amount:
Number of Items:

_‘l Search
Full budget amaunt;

Balance available from budget: I 65000

Line Item Description: Imonthly removal

|

Status of Line ltem: IIZI n Order _] Accept Line ltem Details I
Account I Date | Description I AmoL
0147000 Allocation Maintenance 2013/01/31 Maintenance of gate and fencing 5000
211/002 Electricity 2013/01/31 payment 6000

< | m

TOTAL |11IZIEIIZI Remove Line ltem ‘ Next Order/Clear |

Save Done

Figure 68: Maintain Requisitions

2.4 Cancel unused transaction documents
% Documents such as cheques, receipts, deposits and petty cash can be cancelled if not used.

These cancelled transactional documents will be logged in an audit file for future reference.

Figure Menu on SA-SAMS When to use

Fig. 69 & 70 | 2.4.1 Maintain Cheque Books (11.1.5 & 11.4.11) Cancel cheque

Fig. 72 Maintain Receipt Books (11.1.3) Cancel receipt

Fig. 73 & 74 Maintain Deposit Books (11.1.6 & 11.4.2) Cancel deposit slip

Fig. 75 & 76 Maintain Petty Cash Acc (11.1.2 & 11.4.13) Cancel petty cash
voucher

Fig. 77 2.4.2 View Cancelled Cheques (11.4.9) To view

Fig. 78 2.4.3 View audit file To view

2.4.1 Cancel cheques /receipts /deposits and petty cash
To cancel an unused cheque click on Cheque payments (Menu 11.4.11 or alternatively 11.1.11).

&
< Click on Maintain Cheques Series (Fig. 69).

« Select a cheque book and click on Cancel Unused Cheques (Fig. 70).

« Select the cancellation date; enter the cancelled number and the reason for cancellation in the
input (Fig. 70).
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e Click on Save to save the data

- A warning message on popup screen informs that cancellation will be filed in an audit file. Click to
confirm transaction (Fig. 71).

Click on Done to exit the screen.

[Alternative method: see also Select a Transaction Menu 11.4 / Delete Transactions 11.4.6 / Re-process
deleted items 11.4.7. (Change cheque amount to 0)]

- 11.4.11. Chegque Payments
~Bank Accounts

Click on a bank account to select {"Add New Bank Account 11.4.12. Direct Payments from Ban
* Bank l Account * Number COA |
popular bank Cheque Account 1212121212 800 EditBark Account Detals | 11:4:13. Pelly Cash Fayments

Remove Bank Account I 11.4.14. SGB Salary Payment

Maintain Cheque Series
Maintain Deposit Books

Print Bank Account List
E stk Deposit Other Pagment I Cheque Payment | Dera

11.4.16. Print a Receipt

<< Financial Assistant Menu

Figure 69: Cancel Cheques 1

Maintain Cheque Numbers T: H
—{ Cancel Cheques betweem

- Cheque Books -

[12212121212 poputarbark. |||
- Book : 5to 45 Date: |EHE/6/17 x| | x

Number to be Cancelled: I Cancel a Document Number

Reason for Cancellation

: Click on a Cheque Series to Edit the Series

Cancel Unused Cheque I Add New Series of Numbers Done

Figure 70: Cancel Cheques 2

F‘@ This action will be logged for the auditors. Are you sure you want to
== cancel this item?

Yes | No |

Figure 71: Warning that it will be logged in audit file




Y To cancel a receipt click on Maintain Receipt books (Menu 11.1.3).

Click on Maintain Receipt Numbers to cancel a receipt.

The Cancel item screen opens (Fig. 72).

o Select the cancellation date; enter cancelled number and reason for cancellation in the input.
Click on Save to save the data

o Awarning message on popup screen informs that cancellation will be filed in an audit file. Click
to confirm transaction (Fig. 71).

Click on Done to exit the screen.

SPLIOE La MAMIY  tu e Ao e o Bor g

Receipt Book Numbers
Book Details
Book Description I First No | Last Number I
book 5 200 2250 | Title for this Book: [book 5 |
( =
Cancel Items between : 2001 ﬁm
Date: [EE/06/16 v | | X
Number to be Cancelled: Cancel a Document Number
Reason for Cancellation

Click on an item to edit or selec!

Maintain Receipt Numbers I

. Figure 72: Cancel Receipt

“# To cancel a deposit slip click on Deposit Receipts (Menu 11.4.2 or alternatively 11.1.13).

Click on Maintain Deposit books (Fig. 73).
Select a deposit book and click on Maintain Deposit slips (Fig. 74).

Select the cancellation date; enter the cancelled number and the reason for cancellation in the input
(Fig. 74).

Click on Save to save the data

A warning message on popup screen informs that cancellation will be filed in an audit file. Click to
confirm transaction (Fig. 71).

Click on Done to exit the screen.

L




Maintain Bank Accounts

11.4.1. Receipt Payment to Scl|

11.4.2. Deposit Receipts

~ Bank Accounts -

Click on a bank account to select

[ Add New Bank Account

11.4.3. Directly into Bank Acct

11.4.5. Journal Entry

11.4.6. Delete Transaction:

11.4.7. Re-Process Deleted It

11.4.8. View Audit File

11.4.9. View Cancelled Cheq

Deposit Books
|

*Bank

] Account | * Number ] COA

popular bank

Cheque Account 12212121212 800

y Bank Deposit ] Other Pavmet |

Figure 73: Cancel Deposit slip 1

popular bank Cheque Account 12212121212

- Book Details

Book Description

] First No ] Last Number I

book 1

Click on an item to edit or sele:

45

Maintain Deposit Slips I

250 | Title for this Book: |book 1

» -
Cancel Items between : 45 D

Date: [EiiE/06/16 ~| |
Number to be Cancelled: Cancel a Document Number

Reason for Cancellation

Figure 74: Cancel Deposit slip 2

Edit Bank Account Details

Remove Bank Account

Maintain Cheque Series

Maintain Deposit Books

Print Bank Account List

Done

“# To cancel an unprocessed voucher click on Petty Cash Payments (Menu 11.4.13 or alternatively

11.1.2).

« Click on Maintain voucher numbers (Fig. 75).

« Select a Petty cash book and click on Unused Voucher Number (Fig. 76).

o Onthe insert cancel screen select the cancellation date; enter the cancelled number and the
reason for cancellation in the input (Fig. 76).

« Click on Save to save the data

- Awarning message on popup screen informs that cancellation will be filed in an audit file. Click to
confirm transaction (Fig. 71).

Click on Done to exit the screen.
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l 11.4.11. Cheque Payments

Numb l Descrinti R bl Float ‘ 1.4.12. Direct Payments from Bank
Lt Sscapon Ssponsbe 2L Add New Petty Cash Account |
810 general co 500

1.4.13. Petty Cash Payments

Edit Petty Cash Account | I

11.4.14. SGB Salary Payment

i Maintain Voucher Numbers | |

11.4.16. Print a Receipt

Click on an account to select the account

Make Petty Cash Payment | Done

Figure 75: Voucher deleted 1

'meherNumbeﬁ‘—
: - — —

' | Cancel Items for Vouchers : 3_

Petty Cash Youcher Series

general

S Book: 3to 75 Date: IIUSH? LJ I X
Number to be Cancelled: | Cancel a Document Number
Reason for Cancellation

Figure 76: Petty Cash voucher deleted 2

2.4.2 View Cancelled cheques (Menu 11.4.9)
“f Click on cancelled cheques to view the cheques listed (Fig. 77).

« Click on View all or filter per year and per month

é o Click on Print to print a hardcopy.

o Click on Export to Excel to copy the data in an MS Excel file.

Click on Done to exit the screen.

Select Month 5 Prrt
r—Ll (¢ Cument You "_ Show Al Dore
| T Previous Yew Export to Excel
Date User Name Cheque Nusber Account  Reaton ——ﬂ

' 2011/03/37  Commtmpets 10260 600 updated actourt - new cheque

Figure 77: View Cancelled Cheques
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2.4.3 View cancelled items in Audit File (Menu 11.4.8)
“f To view all cancelled documents click on View Audit File (Fig. 78).

— » Select All. OR
é - Select any of the following: Receipts / Cheques / Petty cash Vouchers / Deposits
« Click on Print to view a printscreen copy.
= Click on the printer icon to print a hardcopy.

Click on Done to exit the screen.

p
11.4.6. Delete Transactions Print Audit File

11.4.7. Re-Process Deleted Items
@ al

11.4.8. View Audit File " Receipts " Cheques

(" Petty CashVouchers Deposits

11.4.9. View Cancelled Cheques

11.4.10. Manage Requisitions Print

Figure 78: View Audit File

2.5 Correct wrong transactions
Processed transactions can be corrected and re-processed in case of an error.

o The action depends on whether the item was included in a Bank reconciliation process.

o The type of actions is included in the following table:

Figure Menu on SA-SAMs When to use
2.5 Select a transaction (11.4) For wrong transactions:
Fig. 79 -82 2.5.1 Delete a Transaction (11.4.6) Before bank reconcilliation

FOLLOWED UP BY

Fig. 83 -85 2.5.2 Re-Process Deleted Items (11.4.7) | Must be done after every deleted
transaction
Fig. 86 -87 2.5.3 Journal Entry (11.4.5) After bank reconciliation

Fig. 88 -89 2.5.4 Audit File (11.4.8) Reprocessed items to view

o Please note that NO transaction can be deleted after the bank reconciliation has been done.

o Deleted transactions for direct into/from bank will NOT appear in the re-process deleted items.

2.5.1 Delete a transaction (Menu 11.4.6)
[tems can be corrected in 11.4.6 & 11.4.7 before Bank Reconciliation

“f Click on Delete a Transaction and click on the Type of Item to Reverse (Fig. 79).

& < Filter transactions by month or click on show all.

< Select the year and click on OK to list the transactions.

] &
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o Click on the item to view the item’s General Ledger transactions.

< Select an item and click on Recycle This Item.

o For transactions with Recon status of YES: User Warning will appear to inform that this was

already deposited. The deposit must be reverse deposit before deleting the transaction (Fig.
80).

o For transactions with Recon status of NO: A User Warning will appear to inform that this
action is final and will be re-processed from the start (Fig. 81).

o Asecond User warning appears to inform that the deleted item will be logged in an audit file
(Fig. 82).

< The transaction will be removed from the list after clicking on Yes.

Click on Done to exit.

Select Type of Item to Reverse Filter Items by Month and Year
(" Cheque Payment (& Receipts (" Petty CashPayment (" Deposits Select Month: I :I' Show All
¢ Direct Receipts into Bank " Direct Payments from Bank Select Year: |2013 V] oK [Current Year)
Select Item to Reverse

Date | Account I Item | Doc No | Amount | Trans No I Recon I

2013/01/30 book 5 Receipt 2005 750 23 No

2013/02/04 book 5 Receipt 2002 150 3 Yes

2013/02/04 book 5 Receipt 2001 400 2 No

2013/02/12 book 5 Receipt 2004 400 Dire... -
2013202212 book 5 Receipt 2003 350 4 Yes Recycle this Item

All items deleted
are placed into an
audit file for the
auditors. Cheques,
receipts. petty
cash payments
and deposits must
be re-processed
using the same
item number.

Done

Click on an item to see the related General Ledger Transactions

General Ledger Transactions

Date [ Trans No I Credit Amount | Debit Amount | COA [ Sub Acc I Description I
201340212 4 350 22 2 Sport Activities
2013/02/412 4 350 999 0 Suspense Account

Figure 79: Deletion of Financial Transaction

2013/02412 book 5 Receipt 2003 350 4 Yes

g B
User Message M

This receipt has already been deposited. You must first reverse the
deposit before you can delete the receipt.

Figure 80: Warning that action was processed and needs to be reversed

v s (1P

i 3
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[

Date

Account Illem I Doc No I Amountl IRecon

Trans No

201340219

book 1 Deposit 45 500 3] Nao

»
User Question?

e |

FB:Q This

—

from scratch.
Are you sure you want to continue?

action CANNOT be undone. You will have to re-process this item

Figure 81: Warning that action cannot be undone

p
User Warning

e o]

Tk

This action will be logged to an audit file. Are you sure you want to
DELETE this financial transaction?
Select yes to continue and NO to stop this action.

o =]

Figure 82: Warning that action cannot be undone

3.4.2 Re-Process Deleted Iltems (Menu 11.4.7)
The incorrectly processed items (deleted in 3.4.1) MUST be re-processed in this screen.

“M Click on Re-Process Delete Iltems to list deleted items (Fig. 83).

Click on an item to be corrected.

&v » Click on Process this Item.

Correct the items by completing all necessary lines and click on save (Fig. 84 & 85).

Click on DONE to exit the screen

11.4.1. Receipt Payment to School

11.4.2. Deposit Receipts

11.4.3. Directly into Bank A

11.4.5. Journal Entry

11.4.6. Delete Transactions

11.4.7. Re-Process Deleted Items

Account/Book
book 1

Date Rev Doc No
2013706416 45

Item Type
Deposit

Click on Item to Re-Process

Number of Items waiting for Processing: |1
Process this Item

Figure 83: Process Deleted Items

7
.//
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B Process Deleted Items

Click on Item to Re-Process

Number of Items waiting for Processing: |1

Date Rev I Account/Book I Item Type I Doc No
2013/06/16  book 1 Deposit 45
Bank Deposits
Select Deposit Book | _] Transaction Date (¢ Current Year " Previous Year
Transaction Morih | E l201308n6 v [2012/0818 <]

Tick the items that you would like to deposit
Rec Book ] Receipt No I Date | Deposit Type IAmoun! | From |
1 2002 2013/02/04 Cheque 150 mathers

| n

Figure 84: Example of re-processing a deleted deposit

[ Process Deleted ltems ' 28

Click on Item to Re-Process

Number of Items waiting for Processing: |27

Date Rev | Account/Book | Item Type I DocNo =~
2010/03/02  SKOOLFONDS Receipt 91301 g |

Receipts System Date : 2013/06/16 g

Receipt Details

Select Receipt Book: I‘E.P"I]DLFDr-JDE; _, HeceiptTotaI::l FleceiptNo:
T S A = e i R RS | peepe e Fo o o

Figure 85: Example of re-processing a deleted receipt

2.5.3 Journal Entry (Menu 11.4.5)
After Bank Reconciliation, incorrectly allocated item can be corrected with journal entries.

“# Click on Journal Entry to open capture screen (Fig. 86).

=

Journal Numbers are automatically generated and start at number one.
Select the correct financial period

o Select the Transaction Month, the year and transaction date.
Complete the Reason for Journal option.

Select the general ledger account using the Account Selected option.
Enter an amount and select if Debit or Credit entry.

o If account 700 Debtors Accounts Learner was chosen, the Grade, Class and Select Learner
options may be used.

Click on Accept Processing Details.
o The journal will be listed at the bottom.

Repeat the procedure starting from Account Selected.

- ','ﬂ
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o Line items may be removed by clicking on the line item, and by clicking on the Remove Line
Item button

« Once completed and in balance, click on Save Journal.

« Click on Next Journal to continue processing the next journal. OR

e Click on View/Print Journals to view or print all processed journals OR
Click on Done to exit the screen.

rnal Entry
~Journal Details

; Journal Number [4 Select Transaction Month |February -

Feason for Joumal |account corection

" Curent Year |BfE/02/28 v] " Previous Year [3;]1 2/02/01 _J |2013/02/28

Processing details

Account Number: 013|000 Account Selected |01 3/000 Allocation Stationery LI
Joumal Amount: 1400.00 " Debit & Credit
XO)- Top aj | entry. the | | entry must have matching Debit and Accept Processing Details |
“M™ Credit entries. Select t 700 for | i I

{Optional iter) Load Archived Leamers ]
Grade: v Accounl:[ Class: | L] Leamer: I LJ
GL Account | Department ] Debit ] Credit I

View/Print Journals Remove Line Item | Next Joumnal | Save Journal Done

Figure 86: Journal Entry

2.5.3a View / Print Journals
“f Click on View/Print Journal at the bottom of the screen (Fig. 86).

= Journals can be listed/viewed per selected account, per account number (at the top) or all

& transactions (at bottom). (fig.87)

o Search also by entering a key word / number and select account by nhame, by account
number or deleted item.

- Enter the year and date and click on GO.

« The selected journal entries are listed.
» Click on Journal Reports to print selected list of journals.
« Filter the period as for the current or previous years.

- Filter the journals per month, per account or month and account.

Click on Done to exit the screen.




[~ Select Account Search ptions

Select Account: | _Ll

or enter @ Search Text: |
Account Number: GO
Filter by Month  |None > YEAR: " In&ccountName ¢ By TransactionMNo ¢ Deleted Items

Date ' Acc I Sub Accl Doc No | Description I Debill Credit| Source | T~
20111243 224 a J184 Laboratory 2000.00 Jin: REGSTELLING VAN ... 24 ‘
2011/0310 21 1 J144 Full Fees 4065.00 Jm: KIND VERLSAT SKO... 19=
2011/06/21 900 1 J147 Other Creditors 104581.65 Jm: UITSTAANDE SKOO... 27 ‘
2011/08/25 700 1 J157 Debtor Account 1825.00 Jin: KT AANGWEND TE... 20—
2011/08/21 21 1 J160 e . Lov L 4
2011/09/23 21 1 J161 Print Journal Transactions Reporg - n
20111109 21 1 J164 ——
20111100 21 1 J165 Year
2011/11/28 21 1 J166 " Print transaction for specific month
Az 2 1 J68 , ; i
201112/08 21 1 J176 " Print transactions for a specific account & Curent Year
201112/08 21 1 J176 z : i
T o 5 1 e " Print transactions for a specific account and month o Rievntsyaat
201112/08 21 1 77 : :
01112431 242 1 185 Account to Print Manth to Print
2011/08/22 23 10 J156 _] I
2011112/08 700 1002 J17
2011412/08 700 1016 J17
2011/08/30 700 1036 J162
2011/11/08 700 1063 J164

2011/05/23 700 1038 J146
amimes1  Fan. 110k RN Nehtar &eeanmnt ____BOANNn e - NEPOSITA RFRSTF 2
< | 1 3

Account Budget + Account Balance - ~ Budget Reconciliation
Debit ] | Credit | I Debit I l Credit I Underl ]Dver [ l

I Journal Reports I & CurentYear ( Another Year Show &ll Transactions | Done

Figure 87: View / Print Journal Accounts

3.5.3 View Audit File (Menu 11.4.8)

This forms the Audit Trail feature within finances
< Click on View Audit File to open this screen

& « Select any of the options (Fig. 88)
» Click on Print for a Print preview (Fig. 89)
< Click on the printer icon to print hardcopies.
Click on Done to exit

Print Audit File . |

@« Al

" Receipts (" Cheques |

(" Petty CashVouchers ¢ Deposits

Print I

AUDIT FILE
Item Type  Transaction No  Transaction Date Account No Sub Acc No Book Item No Credit Debit  Reversal Date Usi
Deposit 6 201300215 EEE] [ book 1 45 500.00 0.00 201308016 e
i 800 559 book: 1 45 0.00 500.00 6 C=
25 EEE] [ book 1 45 1500.00 0.00 e
800 EEE] book 1 45 0.00 1500.00 e

'. ’ k] I’
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2.6 Monthly Bank Reconciliation (Menu 11.6)

the bank as statement supplied by the bank, and the corresponding amount shown in the schools own
ooks. Such differences may occur when a cheque has not been cashed or any other transaction not
been recorded on the bank statement or an error occurred either at the bank or the school. It may
be necessary to go through and match every single transaction in both sets of records since the last
reconciliation, and see what transactions remain unmatched

SA-SAMS : School Administration and Management System
11.6. BANK RECONCILIATION SUB MENU

@: Bank reconciliation is a process that explains the difference between the bank balance shown in

11.6.1. Heconcile Bank Statement to System Transachions

11.6.2. Print Bank Reconciliation per Statement

11.6.3. View Reconciled Items and Transactions

11.6.4. ¥iew List of Bank Statements on System

11.6.5. ¥Yiew Details of Bank Entnies
Figure 90: Bank Reconciliation sub menu

Figure Menu on SA-SAMs When to use
Fig. 90 2.6 Bank Reconciliation (11.6) Must
Fig.91 2.6.1 Reconcile Bank Statement to System Transaction (11.6.1) be done on monthly basis
Fig.92 2.6.2 Print Bank Reconciliation per Statement (11. 6.2) be done on monthly basis
Fig.93 2.6.3 View Reconciled Items & Transactions (11.6.3) If required
Fig.94 2.6.4 View List of Bank Statements on System (11.6.4) if required
Fig.95 2.6.5 View Details of Bank Entries {11.6.5) If required
Fig. 96-97 2.6.6 Print Outstanding Cheques (11.7)
Fig. 98-99 2.6.7 Print Cash on Hand (11.8)
__—hg. 100-101 2.6.8 View Cashbook (11.10)

2.6.1 Reconcile Bank Statement to System Transaction (11.6.1)

“# Click on Reconcile Bank Statement to System Transactions (Fig. 91)
» Select Bank Account and the last day of the month.

- Enter Statement Number and closing balance on the statement (on the last day of the month
only) and select infout of funds.

« Click on Go
o In case of a lost Cheque in the list of items, select and click on Reverse Stale/Lost Cheque

» Select an item ONLY to reconcile it against the same item in the statement (eg. Direct Deposit,
Deposits, Direct from Bank and then the cheque nr that went through, etc.)

< Do this for EVERY ITEM that appears on both your system and on the BANK STATEMENT
« When complete click on Process Reconciled Items
Click on DONE to exit the screen

« &
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| Select Bank Account: |p0pular bank : Cheque Account : 12212121212 L, 800 Select Date of Statement: |,_1_| 3/02/28 _j |2013/02/28

New Statement Number: 22 Enter Closing Balance onthis 5 | cinds ¢ Out of Funds 2000000 GO

Existing Statement Number: | L] Statement:
| TICK the items that you _tlave Il_:vca.teq on your balnk statement Reverse Stale/Lost Cheque | Cash Book Balance:
and now wish to this 21450
Date l Item I Number | Debit&mount I Creditimount | Statement | Outstanding Deposits
V12013702112 Direct Deposit book 5: 2004 400 22 l'—m

[12013/02/05  Direct Receipt Received: McM... 1050 i 5 2
Outstanding Direct Receipts

1080

Outstanding Cheques

Dutstanding Payments
0
Balance to Reconcile
1450

Process Reconciled ltems 1

Bank Statement Items
Bank Statement Closing Balance:

2000000

Difference between bank
statement and cash book

1980000

Please process statement items
that do not display on left via
the transaction menu

Next I Done I

Figure 91: Reconcile Bank

2.6.2 Print Bank Reconciliation per Statement (11.6.2)

“# Click on Print Bank Reconciliation per Statement (Fig. 92)
e Select Bank Account and the Statement Number.

e Click on Print to print a hardcopy of the summary statement.

Click on DONE to exit the screen

Select Bank Account:|popular bank : Cheque Account : 12212121212 _Ll 800 Select Statement Number: | EZERIENEEE] -
Details of Bank Reconciliation Bank Details

1 Opening Cash Book Balance 20000.00 _~| ICLEVEFIKIDS HIGH
2 Receipts Cash Book 1450.00 [As at 2013/02/28
3 Less Payments Cash Book 0.00

Sub Total 21450.00 |popular bank
4 Balance as per bank statement 2000000.00 1212 [1212
5 |Add Deposits outstanding
6 Add Direct Bank receipts outstanding 1050.00 ICheque Account

Sub Total 2001050.00

12212121212

7 Less Direct Payments cutstanding
8 Less Cheques outstanding 0.00

Sub Total 0.00
9 Balance as per reconciled bank statement 2001050.00

Difference 1979600.00

Details of Outstanding Items
QOutstanding Cheques
Cheque No Payee

6 Outstanding Direct Bank Receipts

2013/02/05 1050.00 _ Print Done

Figure 92: Details of Bank Reconciliation (Report)

- ."
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2.6.3 View Reconciled Items & Transactions (11.6.3)

“f Click on View Reconciled Items & Transactions (Fig. 93)
- Select Bank Account and the Statement Number.

= All transactional items that are reconciled in this statement are listed.
« Click on Print to print a hardcopy of the summary statement.

Click on DONE to exit the screen

Select Bank Account: |p0pulal bank : Cheque Account: 12212121212 j 200 Drate of Statement: | 2013/02/28
O '@ Closing Balance: 2000000

List of t tions/items iled against thiz bank statement Click on a column heading to sort by that column.

Select Statement Number: [22: 201 3/02/28 =1 [

Trang Type Date Drebit Credit Tranz Mo Description =]
Bank Deposit 20130212 400.00 5 Direct Deposit

< [ [}

Amount on System not Reconciled: |1080 Amount on Statement not Reconciled: | 1378550 PFrint | Daone |

Figure 93: View Transactions that was reconciled

2.6.4 View List of Bank Statements on System (11.6.4)

“M Click on View List of Bank Statements on System (Fig. 94)
« Select Bank Account to list all bank statements.

{ | - To Edit a Bank Statement balance, enter the Statement Number.
& < Click on Print Grid to print a hardcopy of the summary statement.
< Click on Save Changes.

Click on DONE to exit the screen

] A o
-
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Staternent Number
22

[mm b I ) IR R R I

P PR Y
Wk = o |

Staternent D ate
2013/02/28

Figure 94: Bank Statements listed

Cloging Balance |+ |
200000000, |

2.6.5 View Details of Bank Entries (11.6.5)
(| This list all transactions (deleted and other) that were conducted through the Bank account.

=

Click on View List of Bank Statements on System (Fig. 95)
Select Bank Account and select the starting and end date for listed items.

Click on GO.

Click on DONE to exit the screen

Click on Export to Excel to copy data in an Excel File.

Select Bank Account: |popular bank : Cheque Sccount - 12212121212 j GO

Details

Staternent Date: |2013/02/28 -
2M3/02/28

Clazing Balance: R 2000000

Clear/Cancel

Frirt Girid

Enter Statement Mumber to Edit

=

| Save Changes |

Click on Print Grid to print a hardcopy of the summary statement.

-
|

. Start D ate End Date
Select Bank Account: | J | J
2 e 2013401701 201340301
|p0pular bank : Cheque Account : 12212121212 ﬂ Select dates ta view entries:
|2013/0 /0 ENEXE

Drate Tranzaction D ebit Credit Diescription Method D acurnent Recaol
Open Bal
2013401401 1 0.00 20000.00 Opening Balance on Acc 800 OpenBal
2013/02/05 7 0.00 0.00 DELETED DELETED | DELETED
2013/02/05 7 0.00 0.00 DELETED DELETED DELETED
201 3402/05 =] 0.00 200.00 Received: bk azter Diirect Direct Receipt Ma
2013/02/058 ] 0.00 200.00 Received. bchdaster Drirect Direct Receipt Mo
201 3/02/05 =] 0.00 650.00 Received: tchdazter Drirect Direct Receipt Mo
2013/02/M12 =] 0.00 400.00 Received: Skith Direct Depos R2004 22
2013402/19 -] 0.00 0.00 DELETED DELETED DELETED
2013/02/28 25 0.00 0.00 DELETED DELETED DELETED

0.00 21450.00
-21450.00
4 | 3
Ew=port ta S Excel | Print Grid | Done

Figure 95: Bank Entries per selected period

W
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2.6.6 Print Outstanding Cheques (Menu 11.7)

“f  Click on Print Outstanding Cheques (Fig. 96)
e Select a month to list items.

& « Click on Print and then OK.

< Click on the Printer icon to print a hardcopy (Fig. 97)

Click on DONE to exit the screen

i

-ge - '
11.6. Bank Reconciliation Print Outstanding Cheques - |
11.7. Print Outstanding Cheques ~ Select a month
11.8. Print Cash on Hand Month: [FEETER =
11.9. Print Statement of Investment . S
" Print l Done
o e o o |
Figure 96: Print outstanding cheques
Outstanding Cheques
School- CLEVER KIDS HIGH SCHOOL January 013
Account Cheque No Description Amount Date Processed

Total Outstanding

Figure 97: Example of outstanding cheques report

2.6.7 Print Cash on Hand (Menu 11.8)

“f Click on Cash on Hand (Fig. 98)
 Select a month to list items.

& « Click on Print and then OK.

< Click on the Printer icon to print a hardcopy (Fig. 99).

Click on DONE to exit the screen

11.5. Debtors and School Fees 1

-
Print Cash on Hand

11.6. Bank Reconciliation —

Select a month

11.7. Print Outstanding Cheques _]

Month: |February

11.8. Print Cash on Hand

1.9. Print Statement of Investment

Figure 98: Print cash on hand

] A e

:1 ‘ qBC of... Financial Assistant-



School- CLEVERKIDS HIGH

Cash on Hand

February 2013
Book Receipt No Description Amount Date Banked

1 2001 CJ Carriers 400 00
2002 mathers 150.00

2003 Botha C 350.00

2005 Mala 750.00

2006 MM Botha 2300.00

Total Outstanding 3950.00

Figure 99: Example of print cash on hand

2.6.8 View Cash Book (Menu 11.10)

il C|ICk on View Cash Book (Fig. 100).
Select the correct bank account.

"

Select a date to view all the transactions on that day. OR

Select a month and select the specific type of transactions to list for the month.

Click on Print Cash Book and then select the following option (Fig. 101).

o Select to print Entire Grid or Print Specific Rows and select the rows.

o Click on OK to print a hardcopy

Click on Export to Excel to copy data in an Excel File.

Click on DONE to exit the screen

(* Cash Book Balances:

Select Bank Account to View: ||30|3u|al bank : Cheque Account : 12212121212

j |SDD Select Date of Cash Book
to view
Open Bal as at 2013/2/01 Receipts Payments Clozing Balance
20000.00 145000 n.oo 21450.00

Prirt Cash Book. |

A detailed view of the receiptz and payments can be seen on the View Detailz of Bank Entries page under the bank reconciliation section

Select Month to view reconciled and unreconciled individual Transactions: -

(" Cheque Detail: " Direct Bank Payments Bank Deposits " Direct Bank Receipts " Receipts Dione
Cash Book as at 2013/02/28
D ate Transaction Dehit Credit Source Document Fecon Mo

1

2

3

4 |Bank Receiptz

5 |23Mmzs 8 1050.00 Direct

G

Figure 100: Current Finance Year Cash Book
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Grid Print Options sl

i~ Select a Print Option

7 Print Specific Rows

Start Row: ] End Row: |

Figure 101: Print Options for Cash Book

2.7 Monthly and Annually Financial Statements

This section contains financial statements such as Trial Balances, Income statements, Statement of
investment, Export and printout functions.

Figure Menu on SA-SAMs When to use
2.7 View Financial Statement (11.11)

Fig. 102 2.7.1 Actual Receipts & Payments (11.11.1) Before payment is done (see
available funds on budget)
On request

Fig. 104 -105 2.7.2 Monthly Income Statement (11. 11.3)

Fig. 106 2.7.3 Detailed Year to Date Statement (11. 11.4)

Fig. 107 2.7.4 Annual Statement (11.11.5)

Fig. 108 2.7.5 View Trial Balance (11.11.13)

Fig. 109 2.7.6 Balance Sheet to Date (Menu 11.11.14)

Fig. 110-111 2.7.7 WC Balance Sheet to date (Menu 11.11.16)

Fig. 112 2.7.8 Printout WCED043 (Menu 11.11.17)

2.7a View Financial Statements (Menu 11.11)

SA-S5AMS : School Administration and Management System
11.11. FINANCIAL STATEMENTS SUBMENU

11111 Actual Heceiptz and Payments [Shows what has |

beenreceived.andpatdl .o D010, T (s (et B Wt Aemmds

11.11.3. Monthly Income Statement ‘ 11.11.13. View Trial Balance

11.11.4. Detailed Year to Date Statement 11.11.14. ¥iew Balance Sheet

11.11.5. Annual Statement

11.11.16. Balance Sheet to Date [Western Cape ONLY]

11.11.17. WCED 043 Printout [Western Cape OMLY)

Figure 102: Financial Statement Submenu

.,'
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2.7.1 Actual Receipts and Payments (Menu 11.11.1)

This can be used to check the available balance (Difference) before any payments are made. Over
expenditure is NOT a good financial practice.

“f Click on Actual Receipts and Payments (Fig. 103)

e Select the Month, the Year and click on Go.

& o This report on the budgets, income and expenditure per month / year to date and total for year.
e Click on Print Grid and then on OK to print a hardcopy.

e Click on Export to MS Excel to copy data in an Excel File.

Click on DONE to exit the screen

to View:

Select a Month February

" Previous Year

¢ Curent Year

Export to MS Excel

Print Grid

Done

Item Description

Month : February 2011

Actual

Budgeted

Difference

Actual

Year to Date
Budgeted

-

Difference

021/000
Allinc

011/000
012/000
013/000
014/000
015/000
016/000
017/000
018/000
015/000
021/001
021/002
021/003
021/004
021/005
021/006
022/001
022/002

AnnnAn

RECEIPTS

Money Received directly into 010 accounts
Debtor account receipts

Allocation Recurrent

Allocation Textbooks

Allocation Stationery

Allocation Maintenance

Allocation School Food Nutrition

Allocation Expanded Public Works Programm
Allocation Subsidy to Grade R (Educators)
Allocation Subsidy to Grade R (Recurrent)
Allocation Adult Basic Education

Full Fees

Partial Exemption Fees

Other Fees

PRE PRIMARY SCHOOL FEES

PREVIOUS YEAR SCHOOL FEES

PRE PRE GELDE VIR VOLGENDE JAAR
KERMIS

ATLETIEK UTNODIGINGS

AT A AR

470.21

-312487.21

6130.20

-687350.

312017.00

-700.00
-400.00

50.00

2243.90

700.00
400.00

-50.00

-2243.90

681220.50

-700.00
-400.00

50.00

27000.00

2243.90

Figure 103: Actual Receipts and Payments

2.7.2 Monthly Income Statement (Menu 11.11.3)

Income shows the amount raised compared to what was budgeted, Expenses shows the actual payments

compared to the budget. Variance is the remainder funds (Balance) for the year.

“f Click on Monthly Income Statement (Fig. 104)

e Select the Month to View and click on Go.

& e Click on Print Grid and then on OK to print a hardcopy.

« Click on Export to MS Excel to copy data in an Excel File.

Click on DONE to exit the screen

3806000.00

3806000.

-2243.




INCOME | EXPENSES YEAR |2013
Totals
Acc Mo | Subfec Description Raized Budget Wariance  * || INCOME
011 000 Allocation Recumrent
o2 ooo Allocation Textbooks 1250.00 -1250.00
013 000 Allocation Stationery EXPENSES
014 ooo Allocation Maintenance 200.00 -200.00
L1 ooo Allocation School Food Mutrition 400.00 -400.00
016 1111 Allocation Expanded Public Works Progri NETTEROFIT/M D55
oz oo Allocation Subszidy to Grade B [Educator:
LT} oo Allocation Subszidy to Grade B [Recurrenl
019 000 Allocation Adult Basic Education Filter
0 0oo School Fees Select Year to View
021 oo Full Fees 12650.00 -12650.00 B Fenae
021 a0z Partial Exemption Fees EO0.00 -500.00
021 003 Other Fees 0.00 0.00
022 000 Fund Raising Select Month to View
nz2z2 oo Fete
nz2z2 ooz Sport Achivities 350,00 -350.00 :"
nz2z2 003 Concerts
022 4 Dance s |
023 ooo Other Income
023 001 Irvestments [ Yearto Date
023 ooz Tuckshop
023 003 Dizpozal of Assets
023 o4 Extra Curricular Tuition - -
023 005 Dionor Funding Print Grid
023 a0e Rental of School Froperty
023 oo Sale of Goods and Services | Export to Excel
023 ana Qther Fund R aising [eg Tours) -
P | » |— Dake |

Figure 104: Income Statement: Income

Income Statement

INCOME i YEAR 2012
Totals
AccMo | Subdce No Description Actual Budaet Varance  ~| | INCOME
110 ooo Tuckszhop Purchaszes 5400.00 540000 |
120 ooo Fund Raising Costs
130 ooo Sundry Income Costs EXPENSES
210 ooo Municipal Services
230 0oo Other LSM - [non stock items]
METT PROFIT/(LO55

240 ooo Office 5tationery [ )
260 0oo Personnel Expenditure: Educators
260 ooo Personnel Expenditure : Hon Educators ]
280 0oo Other Expenses Filter
280 0m Accounting Fees Select Year to View
280 002 Auwards ™ Prewious Year
2a0 003 Bark Charges
280 004 Cleaning M aterialz & Current Year
280 005 E_ntertglnment Select Month to View
280 00& First Aid
280 ooy Ingurance :‘v
280 aons Office Machines - rentalz G0
280 009 Cutdoor Activities
2a0 oo Security
280 o1 Telephone I Yearto Date
2a0 mz2 Training
2a0 03 Tranzport

5400.00  5400.00 AT

Export to Excel
-

P » |— Dot | |

Figure 105: Income Statement: Expenses




2.7.3 Detailed Year to Date Statement (Menu 11.11.4)

Income shows the amount raised compared to what was budgeted, Expenses shows the actual payments
compared to the budget. Difference is the remainder funds (Balance) for the year.

“f Click on Detailed Year to Date Statement (Fig. 106)

< Select the Month to View, select a year and click on Go.

& e Click on Print Grid and then on OK to print a hardcopy.

« Click on Export to MS Excel to copy data in an Excel File.

Click on DONE to exit the screen

Select a Month to View:

Select Year to View:

February

Accoun
t

;] 2013 L]

Item Description

Export to MS Excel

Print Grid

Done

Month : February 2013
Raised Budgeted Difference

Year to Date

Raised Budgeted

-

Difference

011/000
012/000
013/000
014/000
015/000
016/000
017/000
018/000
019/000
021/001
021/002
021/003
022/001
022/002
022/003
022/004
023/001
023/002
023/003
022/004
023/005
023/006
023/007
023/008

<

Allocation Recurrent

Allocation Textbooks

Allocation Stationery

Aliocation Maintenance

Allecation School Food Nutrition

Allocation Expanded Public Works Programm
Allocation Subsidy to Grade R (Educators)
Allocation Subsidy to Grade R (Recurrent)
Allocation Adult Basic Education

Full Fees

Partial Exemption Fees

Other Fees

Fete

Sport Activities

Concerts

Dance

Investments

Tuckshop

Disposal of Assets

Extra Curricular Tuition

Donor Funding

Rental of School Property

Sale of Goods and Services

Other Fund Raising (eg Tours)

TOTAL INCOME

600.00 -600.00

200.00
400.00

-200.00
-400.00

650.00 -650.00

0.00

350.00 -350.00

2200.00 0.00 -2200.00

1250.00

200.00
400.00

11450.00
600.00
0.00

350.00

14250.00 0.00

-1250.

-200.
-400.

-11450.
-600.

-350.

14250,
%7
» I—’

égf... Finan

Figure 106: Income and Expenditure
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2.7.4 Annual Statement (Menu 11.11.4)
The Annual Statement for the whole year that could be presented to the AG.

~ & Click on annual Statement (Fig. 107).

< Click on OK to print a hardcopy.

Click on DONE to exit the screen

CLEVERKIDS HIGH

L] 7

11 13 Total
October December Yo

5
Bpril

3
Tuly

]
ugust

1 2 3 4
Teceipts Janusry | February Warch

Hay Tuns

hoution Revarment
lhoution Texmooks LT o)
loaztion Seationery

20|
00|

e =) 1mm

LT

=)

oo mennes - =)

S o e
Scre Cucier Tusn

Do Funieg

R e S ey
e o Gonte w0 Eeices
e P Rk (3 T

£
anm

1M
1285000
owm

ey

Total Recsipts| 12,0600 220000 120000

Total

January | February Warch

May June

Figure 107: Annual Statement

2.7.5 View Trial Balance (Menu 11.11.13)

“f Click on View Trial Balance (Fig. 108).

< Select the Month to View, the year and click on GO.

&‘ < Click on Print Trial Balance and then on OK to print a hardcopy.

= Click on Export to MS Excel to copy data in an Excel File.

Click on DONE to exit the screen

t 7
-

QBC of... Financial Ass

p)

e

istant ’



General Ledger Account Listing with Balances

Aco Sub Description
o 000 INCOME

ma 000 Allocations

o011 000 Allocation Recurent

oz 000 Allocation Textbooks

m3 000 Allocation Stationerny

014 000 | Allocation Maintenance

o5 000 | Allocation School Food Mutrition
me 000 Allocation Expanded Public \Works Programme
mv 000 Allocation Subsidy to Grade R [Educators)
g 000 Allocation Subsidy to Grade R [Recumrent]
] 000 Allocation Adult Basic Education
020 000 Income [Projected)

021 000 |School Fees

021 001 Full Fees

021 002  Partial Eremption Fees

0 003 | Other Fees

022 000 Fund Raising

nzz2 001 Fete

0z2 002  Sport Activities

022 003  Concerts

022 004 Dance

023 000 | Other Incorne:

023 001 | Investments

023 002 Tuckshop

023 003  Dizposal of Azeetz

023 004 | Ewxtra Curricular Tuition

023 005  Donor Funding

023 00 Rental of School Property

023 007 |Sale of Goods and Services
023 002  Other Fund Raiging [eq Tows]

Cat
INC
INC
INC
INC

INC
INC

INC
INC

INC
INC
INC
INC
INC
INC
INC
INC
INC
INC

INC
INC

INC
INC

INC
INC

Debit Amount

Credit &mount | |

1250.00

200.00
400.00

12650.00
E00.00

350.00

Figure 108: Trial Balance

2.7.6 Balance Sheet to Date (Menu 11.11.14)
Y Click on Balance Sheet to Date (Fig. 109).

~

Select the Month to View, the year and click on GO.

Click on Print Balance Sheet and then on OK to print a hardcopy.

Click on Export to MS Excel to copy data in an Excel File.

Click on DONE to exit the screen

Balance Sheet Accounts

Total Debit Amount

E3450

Total Credit Amount

E3450

Difference

]

Wiew trial balance as at
the end of:

—

& Curent Year

7 Previous Year

2013

Frirt Trial Balance
Export to Excel

Done

Group
ASSETS

Fized Azsets

IFvestments

Irventaries

Accounts Receivable
Other Current Azzets

EQUITY and LIABILITIES
Capital Accounts

Long Term Liabilities
Provizions

Suspense

Account details

Fixed Assets

Furniture & Fittings

Other Fired Azsets

Abza Bank 940490049
General

Pre primary

Inventories

Inventory

Text Books and LSM

D ebtors Account Learners
Debtors Take On Balance

Tokal Assets

Fietained Income Prior “ear
Fetained lncome Current vear
Long Term Loans

Accounts Receivable and Provisions
Other Creditors

Provigion for Bad Debts

Fieceiver of Revenue

RofR PAYE - Creditor

Fioff UIF - Creditor

Foff S0L - Creditar

Staff Benefitz - Sundry Creditors
Medical Aid - Creditar

Penszion / Provident Fund - Creditor
Suszpense Account

Tokal Liabilities

Balance

-25758.08
-44135.59
-28324.15

587093

-3291288.75
-204840.00

-3660317.50
7H8E355.69
2883216.73
0.00

1000.00
23066

-1046.88
-20.69

-7a02.50
366182707 | ~

Total Assets

-3EE0ITTE

Total Liahilities

3eE1827.07

Difference

1609.57

[check take on balances]

Yiew balance sheet
as at the end of:

* Current Financial r'ear

 Previous Financial Y'ear

2011

Frint Balance Shest
Export to Excel

Done

Figure 109: Print Balance sheet to Date

. y [V
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2.7.7 WC Balance Sheet to date (Menu 11.11.16)
“f Click on Balance Sheet to Date (Fig. 110).

=

Click on DONE to exit the screen

Print = o—

Select the Month and click on Go.

Balance Sheet Date-

Date: | /01731 = ]

Print l

Done

Click on Print and then on OK to print a hardcopy (Fig. 111).

11.11.16. Balance Sheet to Date [Western Cape ONLY)

11.11.17. WCED 043 Printout [(Western Cape ONLY)

Figure 110: Print Balance sheet to Date

Balance Sheet as at 30 January 2013

ASSETS

MNON - CURRENT ASSETS
Fieed Assets

Inwestments

CURRENT ASSETS

Accounts Receivable

Total assets

EQUITY AND LIABILITIES
CAPITAL AND RESERVES

Capital Accounts

CURRENT LIABILITIES
Provisions

SUSF

Total equity and liabilities

Tazks On Balsnces

Neotes

2012

-234730.50

-B4571.25

-180119.12

-BEG173.20

BEG172.20

-1100963.70

117485450

1170544.50

T332

-104141.20
30210.00

1100963.70

H

Figure 111: Example of a printed Balance sheet to Date

o
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2.7.8 Printout WCEDO043 (Menu 11.11.17)
The following financial quarterly report is applicable to the Western Cape schools.

“f Click on Printout WCEDO043 (Fig. 112).

&

Click on DONE

e Click on Print WCED 043 and then on OK to print a hardcopy.

to exit the screen

- Select the Month, the year and click on GO.

o The Help Info informs schools that the total of all bank balances to be captured

Select a
Quarter:

{31 March

__J " Current Year
v
" Previous Year

GO

Help Information

Print WCED 043 Done

Wes-Kaap Onderwrysdepariement
Westem Cape Educasion Department
1Sebe leMiundo leNtshona Koloni

Indicate with X:
|

Name of Institution:

Sect 21

QUARTERLY REPORT

CLEVERKIDS HIGH

Non-Sect 21

EMDC:

Indicate if applicable vt X:
»

EDIT

Jan - March
Report for Quaner
a

Jan - March
Actual : To Date
b

|s_|4|

Annual Budget Budget less Ac
c d=c-b

Expenses

Bi |Text and oher books

B2 |Local Purchases

B3 | Municipal Services

B4 |Unscheduled Mantenance

B5 |Personnel : Educators + Circular 117
Personnel : Non-educators

B7 |Hoste! Expenses

B3 |Oer Expenses

B9 |Teaching Assistant Pilof Project

C NETTINCOME:C=AlessB

4600.00

4600.00

Bank: Recon

égf... Financial Assistant

Balance : BANK STATEMENT

- |Less cheques + payments outsianding

+ | Plus deposits + bank receipis outstanding
Difierence

0.00
1050.00
0.00

DECLARATION BY GOVERNING BODY CHAIRPERSON AND TREASURER
| hereby declare that fhe above information and calculagions, to the best of my know

of this institution.

Balance : CASH BOOK

v x 1P

§

21450.00| CHAIRPERSON SIGNATURE : Name & Sumame

And

Tal




_I " Current Year
A
" Previous Year

Select a |31 March

i GO Help Information Print WCED 043 Done

Westem Cape Educasion Department QUARTERLY REPORT
iSebe leMiundo leNtshona Koloni

Name of Institution: CLEVERKIDS HiGH EMDC:

Indicaie vith X: Sect 21 Non-Sect 21 indicate i applicable vath X: T
ellow spaces | ¢ ‘

|>Lv—‘

EDIT Budget less Acual EsSmate: Rest of Year Vanance
d=c-b € fzd-e

Bi | Text and other books

B2 |Local Purchases

B3 |Municipal Services

B4 |Unscheduled Maintenance

B5 |Personnel : Educators + Circular 117

Expenses

BS |Personne! : Non-educaiors
B7 |Hoste! Expenses
B3 |Omer Expenses
B9 |Teaching Assistant Piot Project
C NETTINCOME:C=AlessB -4600.00 -4600.00 0.00
Balance : BANK STATEMENT ) TREASURER
- |Less cheques + payments outsianding » e best of my knowsedge, is a vue refiecion of the fnancial acivites
Plus deposits + bank receipts outstanding
Difierence
Balance : CASH BOOK TREASURER SIGNATURE : Name & Sumame =

Bank: Recon
-+

Ll

Figure 112: WCED Financial Quarterly report

é« 2.8 Printouts and export functions
Figure Menu on SA-SAMs When to use

2.8.1 Other Reports

Fig. 113 -114 2.8.1.1 Print Statement of Investment (11.9) SGB for AG and Annual Audit
Fig. 115 2.8.1.2 Total Fees Raised to Debtor Acc (11.4.12) (on request)
2.8.2.1 Export expenditure (11.12) (on request)
Fig. 116
2.8.2.2 Export Budget (11.13) (on request)
Fig. 117
2.8.2.3 Quick export functions (11. 14)
Fig. 118 2.8.3 Transaction Printouts ( 11.16) On request
Fig. 113 2.8.3.1 View receipts (11.16.1)
Fig. 113 2.8.3.2 View Cheque Payments (11.16.2)
Fig. 113 2.8.3.3 View Petty Cash Payments (11.16.3)
Fig. 113 2.8.3.4 View Bank & Petty Cash Deposits (11.16.4)
Fig. 113 2.8.3.5 View GL Tranactions (11.16.5)
Fig. 113 2.8.3.6 View Journal Entries (11.16.6)

: A
7

| )
¢
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2.8.1.1 Print Statement of Investments (Menu 11.9)

Y@ Click on Cash on Hand (Fig. 113).
« Select a date to print a statement.

& e Click on Print and then OK.

< Click on the Printer icon to print a hardcopy (Fig. 114).

Click on DONE to exit the screen

Print

11.7. Print Outstanding Cheques
Statement of Investment Date -

11.8. Print Cash on Hand Date: /02/28 =

11.9. Print Statement of Investment

Print ‘ Done

11.10. View Cash Book |

Figure 113: Print Statement of Investment

Statement of Investments
CLEVERKIDS HIGH

as at 28 February 2013
popular bank

1212
1212

Cheque Account

Account number 12212121212

Rate of interest on investmeant - 0.00 %

Current balance as at 28 February 2013 21450.00
Account opened on 20121015

Grand Total 21450.00
Itis hereby declared thatthe above information is true and correct.

I & VAN BLERK B G BARNARDT

Principal Chairperson SGB
2013/06M17 2013/06M17
Dated Dated

Figure 114: Print Statement of Investment

2.8.1.2 Total Fees Raised to Debtors Accounts (Menu 11.11.5)

The total amount raised by the debtor accounts is summarized per debtor.
Y@ Click on Total Fees Raised to Debtors Accounts (Fig. 115).
- Select a month, year and click on GO.

& < Click on Print Grid to print a preview.
S Click on the Printer icon to print a hardcopy.

Click on DONE to exit the screen

4 . y [1'p
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Fl':;tal Amount Raised to Debtor Accounts per Income Account

i

Select Month: |February

=

Print Grid | Done I
¢ Current Year " Previous Year
Account | Description Month Total | YeartoDate | TotalforYear |
021/001  Full Fees 10800.00 12000.00
021/002  Partial Exemption Fees 600.00 600.00
0.00 11400.00 12600.00

This grid displays the total amounts that were raised against debtor accounts. Journal entries and other corrections against these
amounts can be viewed in the detailed ledger of each individual account.

Figure 115: Total Amount Raised per Debtor

2.8.2 Export data

This is for exclusive use of exporting financial data to SA DMS system and has 2 export functions: Export
Expenditure and Export Budget

2.8.2.1 Export Expenditure (Menu 11.12)

“M Click on Export Expenditure to xml file. (Fig. 116).
e Select a year, month and click on Create Export.

Click on DONE to exit the screen

5 @ Ll 1.11. Yiew Financial btatements
e,

4 11.12. Export Expenditure (xml
%g Select a Year for Export: | v [ > 2 i

Select month for export data: v 1.14. Quick Export Options (Excel)

11.13. Export Budget (xml)

L tion Selected

Your survey file is located in the path:

Location: Browse

C:AExportD atat2013S chool300011501 expl anuary.xml

L 11.16. Transaction Printouts

E——

You can select a new location for the export file by selecting the relevant option above. If you want to place the file
directly onto a disk in your a:\ drive or your CD drive, please insert the disk before you select the drive.

11.19. Year End Functions

Create Export | ] Done |

<< MAIN MENU

Figure 116: Export Expenditure

: A
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2.8.2.2 Export Budget (Menu 11.13)

@5@.

Click on Export Budget to xml file. (Fig. 117).

Select a year, month and click on Create Export.

Click on DONE to exit the screen

Select month for export data: |&nnual

Solect

4

11.12

Export Expenditure [xml)

11.13. Export Budget (xml)

1.14. Quick Export Options (Excel)

Your survey file is located in the path:

Location:

C:AExportD atah 20135 chool300011501 bud. xml

You can select a new location for the export file by selecting the relevant option above. If you want to place the file

directly onto a disk in your a:\ drive or your CD drive, please insert the disk before you select the drive.

Create Export |

Done

Figure 117: Export Budget

Nl 11.16. Transaction Printouts

11.19. Year End Functions

<< MAIN MENU

2.8.2.3 Export Expenditure & Income and /or Budget (Menu 11.14)

& .

Select a year, month

Click on Quick Export Options to excel file. (Fig. 118).

Select Expenditure & Income or Budget or Both.

Click on Print Balance Sheet and then on OK to print a hardcopy.

Click on Export to MS Excel to copy data in an Excel File.

Click on DONE to exit the screen

bR

Actual Income + Expense Account Listing

Acc
om

oo
011

oz
03
o014
05
06
oy
o8
k]
020
01

01

01

01

o2z
o2z
o2z
o2z
o2z
023
023
023
023
023
023
023
023
a3

. Financial Assistant

Sub
000
000
000
000
000
000
000
000
000
000
000
000
000
0m

ooz
003
000
0m

ooz
003
004
000
0m

ooz
003
004
005
00&
007
nnge

Description
INCOME
Allocations
Allocation Recurrent
Allocation Textbooks
Allocation Stationery
Allocation M aintenance
Allocation School Food Mutrition
Allocation Expanded Public “Works Programme
Allocation Subsidy to Grade B [Educators]
Allocation Subsidy to Grade B [Recurent]
Allocation Adult B asic Education
Income [Projected)]
School Fees
Full Fees
Fartial Exemption Fees
Other Fees
Fund R aizing
Fete
Sport Activities
Corcerts
Dance
Other Income
Investrments
Tuckzhop
Dizpozal of Aszets
Estra Curricular Tuition
Donar Funding
Fental of 5 chool Property
Sale of Goods and Services
Mther Fond Raizinn len Taorsl

Cat
INC
INC
INC
INC
INC
INC
INC
INC
INC
INC
INC
INC
INC
INC
INC
INC
INC
INC
INC
INC
INC
INC
INC
INC
INC
INC
INC
INC
INC
INF

Amount

Budget

Figure 118: Export Budget / Income & Expense

y [P

§

Monthly options

Select month to view:
| -

" Export Inc/Exp
" Export Budget

i Export Both
 Annual Budget

ear

&+ Current Year

" Previous Year

203

Expoart to M5 Excel
Print Grid

D one




2.8.3 Transaction Printouts (Menu 11.16)
Printout and viewing functions is available for the following:

— Figure Description
& Fig. 119 2.8.3.1 View receipts (11.16.1)
Fig. 120 2.8.3.2 View Cheque Payments (11.16.2)
Fig. 121 2.8.3.3 View Petty Cash Payments (11.16.3)
Fig. 122 2.8.3.4 View Bank & Petty Cash Deposits (11.16.4)
Fig. 123 2.8.3.5 View GL Tranactions (11.16.5)
Fie. 124 2.8.3.6 View Journal Entries (11.16.6)

2.8.3.1 View Receipts (Menu 11.16.1)
“f Click on View Receipts (Fig.119)

- Select to list receipts per Receipt Book or Book & Number or Month.
‘, - Select the Receipt Book (and number if applicable) to view receipts from that book.
& e Select the Month to View and the year.

- Select also for Deposited receipts or Not Deposited receipts or leave blank for all.

< Click on the OK button to display all available receipts.

» Click on the Receipt Reports to display the following options for printing:

= ...specific month = ...specific day or period
= ...receipt book = ...per description for a period
Print receipts for
= ...specific receipt book & month Select start & end period.
Select book & month to print

e Click on Print and then OK.

Click on DONE to exit the screen

: A
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Information for receipt book : book 5

Receipt book to view Slip Number to view
[book 5 ~
Select Month to View

[ ~| - I

@ CurentYear (" Previous Year YEAR

* Receipt Book
" Receipt Book and Number

" Print receipts per description for a period

Start End
2013/06/18 ~ 2013/06/18 ¥
Receipt book to Print Month to Print

Year

@ Current Year
" Previous Year

" Month

Click on a Column Heading to order by that column |

*Date I Source [ * Amount [ Method I * Book I *Rec... I Trans No l Deposit

2013/02/... CJ Carriers 400 Cheque book 5§ 2001 2 No (" Print receipts for specific month

2013/02/... mathers 150 Cheque book 5§ 2002 3 No e Pint tetr isceint baok

2013/02/... BothaC 350 Cash book 5 003 4 No e ORI S

2013/02/... SMith 400 Direct Deposit book 5 2004 5 Direct D: ¢ Print receipts for a specific receipt book and month
2013/01/... Mala 750 Cash book 5 2005 23 No P < 2 s

2013/02/.. MM Botha 2300 Cheque book § 2006 26 No Prink receipts for specific day or period

PRINT Receipt Reports including daily report

Total Receipts: 4350

Figure 119: View Receipts

2.8.3.2 View Cheque Payment (Printout) 11.16.2
“f Click on Cheque Payments (Fig.120)

"

Select the Month to View and the year.

Select to list receipts per Bank Account or Bank Account & Month or Month.

Select the Bank Account to view from.

Click on the OK button to display all available details on the Cheques and if reconciled.

The total of the Cheque Payments balance is shown at the bottom of the page.

Click on the Print Reports to display the following options for printing:

Print cheque payments
reports for

= ..account

= ...specific month

= ...specific account & month

Select account & month to print

Click on Print and then OK.

Click on DONE to exit the screen

- ,&B: f... Financial Assistant
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Ch t for t: 940490049

Select a Year to view " Curent Year " Previous Year 2011 * Bank Account

Bank account to view Select Month to View " Bank Account and Month
| 940490049 ~ =] oK " Month

Click on a Column Heading to order by that column

* Account I *Date | * Cheque | * Amount I Payment | Reconciled | Trans...
940430043 e 2es 2440200 “ 3 No 24832
940430043 Print Cheque Payments Reports ‘ No 24821
940490043 —— — No 24316
940490049 Year No 22213
940430043 " Print cheque payments for a specific month No 21732
940430049 e A = - No 21728
940490049 Print cheque payments for a specific account @ Coneniyear No 20801
940430049 ¢~ Print cheque payments for a specific account and month -~ ; | No 20800
940430043 Previous Year No 24839
940430049 A : . No 24838
940430049 ceontohmt Month to Print No 20799
940490049 ~ | II 616 20797
Done I
\ =)

Print Reports Total Cheque Payments 278985.50 Done

Figure 120: View Receipts

2.8.3.3 View Petty Cash Payment (Printouts) 11.16.3
“f Click on View Petty Cash payment (Fig.121)

&

Select the Month to View and the year.

Select to list voucher per Petty Cash Account or PC Account & Number or Month.
Select the Petty Cash Account to view vouchers.

Click on the OK button to display all available details on the vouchers.

The total of the Petty Cash Payments balance is shown at the bottom of the page.

Click on the Print Petty Cash Reports to display the following options for printing:

Print Petty Cash = ...specific month = ...specific account & month
payments reports for

= ..account Select account & month to print

Click on Print and then OK.

Click on DONE to exit the screen

] A e
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- Petty cash payments for account: General

810 General ﬂ I _] oK " Month

Click on a Column Heading to order by that column

Select Year To View (" CumentYear  Previous Year 2011 % Petty Cash Account
Petty Cash Account to view Select Month to View " Petty Cash Account and Month

* Name of account | *Date ' * Amount | Description I *Woucher | TransNo

General 2011/02/08 250 Happy Cow diary 27

.
Print Petty Cash Reports

| Year

@ Current Year

" Print petty cash payments for a specific month
" Print petty cash payments for a specific account

" Print petty cash payments for a specific account and month ;
" Previous Year

Petty Cash Account to Print Month ta Print

\

Print Petty Cash Reports l Total Petty Cash Payments: 250

Figure 121: View Receipts

2.8.3.4 View Bank & Petty Cash Deposits (Menu 11.16.4)
“f  Click on View Bank & Petty Cash Deposits (Fig.122)

& « Select the Month to View and the year.

24840

Done

Select option Enter data

e Month = Select Month to View
Select one of the = Deposit Book = Deposit Book to View
following options e Deposit Book and slip | ® Deposit Book, Slip Number
and then complete number i
the data field: e Bank Account and month = Bank account to view, month

’ e Bank Account = Bank account to view
Pettv Cash

< Click on the GO button to display all available details of the transactions.
= The total of the Deposits balance is shown at the bottom of the page.

» Click on the Deposits Report to display the following options for printing:

Print Petty Cash = ...specific account

= ...specific account & month

payments reports for Select account & month to print

e Click on Print and then OK.

Click on DONE to exit the screen

L . i
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Deposit Information for bank account: 12212121212 for the month February

@ CurentYear ¢ PreviousYear YEAR |2013

Bank account to View Select Month to View
|1221 2121212 popular bank lJ IFebruary Ll " Month ¢ Bank Account and month
Deposit Book to view Slip Number to view " DepositBook ¢ Bank Account

I __] oK " Deposit Book and slip number ¢~ Petty Cash

: Click on a Column Heading to order by that column

*Bank Acc I *Date i "Amountl *Dep Book ! Slip No l Cash l Cheque l TransNo l Bank Re...
12212121212 2013/0212 400 Direct Deposit 5 22

Print Deposit Report

Year

" Print deposits for specific Account

" Print deposits for a specific Account and month & Ciirert ™y ear

" Previous Year

Bank account to Print Month to Print

= =l
Print

Deposit Report l Total Deposits: | 400 Print Deposit Details J Done

Figure 122: View Receipts

2.8.3.5 View GL Printout Transactions (Menu 11.16.5)
“M Click on View GL Printout transactions (Fig.123)

Select the Month to View / or none and the year (at the bottom).

Select option to list per Account name or Transaction Number or Deleted Iltems.
& « Select the Account or Acc Number to view. OR

« Select All Transactions (at the bottom of the screen)

< Click on the GO button to display all available details of the transactions.

- Asummary of the Account Budget, Account Balance and Account reconciliation is shown at the
bottom of the page.

« Click on the Print General Ledger Reports to display the following options for printing:

Print General Ledger = ...specific month = ...specific account & month

reports for
= ... specific account = ...transactions for the whole year

Select account & month to print
« Click on Print and then OK.

Click on DONE to exit the screen

] A o
-
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Select Account Search Options
Select Account: ]D‘IZ.-’UUUAIIoca!ion Textbooks LI
or enter @ Search Text: |
Account Number: (012|000 GO
Filter by Month [_l YEAR- " InAccountName ¢ By TransactionNo ¢ Deleted Items
Date IA I S| Doc No | Description i Di B2 | Source ] TransNo| ProcD ate I Operation l
2011/02/07 12 0 Ch10203  Allocation Textbooks 3. DBE Suppli.. 24833  2013/06/16  Gr5 books
2011/02/07 12 0 Ch10208 Allocation Textbooks 3. dbe books 24838 2013/06116  textbooks ar 7
e Y
Print General Ledger Reports
z 7 = Year
" Print transactions for specific month
2011
o 2 o
Print transactions for a specific account & Curient Year
¢ Print transactions for a specific account and month €. Pravicis Year
" Print transactions for the whole year
Account to Print Month to Print
Print
Account Budget - Account Balance  Budget Reconciliation
Debit | I Credit | I Debit |7|][]_n|] | Credit | | Under] IDver [ |
| General Ledger Reports I & CurentYear (" Another Year Show All Transactions [ Done |

Figure 123: View GL Accounts

2.8.3.6 View Journal Entries (Menu 11.16.3)
“M Click on View Journal entries (Fig.124)

< Select the Month to View / or none and the year (at the bottom).

< Select option to list per Account name or Transaction Number or Deleted Items.

& e Select the Account or Acc Number to view. OR

< Click on the GO button to display all available details of the transactions.

Select All Transactions (at the bottom of the screen)

- A summary of the Account Budget, Account Balance and Account reconciliation is shown at the

bottom of the page.

» Click on the Journal Reports to display the following options for printing:

Print General Ledger = ...specific month

reports per year for
= ... specific account

Select account & month to print

= ...specific account & month

= ...transactions for the whole year

e Click on Print and then OK.

Click on DONE to exit the screen
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Select Account Search Options

Select Account: I L] Search Tet [
or enter @ earch Text:
Account Number: GO
Filter by Month [‘F‘.M—L] YEAR- 2013 " InbAccountName ¢ By TransactionNo (" Deleted Items
Date [ Acc I Sub Acc I Doc ... I Description I Debit I Credit | Source | TransNo | Procl »
2013/04... 20 2 JB Nutrition Income 1540.00 Jin : wrong allocation 726 2013
2013/04... 210 1 J3 Office Stationery Expense 2786.90  Jmn: wrong allocation 723 2013
2013/04... 210 3 J3 Leamer Stationery Expense 2786.90 Jin : wrong allocation 723 2013
2013/04... 20 2 J4 Nutrition Income 390.00 Jm : wrong allocation 724 2013
2013/04... 20 3 J4 ghergerge 2310.00  Jm: wrong allocation 724 2013
2013/04... 20 5 J4 reygreware 840.00 Jm : wrong allocation 724 2013
_lo013/04 30 1n 14 _adoaer. \ 10,00 Jm: wrong allocation 724 2013
Print Journal Transactions Reports E Jm: wrong allocation 724 203
= Jin : wrong allocation 725 23
v Jin : wrong allocations 728 2013
ear 3 : f
o P ! o 1540.00 Jm : wrong allocation 726 2013
Print transaction for specific month 2013 Tir ki e ans 798 013
" Print transactions for a specific account &G b 4620.00  Jn : wrong allocation 726 2013
« Current Year ; ; [
(" Print transactions for a specific account and month e 188000 j:: g a:z:g :::gz:::g: gg gg} g
3 Jm : wrong allocation 726 2013
Account to Print Manth to Print 20.00  Jm: wrong allocation 726 2013
_] I _! 2282.00 Jm: wrong allocations 727 2013
| Jmn : wrong allocations 727 2013
12100.00 Jmn: wrong allocations 728 2013
I 770.00  Jm : wrong allocation 725 2013 _
2201 AN - Wreana allneatinn N 2ma2

b

Account Budget Account Balance Budget Reconciliation
Debit | | Credit | | Debit [ | Credit I Underl [Dver | |

| Joumnal Reports I & CurmentYear ( Another Year Show &ll Transactions | Done |

Figure 124: Journal Transactions Reports

2.9 Closing of financial year: Year-End Functions (Menu 11.19)

The system will not allow you to continue and start a new financial period if the existing financial period
is not closed. The financial period needs to be closed annually and all financial books, supporting
ocumentation made available for the annual financial audit.

o You have to be in the next financial year before you can open a new financial period.

o The Financial Period is from January to December of a calendar year.

The following table contains the menus to close a financial year and set a new one.

Figure Menu on SA-SAMs When to use
2.9 Year End Functions (11.17) Done in January of next financial year
Fig. 125 2.9.1 Write off debtor account (11.17.1) If applicable
Fig. 126 2.9.2 Process year end transactions (11.17.2) Every end of financial year
Fig. 127-128 2.9.3 New financial year (11.17.3) After closing.
Fig. 129 2.9.4 Delete archived data (11.17.4) After

] &
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2.9a Prepare for closing of financial year

< Ensure that your system date is correct and in line with the actual date.
< Make an external backup copy of the database before starting year end procedures.

9 o The system automatically creates a backup in the folder C:\Program Files\ SASAMS\ Backup
(ck._ when selecting Copy Database.

« Ensure that ALL entries up to and including December have been processed (Reconciled).

2.9.1 Write Off Debtor Account (Menu 11.19.1)

This is an optional procedure. Debtor amounts can be written off if so required OR left to roll over in the next
year as owing to the school.

“f Click on Write Off Debtor Account (Fig. 125)
- Select a grade and a transaction date.
& - Enter the amount to be written off next to each learner.
= Click on Process transaction.
< Click on Print Grid to print a hardcopy of the list.

Click on Done to exit the screen

Learner Account Balances
Select Grade: Date of Balance:  ‘ear End: ¢ Order by Learner Select Account for Write-OFf: 021 Jom
RAREGEER El € Drdder by Account Number 021/001 Ful Fees ~|
Account Learner Accession | Owing | “ite Off | Balance | |
1 Select Transaction D ate:
g a WA -
4
5
5 .
2 Process Trangactions
g
J RED indicates OVER
10 payment by debtor
11
12
13
14
15
16
7
18 Enter the amounts to
19 write off and
REMEMBER to print
20 before your process
21 your ransaction
22
23 Frirt Girid
24
25
26
a7 Dare

Figure 125: Process Year End Transactions

Ly . L

'\ ¥ U
. ,&Bcgf... Financial Assistant * ®

VS



2.9.2 Process Year End Transactions (Menu 11.19.2)
“M Click on Process Year End Transactions (Fig. 126)

- Select the year end and date (last day of the year) to be processed.
« Year-end balance on Account 998/000 is indicted and should be zero.
&. Tick each block next to a financial statement to confirm that printouts were made.
» Click on Year End Actions Confirmed and then click on Run Year End.
« Click on yes to proceed.

= The procedure makes a backup copy of the database and then takes 1 to 4 minutes depending on the
size of the database.

Click on DONE to return to the year-end sub menu

< You will be informed to open a new Financial Period and then all balances will be rolled over to 2013.

Process Year End Transactions || ' =

Select Year End to |201 1 v I Select Date for Processing Year End | 2011/12/31 L] [2011/12/31

Process
l2EI1 1

The Balance on your Take On Balance Control Account (9987000]) is : 0
[You cannot process your year end unless this balance is 0)

Compulsory Steps

Please confirm that a hard copy of each report has been printed and filed for the current financial year to be
closed:

v Income Statement v Cheque Payments
v Balance Sheet v Bank Deposits

v Joumal Transactions [V Receipt Information

v General Ledger Transactions
[V Petty Cash Payments

[v Budget Reports

[V Dutstanding Debtor Amounts have been written off where necessary | Year End Actions Confirmed |

Run Year End | Done

Figure 126: Process Year End Transactions
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2.9.3 New financial period on the system (Menu 11.9.3)
“# Click on New financial year (Fig. 127)

Click on Add New Period.

Click to confirm the dates of the new system (Fig.128)

Click on DONE to return to exit the screen

The following financial periods have been used on this system

Year ] Start M... l End Mo... l Closed l Date CIosedJ Year End Proc ]
2011 January Decem... Yes 201112/31 Yes
2010 January Decem... Yes 201012431 Yes
2009 January Decem... Yes 2008/12/31  Yes
2008 January Decem... Yes 200812/31  Yes

Close Period

Re-Open Period
Delete Period

Figure 127: View Financial Periods

Done

- Please select options for the New Financial Period

Year [R012 v Start Month |January End Month |December
¥ et g If your System Date is i t. pl
our system date is set as: [2012/12/13 reset this date in your Windows Control
Panel
Save | Done

Figure 128: New Financial Period

You are now ready to start processing entries for the next year.

[}
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2.9.4 Delete Archive Data (Menu 11.9.4)
This action cannot be reversed!

“f  Click on Delete Archive Data ( Fig.129)

« Select the year to delete.
@ o The program will not delete data that is less than two years old.
‘Ek e Click on Process Delete to confirm deletion.

« Confirm with all further Warning messages.

- To delete all data click on Delete All.

« Click on DONE to exit.

SA-SAMS : School Administration and Management System
11.19. FINANCIAL YEAR END AND ARCHIVES
e o FinancialE—-g‘”-
11.19.1. Write Off Debtor Accounts

11.19.2. Process Year End Transactions Only Financial Data that is more than 2 years old can be deleted.

. ) Itis a good idea to delete data that is no required in order to streamline the database transactions.
11.19.3. New Financial Year

11.19.4. Delete Archived Data 4“ Years to Delete

Select Year to Delete from Current Database | v

You will be deleting the following transactions: |1 to |8783 Process Delete |

Delete ALL finance data to restart

This action CANNOT be reversed and ALL financial data
will be deleted for ALL years _ DAl |
Done

Figure 129: Financial Year End and Archives

C. Summary

This module is a fully integrated financial system that enables institutions to maintain and manage their day
to day accounting practices and finances accurately.

o Itincludes functionalities to do daily finances such as payments, receipting, petty cash and
banking.

o This package also makes financial reporting much simpler and easier.
o This module needs to be maintained daily.

3.1 Quick reference of the sub-menus and their uses:
This module can be divided into 9 sections according to accounting practices:

2.1 To prepare the system for the financial year

2.2 Income (accounts and documentation)

2.3 Payments (accounts and documentation)

2.4-5 Cancel or re- process documents

2.6 Monthly Bank Reconciliation

2.7 Monthly and Annually Reports (bank statements, reconciled statements)
2.8 Printouts and Export functions

2.9 Closing of financial year

] &
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1.Set up and maintenance of the system

Accounting Practices Menu on SA-SAMs When to use
2.1 Prepare the system 2.1 System Setup (11.1) Initial Update
for the financial year v Annual
2.1.1 Set up Financial Period (11.1.1) y
2.1.2 Maintain Petty Cash Accounts (11.1.2)
o To set up accounting v New books
books: 2.1.3 Maintain Receipt Books (11.1.3)
v New books
e  First time 2.1.4 Maintain Bank Accounts (11.1.4)
New books
e Updates 2.1.5 Maintain Cheque Books (11.1.5)
New books
2.1.6 Maintain Deposit Books (11.1.6)
o Set up budget Once off:
e  First time 2.1.7 Select/ Change Chart of Accounts (11.1.7) | Prov
2.1.8 Maintain Chart of Accounts (11.2) v Add new account
*  Annual 2.1.9 Budgets (11.3) v Annual
2. Income (accounts and documentation)
Menu on SA-SAMS Financial practice/functionality When to use
2.2 Select a transaction (11.4)
2.2.1 Receipt Payment to Acknowledge payment received Daily

School (11.4.1)

2.2.1a Print a Receipt (11.4.16)

Acknowledment copy for client

(If applicable)

2.2.2 Deposit Receipts (11.4.2)

Money received that are
banked as a collective

receipted are | Preferably daily

2.2.3 Directly into Bank
Account (11.4.3)

Direct payment & EFT ba

Enter when
bankstatement / deposit
slip received

nking

2.2.4 Debtors & School Fees
(11.5) n/a for No Fee schools)

School fees received & billing

When received & monthly

Header | Description: Debtors and School Fees Function

2.4.4a Maintain School Fees (Menu 11.5.1) = Set up school fees per grade

5 4.4b Debtor Take On Balance (Menu 11.5.2) = Enter debtor balance for first time entering /
previous vears balance

2.4.4c Learner Billing (Menu 11.5.3) = Process of billing learners

2.4.4d School Fees Exemptions (Menu 11.5.4) = Setting of individual exemptions

2.4.4e Debtor Age Analvsis (Menu 11.5.5) = View of status on debtors per month

2.4.4f School Fees Collections (Menu 11.5.6) = School fees reports

2.4.4¢0 Learner Account Numbers (Menu 11.5.11) = _Selection of learners with account numbers

2.4.4h View/Print Learner Statement (Menu 11.5.12) = View / print learner and grade statements

2.4.4i View/Print Account Pavers (Menu11.5.13) = Viewing /print account pavers

2.4.4j Change Account Payers (Menu11.5.14) = Add account payers

2.4.4k Learners with No Acc Payer (Menu 11.5.15) = tl::c/:rfslearners with no assigned account

2.4.4l Archived Learners with Balances (11.5.16) = List of archived learners with balances

2.2.4m Customer Account Export (Menu 11.5.8) = Export link to Pastel

v 17p
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2.3 Payment /Expenses

The documentation involved is summarised below:

(11.4.12)

Menu on SA-SAMs Financial practice/functionality When to use
2.3a Select a transaction (11.4)
2.3.1 Cheaue Pavments (11.4.11) Pavment transaction doc For everv pavment
2.3.2 Direct Payment from Bank Money paid through bank transer Capture from bank

statement

2.3.3 Petty Cash Payments (11.4.13)

doc

order
Daily / small Payment transaction For every small payment

2.3.4 SGB Salary Payment (11.4.14

Direct payment & EFT banking Salary payment per month

2.4 Cancel unused transaction documents

These cancelled transactional documents will be logged in an audit file for future reference.

Figure Menu on SA-SAMs When to use
Fig. 69 & 70 | 2.4.1 Maintain Cheque Books (11.1.5 & 11.4.11) | Cancel cheque
Fig. 72 Maintain Receipt Books (11.1.3) Cancel receipt
Fig. 73 & 74 Maintain Deposit Books (11.1.6 & 11.4.2) Cancel deposit slip
Fig. 75 & 76 Maintain Petty Cash Acc (11.1.2 & 11.4.13) | Cancel petty cash voucher
Fig. 77 2.4.2 View Cancelled Cheques (11.4.9) When view list of items
Fig. 78 2.4.3 View audit file (11.4.8) When view cancelled items

2.5 Correct wrong transactions

Figure Menu on SA-SAMs When to use
2.5 Select a transaction (11.4) For wrong transactions:
Fig. 79 -82 2.5.1 Delete a Transaction (11.4.6) Before bank reconcilliation
FOLLOWED UP BY
Fig. 83 -85 2.5.2 Re-Process Deleted Items (11.4.7) Must be done after everv deleted transaction
Fig. 86 -87 2.5.3 Journal Entry (11.4.5) After bank reconciliation
Re
Fig. 88 -89 2.5.4 Audit File (11.4.8) Reprocessed items to view




2.6 Bank reconciliation

Fiqure Menu on SA-SAMs When to use
Fig. 90 2.6 Bank Reconciliation (11.6) Must
Fig.91 2.6.1 Reconcile Bank Statement to System Transaction (11.6.1) | be done on monthly basis
Fig.92 2.6.2 Print Bank Reconciliation per Statement (11. 6.2) be done on monthly basis
Fig.93 2.6.3 View Reconciled Items & Transactions (11.6.3) When required
Fig.94 2.6.4 View List of Bank Statements on System (11.6.4)
Fig.95 2.6.5 View Details of Bank Entries (11.6.5)
Fig.96-97 2.6.6 Print Outstanding Cheques (11.7)
Fig.98-99 2.6.7 Print Cash on Hand (11.8)
Fig.100-101 2.6.8 View Cash Book (11.10)

2.7 Monthly and Annually Financial Statements

Figure Menu on SA-SAMs When to use
2.7 View Financial Statement (11.11)

Fig. 102 2.7.1 Actual Receipts & Payments (11.11.1) Before payment is done (see
available funds on budget)
On request

Fig. 104 -105 2.7.2 Monthly Income Statement (11. 11.3)

Fig. 106 2.7.3 Detailed Year to Date Statement (11. 11.4)

Fig. 107 2.7.4 Annual Statement (11.11.5)

Fig. 108 2.7.5 View Trial Balance (11.11.13)

Fig. 109 2.7.6 Balance Sheet to Date (Menu 11.11.14)

Fig. 110-111 2.7.7 WC Balance Sheet to date (Menu 11.11.16)

Fig. 112 2.7.8 Printout WCED043 (Menu 11.11.17)
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2.8 Printouts and export functions

Figure Menu on SA-SAMs When to use
2.8.1 Other Reports
Fig. 113-114 2.8.1.1 Print Statement of Investment (11.9) SGB for AG and Annual Audit
Fig. 115 2.8.1.2 Total Fees Raised to Debtor Acc (11.4.12) (on reauest)
2.8.2.1 Export expenditure (11.12) (on request)
Fig. 116
2.8.2.2 Export Budget (11.13) (on request)
Fig. 117
2.8.2.3 Quick export functions (11. 14)
: 2.8.3 Transaction Printouts ( 11.16) On request
Fig. 118
2.8.3.1 View receipts (11.16.1)
Fig. 119 2.8.3.2 View Cheque Payments (11.16.2)
Fig. 120 2.8.3.3 View Petty Cash Payments (11.16.3)
Fig. 121 2.8.3.4 View Bank & Petty Cash Deposits (11.16.4)
Fig. 122 2.8.3.5 View GL Tranactions (11.16.5)
Fig. 123 2.8.3.6 View Journal Entries (11.16.6)
Fig. 124

2.9 Printouts and export functions

Figure Menu on SA-SAMs When to use
2.9 Year End Functions (11.17) Done in January of next financial year
Fig. 125 2.9.1 Write off debtor account (11.17.1) If applicable
Fig. 126 2.9.2 Process year end transactions (11.17.2) Every end of financial year
Fig. 127-128 2.9.3 New financial year (11.17.3) After closing.
Fig. 129 2.9.4 Delete archived data (11.17.4) After

3.2 “How to...” flow diagrams:

e How to set up a Financial System

» CE

eProv Chart of eFinancial eBank account *Set up Budget
Account period *Cheque book + series No
*Check system *Petty cash book + No
date *Receipt book + No
*Deposit book + No
- L J —

[ |

9
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e How to receipt money

11.4.1 I S
Recsipt payment to Direct payment into
school \l 1141 | Bank
/ | Delste receipts |
v
| 11.4.16 l [ 11.16.1 11.4.2 +.
I Print 3 receipt | View receipts Deposit mm o
-\
11.16.4
View Bank
e How to do payments
1141
Chegue A 2
A mt
Spitchegus petty Cash g; r::t Pt Sin

als

11162

11411

Cancel chegues View cheque

AR

, payments
. 114°% 117
View Canceled View Cutstanding
chegues, cheques,
8 . y [P
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Feedback/Contact Form

Your feedback is important to us. Please leave any comment that you want. If you are
struggling with anything in this module, please send us an email and remember to also
give us a number or email to contact you back with.

Contact Name:

Email Address:

Cellphone Number:

Version of SA-SAMS:

Operating System:

District / Province:

Comments / Problem Details:

Send Email
Contact Person Telephone Email
Carinne van der Westhuizen 0123573832 vanderwesthuizen@dbe.gov.za
Pauline Ramphele 0123573287 ramphele.m@dbe.gov.za

Lebogang Mveke 0123573396 mveke.l@dbe.gov.za



mailto:vanderwesthuizen@dbe.gov.za
mailto:ramphele.m@dbe.gov.za
mailto:mveke.l@dbe.gov.za
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