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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 School Information 11. Financial Aszzistant
2. Human Resource Information 12. Curriculum Related Data
3. Learner and Parent Information 13. Timetabling Assistant
4_ Leamer Listing 14. Physzical Besources
b Govemnance Information 15 Library Module
6. Standard Letterz and Forms 16. Security and Database Functions
¥. Export Data 17. Lunts Approval Module
8 Annual Hational Aszezzment

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)
é offered by the school
e 2 Educator details (2.1) and Staff details (2.3)
3ord Learner data (3.1.1), learners assigned to classes (3.1.5)
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)

2.1 To prepare the system for the financial year

BThis module can be divided into 8 sections according to accounting practices:

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 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

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)

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)
\ New books
e First ime 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 p Once off
e First ime 2.1.7 Select/ Change Chart of Accounts (11.1.7) | - Prov
2.1.8 Maintain Chart of Accounts (11.2) ' 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

(If applicable)
Preferably daily

Enter when bankstatement /
deposit slip received

11.5 Debtors and School Fees (if applicable)

For section 20 schools

5 14




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)

)

¢

: e

| o
[ — e

ABC of... Financial Assista




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

T [




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. System Setup 11.11. View Financial Statements
11.2. Maintain Chart of Accounts 11.12. Expot 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 School Fees

11.6. Bank Reconcihation 11.16. Transaction Printouts

11.7. Print Outstanding Cheques

11.8. Pnnt Cash on Hand

11.9. Print Statement of Investment 11.19. Year End Functions

11.10. View Cash Book << MAIN MENU

Figure 2: Financial Assistant Menu




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:

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

e Public schools can have only one account —

Maintaln BanisSCeeuli 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
* Maintenance of Cheque Book

- * Multiple Petty Cash floats are accommodated and
Maintain Petty Cash Account camieles

* Multiple Receipt Books may be input and are

Maintain Receipt Books rarialller

* 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. Set Up Financial Period 11.1.11. Maintain Bank Accounts
11.1.2. Maintain Petty Cash 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
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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 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 ime 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 p Once off
e First ime 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

=

Set up the financial year for the first time by selecting the Chart of Accounts prescribed by your province

User Message

"_"‘-I You do not have a current peried on your database.
LW Please enter your current year through the setup menu.

|

Figure 4: Period Warning

A warning screen (Fig. 4) indicates that the financial system was never used.
CxC)

as well as adding a new period annually after a completed financial year:

Y@ Click on Select /change Chart of Accounts (Menu 11.1.15) to select the provincial chart of accounts
(Fig. 5).




SA-SAMS : School Administration and Management System

11.1. MAINTAIN FINANCE SYS

Select Chart of Accounts =

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

Description |
[1 E astern Cape Chart of Accounts

Gereric Chart of Accounts

[[] Morthern Cape Chart of Accounts

[[]western Cape Chart of Accounts

TEM PARAMETERS

11.1.11. Maintain Bank Accounts

11.1.12. Maintain Cheque Books

11.1.13. Maintain Deposit Books

I';l1.1.15. Select/Change Chart of Accounts

Save |

# << Financial Azsistant Menu

Figure 5: Set up Chart Accounts

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

The following financial periods have been uzed on this system

Year Start ... | EndMa.. | Clozed | Date Clozed

2011 January Decemn.. Mo

|| 2010 January Decem.. Yes 200M12/3

“tear End Proc Cloze Period
I
o £dd Mew Period

Re-0Open Period
Delete Period

Done

Figure 6: View Finan

cial Periods

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

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

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

Ensure that your system date is set correctly (toda

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

y’s date should show)

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

Click on yellow Save button to save your inputs and click on Done to exit.

y V8
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“M Close Period is used to close the financial year (Fig. 6).

e 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)

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

Pleasze zelect options for the Mew Financial Period

Year (2012 - Start Month |Januam End Month |December
v ditisi ) If your System Date iz incorrect, please
our system date is set as: [201211212 reset thiz date in your Windows Control
Panel
Save | 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.

“M 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 Accounltls_- —

Bank Accounts

Click on a bank account to select

*Bank | Account | * Mumber | COa&

Edit Bank Account Details |

Remove Bank Account |

taintain Cheque Series |

taintain Deposit Books |

Pririt B ark. Account List |

L | | |

Figure 8: Maintain Bank Accounts

“M Add a new bank account to the system by clicking on Add New Bank Account.
e 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.

i
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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 Select in or out of funds (in overdraft).

e 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: |Ahsa Bank j Account Type: |Cheque Account j
I |
Branch Mame: [testing Branch Mumber: [
I Account Mumber: [123456789 Date Account Opened: [2012/12112 | 201241212
Interest Rate: 10 %% Last Bank Statement Mumber: [~
| Opticinal)

Balance Details

7 Cument vear " Previous vear
Transzaction konth: | j 2121242 - 207112412
Opening Balance: & InFunds ¢ Out OF Funds I

Cheque Humber Details
Firzst Cheque number in cheque zeries to be uzed on spstem: [Orly one cheques series can

be added to the spstem at a
Lazt Cheque number in cheques zeries to be uzed on spstemn: time]

Save | Done

Figure 9: Maintain Bank Account Details

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

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

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

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

e 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).

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

&y




2.1.3 Maintain Cheque Books (Menu 11.1.12)

“B  To add, edit or cancel cheque series click on Maintain Cheque Series to open a screen with listed
& series (Fig. 10).

———— T 1
Bank Accounts
Click on a bank account to select | add New Bank Account |
* Bank | Account * Mumber | COa&, - -
Abza Bank Cheque Account 1234567830 a00 Edit Bank Account Details |

Remove Bank Account |

Maintain Cheque Series l

Maintain Deposit Boaoks |

Frint Bank Account List |

= | | ymet_| o

Figure 10: Maintain Cheque Books

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

e 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.

Cheque Books Cheque Series Details
1234567890: Absa Bank : .
i Book - 1 to100 First chegue number in book that system ’7

musk Lze

Last cheque number in book that spstem

st use:

Save

The lagt cheque number uzed on the ’7
syzter in thiz zeries of numbers wasz

Click on a Cheque Series to Edit the Series

i Lancel Unused Cheque § Add New Series of Numbers | Done I

Figure 11: Maintain Cheque Numbers

“M To cancel cheque series click on Maintain Cheques Series

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

e See Section2.4.1.

| K o
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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).

= ey o, A——

Murnber | Description | Fesponsible | Float

| Add Mew Petty Cazh Account |

E dit Petty Cash Account |

F sintain Youcher Numbers |

Click on an account bo select the account

take Petty Cash Fapment | Dane

Figure 12: Petty Cash Accounts

Y Add a new Petty Cash Account to the system by clicking on Add New Petty Cash Account
o 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).

e 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.

e A user question will appear concerning the importance of the accuracy of the petty cash voucher
numbering details.

Click on Done to exit.

| |

Account Description: [ pety cash

Person Responsible: ||0hn doe

Chart Of Accounts: (570 o
Flaat Armount:
Balance Details
7 Current “ear " Previous Year
Ve el | | [z000/m821 | [2000/08/21  ~]

Current Balance:

“Woucher Mumbers

7 : : 5 . [only one zeries
First “Youcher number in this series to be used on the spstem: e

L X be added at a
Last Woucher number in this zeries ta be uzed on the swstem: time)

Save | Daone |

Figure 13: Maintain Petty Cash Accounts

[ i
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“/f Click on a relevant Petty Cash account to edit/update details and then click on Edit Petty Cash Account (Fig.
12).

o Edit/update the changed details (Fig. 13).
e Click on Save to save the data and click on Done to exit the screen

e Auser question 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).

(I

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

Petty Caszh Youcher Series

Details of Youcher Series

petty cash

o Book s 1t 100100 First Woucher number in series to be used ’7
o the spstem:

Last Woucher number in senies to be used ,7
ot the spstern:
Save
Last Woucher number i this series

that was used by the system:

Click on a series of numbers to edit the senes

Cancel Unuzed Wolcher | | Add Hew Senes of Mumbers I Daone

Figure 14: Voucher Numbers

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

e Click on Save to save your data.

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

e See Section2.4.1.

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)

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




| Receipt Books W - .

Receipt Book Humbers

Book Details
Book Description | First Mo | Last Mumnber |

Receipt Boak 1 1 933 Title far this Book: |Feceipt Baak 2

First Mumber in Book: 1000

Last Mumber in Book: 1339

Last Mumber Used: |0

[Leawve as zero if no numbers uzed in thiz book)

Save

Click on an item to edit or select

aintain Receipt Humbers | Remove Book | Add Mew Book | Done |

Figure 15: Receipt Books

Add a new Receipt book to the system by clicking on Maintain Receipt Books (Fig. 15).

e 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

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

“f Click on Maintain Receipt Numbers for cancellation of receipt vouchers.
e See Section 2.4.1 for cancellation.
‘i 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.

" = 3
s v T D, ==

& This action will be logged for the auditors. fire you sure you want to
¥' cancel this iter?

ves ||T|ll

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

e This will be available in the Audit File (menu 11.4.8).
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2.1.6 Maintain Deposit Book

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).

Bank Accounts

Click on a bank account to select | Add Mew Bank Account |
*Bank | Account | * Murnber | COA ] !
Ahsa Bank Cheque Accaunt 123456730 800 ELan seeallboishe |

Femove Bank Account |

Maintain Cheque Series |

M aintain Depozit Books |

Pritit B ank Azcount List |

. | | |

Figure 17: Deposit Books

Done |

“# Add a new Deposit book to the system by clicking on Maintain Deposit Books (Fig. 17).
e 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 W - - |

Abza Bank Cheque Account 1234567890
Book Details

Book Description | First No | Last Mumnber |

Deposit Baak1 1 3333 Title for this Book: |Depozit Boak 2

First Mumber in Book: |10000

Last Mumber in Book: |939949

Last Mumber Uszed: |0
[Leave as zero if no numbers uged in this book) |I
Save |
Click on an item to edit or select
b aintain Depozit Slps | Femove Book | Add Mew Book | Done |

Figure 18: Maintain Deposit Books
v 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.

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




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

e See Section2.4.1.

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).

Chart of Accounts

Account Listing Filter Accounts

Acc Mo | Sub A... | Description | T ake-On Debit | T ake-On Credit | Category = || Income Accounts
INCOME b

010 ooo Learner Fees 0.00 0.00 INC " Expense Accounts
010 oo Full School Fees 0.0 000 INC

a1 ooz School Fee After Partial Exemptions 0.00 0.00 INC |

020 000 State Subsidy 000 0on IMC LRellcconnty

030 000  Other Income 0.0 000 INC

030 om Donations 0.0 000 NG ||

030 ooz Mett Fundraizing 0.00 0.00 INC |5 4dd Income Account
030 003 Interest Received 0.00 0.00 INC

030 004 Mett Tuck Shop 0.0 000 IMNC

030 005  Rent Photacopies 0.00 000 MG Add Expense Account
030 00& Regiztration Fees 0.00 0.00 INC |

030 007 Administration Fee 0.0 0.00 INC

o30 ooz Outings Income 0.00 0.00 INC | R oD
030 003 Unifarrng Incorme 0.0o 0.0o INC

030 oo Ead Debts Recovered 0.00 0.00 IMC

030 011 Tuckshop 0.00 000 IMC
COST OF SALES

110 000  Tuckshop Purchases 0.00 oo cos

120 000  Fund Raising Costs 0.00 oo cos

130 ooo Sundry Income Costs 0.00 0.00 cos Enter Take On Balances
EXPENDITURE

palll oon Municipal Services oon oon ExP

230 oo Other LSH - [non stock items] 0.00 0.00 ExP

240 000  Office Stationery 0.0 000 ExP

250 000  Personnel Expenditure: Edu... 0.00 0.00 ExP

260 ooo Personnel Expenditure : Non._.. 0.00 0.00 ExP Frint

280 ooo Other Expenses 0.00 0.00 ExP

280 o Accounting Fees oon oon ExP

280 002 Awards 0.0 000 ExP

280 003 Bank Charges 0.0 000 ExP

280 no4 Cleaning b aterialz 0.00 0.00 ExP

280 Ui} Ertertainment 0.0o 0.0o ExP -

€ i r Done

Figure 19: Chart of Accounts

2.1.8a Add a New Account, Income Account or Expense Account
“f 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).

e 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

Aocount Categony: -

Add Mew
Frogramme: r | |
OR
Select Programme: | j
Income accounts where fees will be raised on learner

statements thould be added under the main programme
School or Learner Fees

Acocount Description: |

Account Mumber: I:":I

Opening Balance Tranzaction

Transaction Month: | ﬂ

" Current Year " Previous Year

[zmznziz =] ] [zo11m12m12 =]

Opening Debit: l:l Opening Credit: l:l

R ————

Account Fanges

Range | Category | D escription

1-85 IMC Ihcame

100-193 cos Cost OF Sales

200 - 497 ExP Expenses

500 - 510 Al Fetained Income

511 -549 CAPEMP Capital Emploped

5h0- 599 LTL Long Term Liabilities

600 - B43 Fl=a55 Fixed Sssets

BR0 - 635 ACCDER Accumulated Depre..

700 - 745 DEBTOR Dehtors

7A80-785 STOCK Stock

200 - 203 BAMK Bank Accounts

a10-a19 CasH Petty Caszh Floats

820 -895 CURASS Other Current Azsets

300 - 383 CREDIT Current Liabilities

390 - 334 WaT Walue Added Tax

995 - 939 SUSP Sugpense Accounts
Save Done

Figure 20: Add Account

2.1.8b Edit an Account

v Select the account to be edited from the Account List and click on Edit Account (Fig. 19).

e The account description is populated on the screen as shown in Figure 21.

e Edit the account description.

e Click on Save to save the data.

Click on Done to exit the screen.

Add Account

Account Categony: (MO

C |

OR

Select Programme: |

School or Leamer Fees

=

Income accounts where fees will be raised on learner
statements should be added under the main programme

Account Description: |Allocation Maintenance

Account Humber:

Tranzaction Month: |

" Current Year

=

" Previous Year

[z2013/0840 =]

Figure 21: Edit Accounts / Take on Balance

[zmosmenn x|

Opening Debit: Opening Credit:

Account Ranges

Range Category D ezcription

1-33 INC Income

100-199 cos Cost OF S ales

200 - 497 Ex=P Expenses

500 - 510 RI Retained Incame

511 - 549 CAPEMP Capital Employed

580 - 599 LTL Long Term Liabilitiez

B00 - B49 Flass Fired Asaets

650 - 699 ACCDEP Accumulated Depre...

700-749 DEETOR Debtors

¥50-739 STOCK Shock,

800 - 809 BAME. Bank Accounts

a10- 319 CAasSH Petty Cazh Floats

820 - 899 CURASS Other Current Assets

300 - 389 CREDIT Current Liabilities

990 - 994 WAT Walue Added Tax

935 - 939 SUsSP Suspense Accounts
Save Done
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2.1.8c General Accounts - Take on Balance

? i 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.
“M 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 B GRE OO L LR L L PR EE e ERPREE R

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
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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.
a

. 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 Itis 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).

e Select either the income or an expense account option.
Select the correct account to add a budget figure.
e 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
“M 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.
e View the report on the print preview screen.

¢ Click on the printer icon to print a hardcopy.

Click on Done to exit the screen.




yellow (Fig. 24).

Figure 23: Budget

Capturing the Annual Budget
“# On the Budget screen click on Annual Budget and enter the amount for the account in the field highlighted in

e Click on Save to save your data

&

1/
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Click on Done to exit the screen.

Add Annual Budget

Account Number [010 [om

INCOME 1 EXPENSES
Acc Mo | Subdce | D ezcription | 2013 Budget | 2012 Budget |
ma oo Learmer Fees
oo om wehenbi
oo ooz =ovhbyvosnigo
ell] ] State Subsidy 1072011
020 om State Subsidy Income 1021611 0
0z0 ooz Mutrition [ncorne A0400 0
0zn on3 ghergerge 0
oza 004 dfgdgdgd a
020 oos reygrewagre 0
030 0aa Other Income 102344
uch] am Donations Income 79614 a
030 onz Fundraizing Income 5050 0
i) o0z vihtktyhtr
030 004 Grade 12 Farewel Incorne
03n 05 Trip Income 7a00
a3a aog Lost Textbooks Income 5780
030 ooy Sci Bono Income 4000
uch] ans b athew Gonivwe Income
uch] ons Phata Incame
030 mo gdager

Category ||MC

Description |Full S chool Fees

Budget

Al Debit Annual Credit

Budget

Save

|

[Rand Amountz Only)

| Done

Figure 24: Add Annual Budget
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2013

* Current Financial ‘f'ear

(" Mext Financial vear

PROFIT (LOSS)

Budgeted Income

1174355

Budgeted Expense

1174355

Profit/[Loss]

I

Enter budget

" Monthly Budget

Input Budget

Printouts

Annual Budgets
tanthly Budgets

Done



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).
Click on Save to save your data

Click on Done to exit the screen.

Example 1:
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.
e Click on Yes to continue automation and on No to abort the automate sequence.

E.q. School fees to be received R60 000 over the course of the next 12 months.

Monthly Budget Amounts ——
Acc Mumber Descriplioanuu Schaool Fees | Categony

Jan Feb b ar apr b ay Jun Jul Alg Sep Ot Mo Dec
5000 5000 5000 5000 5000 5000 5000 5000 5000 5000 5000 5000

Total Budget (0000 I

Automate Monthly Totals ‘

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 S— -
-—-_ ‘ .- -
Aoz Mumber Description (b aintenance | Cateqary
Jan Feb ar Apr kday Jun Jul Aug Sep Oct oy Dec
10000 5000 i i) I
Total Budoet  [20000
Automate konthly Totals Save ‘ [Dane |

Figure 26: Monthly Budget Amounts for Particular Months




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
& 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 applicable for No Fee schoals)

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)

ke
2013 |" P “W"E '! Department:
it CURRENT FINANCIAL YEAR 2013 NORTHERN CAPE CHART OF w REPUBLIC OF SOUTH AFRICA

T

Basic Education

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

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

11.4.14. S5GB Salary Papment ‘

11.4.5. Journal Entry ‘

11.4.6. Delete Tranzactions 11.4.16. Print a Receipt ‘

11.4.7. Re-Process Deleted Items

11.4.8. View Audit File ‘

11.4.9. ¥iew Cancelled Cheques ‘

11.4.10. Manage Requisitions ‘ << Financial Assistant Menu

SA-SAMS : Department of Basic Education - South Africa A ] ewir |

Figure 27: Select a Transaction
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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.

“# 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.
e 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

e 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.

e 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).

o 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 Clickon

Click on Done to exit the screen.
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Receipt Details

Select Receipt Book: |t.cu3k5 j Receipt Total: 2300.00 Receipt Mo: | 2006

Tranzaction Maonth: |Februarm | Select Tranzaction Date: + CurrentYear  |2013/02M%2 | Transaction Date:

Maoney Received From: |MM Botha | ™ Previous Tear | 2072/02/01 2013/0218

Capturer: ||:D |

For. @ LeamerFees ( Other Banking Method: ¢ Cash " Cheque " Direct Deposit " Petty Cash

Processing Details =
Mot sure which account to use?

It t Mumnber:
FEoUnt umber m Syt Ty a Keyword Account Search:

Account Description: |T-"DD.-’DDD Debtaors dccount Learners J '@\ |
Aot 2300.00 Search
Receipt Description: |Betaling wir Skoolgeld | | Afrikaans |
Debtor language Accept Processing Details |

Payment Received from Debtor (Chutiamal Fiter]

Grade: |Graded | Account: [g32 Cla$$:|E|H j (RN L EAN DR A, L

GL Account | Debtor/Learner | Description Amounl|

Armnalnt .
Allocated l:l Remave Line ltem | Clear Farm | Save | Dane |

Figure 28: Receipting a payment for school fees

Receipt Details

Select Receipt Book: |book I} ﬂ Receipt Tatal: 750,00 Receipt Mo: [2005

I Tranzaction Month: |January w | Select Tranzaction Date: & CumentWear  |2013/01/30 | Tranzaction Date:
Money Received From: |Mala | ™ Previous Year | 201 2/01 /01 2013401730
L]
Capturer: |CW' |
ol Far " LeamnerFees ¢ Other Banking Method: & Cash (" Cheque " Direct Deposit " Petty Cash

Processing Details

(" B Mot sure which account to use?
User Question? —— i ;
Q S l _@\_ Try a Keyword Account Search.|

Search
ﬁ Would you like to print a receipt? ﬁ

Accept Processing Details |

Learner: 7

-
| [l Fiter)

Yes ‘ No |

GL Account Debtor/Learmer ] Description Amovnt |
012/000 Allocation Textbooks Gr 9 stationary 250.00
012/000 Allocation T estbooks Gr 10 stationary 400.00
700/000 Debtors Account Lear...  LOUWREMS, Eudric...  Payment for School Fees 100.00
A ¢
An;?:irt'led | Clear Farm | Mext Receipt | Save | Dane

Figure 29: Receipting a payment: Other
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| Receipt Details

Select Receipt Book; |book i} ﬂ Receipt Taotal: Receipt Mo:

I Tranzaction Month: |February v | Select Transaction Date: & CurrentYear  |2013/02/12 | Transaction Date:

Money Recaived From: |SMith | e ieviotisirear ,W‘
Capturer: |EW |

||| For " LeamerFees (" Other Banking Method: Cash ™ Cheque (+ Direct Deposit ™ Petty Cash
ISEEEEERRR—————NS——————————.

Direct Deposit &

Bank | Branch | Account | Mumber
popular bank, 1412 Cheque Account 1228442

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.
e Double click on a receipt and click on print on the print pop-up screen.
e 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
| Tranhsaction Mu... |

Cate | Receipt | Amount| Received from | Type

201340212 2004 400,00 SMith Direct Deposit 5
201340212 2003 350,00 BaothaC Cash 4
2013/02/04 2002 150,00 mathers Cheque 3
2013/02/04 2001 400,00 CJ Carriers Cheque 2

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

School Name: CLEVERKIDS HIGH
Date: 2M3/02412

Received from: Shdith

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

Type of payment: Direct Depogit

Account: Learner/Other: | Allocation Textbooks
Transaction Mumber: 5

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

School Signature:

Figure 31: Print a Receipt

K ¥
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2.2.2 Deposit Receipts (Menu 11.4.2)
“f Click on Deposit Receipts to setup the receipts for deposit (Fig. 32).

& Select the correct Deposit Book to generate the deposit slip number.

Select the Transaction Month and Deposit Date for the current or previous year.

o 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.

o 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 |book1 j Tranzaction Date  * Current Year " Previous Y'ear
| Tranzaction Manth |February ﬂ |2EI1 Sz ﬂ |2EI12£EI2£D1 J
Tick the itemg that you would like to deposit 2013/02/13
Fiec Book Feceipt Mo Date Deposit Type AmaLint Fram
340240 Cheque CJ Cariers
1 2002 Cheque 150 mathers
I 1 2003 2030242 Cash 350 Botha C |
[
| [
|
l
| |
l To remove an item from the deposit slip. remove the check mark next to the item. aceept for Deposit |
- Deposit Slip Totals
Depozit Slip Mumber |45 Bank Account |1 21212112 COA Murber |200
|| | Total ChequeValue [15q Tatal Cash Value [350 TOTAL (500
Mext/Clear Depozit | Save Deposit | Dane |

Figure 32: Bank Deposits

y V8




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.

o Please note that transactions directly into the bank can be captured EITHER in Direct into Bank Account

OR be receipted but not in both screens.

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

e Select a bank account and the correct financial period.

& 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.

e Click on SAVE to save the receipt entry.
Click on DONE to exit or click on Next / Clear Form to continue processing.

irect Receipt i

Transaction Details

Tranzaction konth: |Fehruar}l ﬂ {* Curnent Year 7 Previous “rear
Maney Received From: [McMaster | [2o13s02008 | [2mizimzon -]

Arnont: 1050.00

Proceszszing Details

Thiz form zhould only be uszed for transzactions on the bank statement that do not require receipts.

Select Bank Account: |popular bark : Cheque Account : 12212121212 | COA Mumber:

Trangaction Date:

2013402405

Fayment Description: |Deposit |

Not sure which account to use?
gecetniiiimbey m _‘@’_ Ty a Keyword Account Search:
Aceount Description: | 7004000 Debtors Account Learners -] LA |

Accept Processing Details |

Payment Made to Debtor {Dptional Filter]

Grade: - .t'-\ccount:| I:Iass;l ﬂ Learner: j
GL Account | Debtor/Learner | Description | Arnount |
021001 Full Fees zchool fee E50.00
0124000 Allocation Textbooks ar 9 boaksz 200.00
074/000 Allocation M aintenance broken window 200.00
Amount Allocated 1050 Remowve Line |term | Mext/Clear Form | Save Dane

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. Leamners and Account HNumbers

11.5.2. Debtor Take On Balances

11.5.12. View/Print Learner Statements

11.5.3. Learner Billing

11.5.13. View/Print Account Payers

11.5.4. School Fee Exemplions

11.5.14. Change Account Payer

11.5.5. Debtors Age Analysis

11.5.15. Learners with No 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
2.4.4b Debtor Take On Balance (Menu 11.5.2) - g f:lebtor E e e it e At
/ 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?“l'g? -z i B et i List of archived learners with balances
2.2.4m Customer Account Export (Menu 11.5.8) = Export link to Pastel

T [




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

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

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

e The fees are listed at School Fees per Grade.

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

o Enter the comments that will be printed on all the Learners statements. Bilingual text field is available.
e Click on Save to save the setting.

Click on Done to exit the screen.

ﬁsign School Fees to ead

| Select Gradeds School Fees Per Grade
ear (2011 - Grade | Fees | fear -
Grade R Grade 3 R4350 2m1
Grade 1 Grade 3 R3550 2o
Grade 2 Grade 3 R2750 2009
Schoal Fee Amaourt for
Grade 3 selected Grades Grade 4 R4350 2m1
Grade 4 Grade 4 R3550 2ma I
Grade 5 Grade 4 R2750 2003
g AL Gk REE 2
Grade 7 rade i
race Grade5  R2750 009 |
Grade & R4350 2011 =
| Grade§  R3550 20 |
Grade & R2750 2009
| Grade 7 R4350 2m1 ||
Save F Grade 7 R3550 2ma
_ seveFess | Grade7  R2750 009~
[ 4 | m 3 |
|| ~ Enter test to appear at the bottom of leaner statements |

Bank details - Use your leamer's name and grade as referencel

Altemative Afrkaans Text w

|| ' |BAMKBESOMDERHEDE: GEBRUIK ASE U KIND SE MaaM EMN GRAAD A5 VERWYSING.

Done
|

Figure 35: Assign School Fees to each Grade

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

e 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.)..




User Question? |£

! =
W Are you sure you want to continue?

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

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.
o To filter for learners select a grade and/ or class
& Learners can be listed per alphabetical order or in order of account numbers.
e Select account for transaction as 700 or 701.
e Enter the take on balance for each learner.
e 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

‘Debtor Take Cn Balanc

Leamner Account Balances

Select Grads: 0R Select Class: " Order by Account Number Select Account for Transaction: 0|0
- 8B " Order by L
! = E e [701/000 Debiors Take On Balance =]
Learners who do not appear on the list have already had opening balances entered
Accourt Learher Accession Take On Bal e e
12 1049 LOUWREMS, Eudrica aall 200000

201301/ ~

Process Transactions

Amount entered as Take On
Balance

—

Processed Balance

24000.00

Amount S To Process

-24000.00

IF learmer OWES money frar
previous vear then enter
amaount owing in Take On
Balance column nest to
learner's name. e.g. 400.00

If learner is in CREDIT then
enter a NEGATIYE amount in
the Take On Balance column
e.g. -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.

Eelect a Grala

[
Geusde §

Lok 100
G 11
e 12

Tttt Dt

l-'|,I BERT :|
{300 AT
7 Barwwasl Schnd P

& Morthly Sobood Fos

= O

Pt Tiaraadbie

Click on Process Transaction.

To list the learners click on a grade.

Reason for Billing is populated automatically with the account number.

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

= Monthly School fees or Other (Enter the fee in the Amount input box) .

Select All or select an individual learner by ticking off the relevant learners.

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

Fetpesins, b Billrng: [0 ﬂ\.ﬂm'lr-f:' "
hocourd Hunber [l o docount Selected [T 007 Fod Feee
Click om thes bearvens In b Billed [Gearte B St
Bt Wy | | Hame | hoceamonbe | Geads | Tl | Law =
B 0E  LDLASTENS Erctca sall) B i 1] E
I_'-l-l_"'q o Al asyte Ty Al | . Siss s ru _J- “r r
ImERL T B 5 E
i B HiE E
ImEh[=] B 5 E
L1105 B i1 E
i I'II"I ] i 2] &
| B i E
Ll 111I' ] i1 E
R (] i.1] [
L0 aina ] 1K [
Imfl]i] i 1 3]
Claina i I
mhl k m L
gl i 13 [;
113 B ur E
Lns B 5 E
il B K, E
Cma "] it E
ien B ] E
s B K, E
Fl L]
Lsawasii whi §lll redid B bt bl P 5o bnid F ot Do

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.

i

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.

“f 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.

Adjust Individual Sch

Select Learner for Exemption T M aintain Exemption

Click on a Learner to Select the Learner Select a Class bo Wiew:

*dcoessio.. | Sumame First names | * Grade | * Clazs * Bcoont | lhl
2345 ALER Johin Grade2 2 1019 =
3456 BOTHA Johann Grade2 2 891
1212 BROWN y Girade? 577 DeskorSelected
|Elly BROWwN
Debtaor Balance
0

Show Al

Search List for
Leamner

™ By Surnarne

Fee Exemption Printouts

Daone

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.

y l’




Select Learner for Exemption

Maintain Exemption

Leamner: |EHU'W'N. Elly | Account No: | 877 Debtor Account Balance: D
Exemption/Discount History
[ ate Applied For Granted Cormnment Armnount ‘ear | |
1 (2011702724 Tatal Total 3DE KIMND IN GESIM 435000 2011 | |
2 (201000201 Tatal Total 3DE KIMD IM GESIN 358000/ 2010
3
4
5 -
NEW Exemphion Apphcation
&pplication Date: | 2013/02/04 = Type of Exemption | &pplied For Granted
Maone
20773/02404 Total Exemption b ark camect application
: n cells with an
Fartial Exemption ®
Conditional Exemplion
Commentsz: [Reazon for refuzal ar |2 ind -
candition for exemption/dizcount] £ RINCU R gesiny
Tranzaction Details
Account [kem Select GL Account [ bt Credit E wemphion
School Fees [Cunent Year) Enter Exemption
Full Fees 021/007 Full Fees hd Amaount in the
Fartial Fees [after exemption] 021002 Partial Exermption Fees - 0.00 40300 last colum next
o — to the cormect
ther Feas =2 Fee Account
E xemptions Granted 4350.00
Payments Made
Debtar Language: Afrikaans Cave | Daone

Figure 40: Maintain Fee Discount Individually

2.2.4e Debtor Age Analysis (Menu 11.5.5)
To view the status of an account

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

Select a grade to view the learners’ account status.

Filter by selecting a class

Select a month and click on GO.

Click Print Grid to print a hardcopy of the listing.

Click on Done to exit the screen.

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

&

ABC of

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




Select Grade to View: |Grade 2 »| " Alphabetically

Select Month End toView: |Februany -

Filter by Class: |2 | & Account Number
Acc No Learner TelMo Payer Current | 30 dayg | B0 daps | 90 days | 90+ Total
1 |877 BROWH, Elly 073733732 [C] BROWM, Emest 0.00 0.00 0.00 000 000 0.00
289 BOTHA, Joharin 05259494945 [C] BOTHA, Lance 000 342500 0.00 000 000 342500
3 103 ALEx. John 05282825282 [C] ALEX. Johhathan 0.00 437000 0.00 000 000 437000
4 TOTALS 0.00 7795.00 0.00 0.00 000 779500

Megative amount = overpayment by debtor

Export to Excel | Print Grid Dane

Figure 41: Debtor Age Analysis

2.2.4f School Fees Collection (Menu 11.5.6)
“ 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.
e 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.

. of }
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11.5.3. Learner Billing

11.5.13. ¥iew/Print Accou

School Fees e—
T —

11.5.4. School Fee Exemptions

11.5.5. Debtors Age Analyzis

11.5.6. School Fee Collections
=

11.5.8. Customer Account EupullJI

Collection Summary far Current Year

= §

Full Balance Detail: per leamer per grade

" Print School Fees for Selected Grade

Grade: J

Print \ Done

W

- ———————]

Figure 42: School Fee collection

Options under School Fee collections:

Arwial Sohool Fee Dollecinns pet sl aral Clags a9 of | 2700 1708510
Bt Fiall holindn oy ssmerianks sowerey (o Bealsnces bessght formaid ] 1en Picad | -
Dabina Age Anslynis o the deladad guada baling
T prardeasl ondy maobpden loer paaed anl collecied do the TURRENT hnance pew b0 give an subeastion ol how colecinng of
e pean’n leci e plogs ey s
Gt Clas ool Lo E thaz g Drttcr Foet Flamed | Collecied Ealaren X Collected -J

1 Pré-Ciida A KLEUTERS 1 a8 1130020 13500 o0 el L

& Pre-Ciiada A FKLEUTERS 2 =

J Grade® Lo k. 143300 20 19220 oo

4 GradaR L a2 13875000 135400 0O

5 GCra2aR L 2 BR000 2D 430 00

& Grada b 1E - [t le ile 11312000

¢ Grada b 1M o] (Rl-ceeale STTELDD

g Grada b L e 142250 20 128 oo

3 Gradal b 245 11831450 1 4735 0O

10 Grada 2 o 24 1 DRRa] T &L 12240 D

11 Gradal | k] 1B T &L 14250 DD

12 Gradal s [rg= L §730 00

13 Gradal u » 119833 30

14 Gradal . k- 1230950 00

15 Graded n » 1Q24IT.00

16 |Graded a n g

17 Graded am n 120237, 50

16 Greded il ] LS 0

19 Gredes B ik B

i Greded e E THPETG

#A  Grede s L 4 e B

& Greded 3 ko] e B

¥ Greded L ] 1 NBEEE B

Figure 43: School Fee Collection Summary per Grade

School Fees Blled 2011 Cndy Lasamans whe Bares bsesn ballad o0 whas havn pad fesss will be includied] on printod

Grade: Grade 2

Gage: 28 Eoewer] |

Semame Firat Hame ] ccount No Total Amount Owing Pald Erpmpticn! Joumal Balance Dus
4350 001 4.350,00 0.00
4350 00 4350000 009
7500 247500 003
435000 A 15.00 20600
4350 60 4350000 a0
4T3 00 o0 473000

Figure 44: School Fee Collection per Learner per Grade
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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).
o Select a grade to list the learners with account numbers.
e Other options to search are Surnames and account numbers.
&- Click on GO.
- fo Click on the column heading to sort it accordingly.
e Click on Print Grid to print a hardcopy of the listing.

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

Click on Done to exit the screen.

FIND Learner Account Humbers
PFrint Gnid
: I—_l Search for Sumames ,— Account Mumber
S B > starting with : GO Search: L
Export to Excel
’:Cucrﬁng Surname First Mame Accession No Class Gender Acc Paver Surname |
1 1019 ALEx Johin 2345 2 GEL ALEX JG
1 [ »
Click on a column heading to sort by that column Mumber of Learners dizplayed on Grid: 1 Dane |

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

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

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

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

Individually selected statements

(Fig. 49 & 50).

e Click on View of Print an Individual Learner Statement

Multiple Statements

(per group) (Fig. 48 & 50).

e Select a grade and Select a class to filter
e Select the date

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

e Select Print only statements with balances. OR

e 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.

Select a Statement Option

- bheL

Individual Statements

View or Print an Individual Learner Statement |

i
W& Dbasic education

| & & ] Deparment:
LENL A)7)  Basic Education
o REPUBLIC OF SOUTH AFRICA

I Summary Date:

Print Options for multiple statements

Iw Current‘vear Details

l Select Grade to Print: |Grade 2 -
||| Select Class to Print. [2 - I

| Select date for first month of statement for either monthly
statements for current pear or for history statements

I Summarise Date |

for each learner to use multiple print options

Print OMLY Statemnents with balahces |

d Management System
OOL FEES

11.5.11. Learners and Account Mumbers

11.5.12. View/Print Learner Statements

11.5.14. Change Account Payer

11.5.13. View/Print Account Payers ‘

| Tatal Humber of Learners per Language |

English [ o Afrkaans | 3 11.5.15. Learners with Mo Account Payer
| I

Please remember : Language groups print 11.5.16. Archived Learners with Balances
| consecutively and a report language must be assigned |

Frint ALL Statements for a whole grade/class |

Curmrent pear statements will not be
correct if previous financial year end
procedure was not run

<< Financial Assistant Menu ‘

Done I

Figure 48: Select a Statement Option




Select Learner Statement to View

Filker By Grade |Grade 2 | Select Leamer |ALE><, John j |GD SeI;r’cl:ﬁ

' Curent rear [~ Summarize up to beginning of: | J  Full Histary ﬁ m

Learner Debtor:

|,Q|_E><'J0hn Account Number: W Account Payer: |ALEX Mr Johnathan
* Date *TransMo | Source * DocMo | Owing | Paid [Discounts) |
2011401401 18170 OperBal ‘Year End 20.00
20110140 18443 Jaarlikze Skoolgeld Stelzel 4.350.00
2011/04413 20931 Kwitangie : SKOOLFOMDS : 97014 Be...  R97014 450.00
2011,/05/04 21248 Kwitansie : SKOOLFOMDS : 97322 Be...  R97322 500.00
2011./06/08 21662 Kwitansie : SKOOLFOMDS : 97696 Be...  R97E96 500.00
2011./07405 22572 Kwitansie : SKOOLFOMDS : 98261 Be...  R98261 500.00
2011./08/01 22790 Kwitansie : SKOOLFOMDS : 98450 Be...  R98450 500.00
2011/09/28 22918 Kwitangie : SKOOLFOMDS : 98575 Be...  R98575 500.00
201111410 23613 Kwitansie : SKOOLFOMDS : 99168 Be...  R99168 800.00
201112406 24162 Kwitansie : SKOOLFOMDS : 99639 Be...  A99699 37.50
201112406 24163 Kwitansie : SKOOLFOMDS : 99700 Be...  A99700 582,50

Print Learner Statement |

Statement Date: | 2013/06/15 -

Amount in Credit: |R0,00

Statement Language : Afrikaans

Amount Owing on this Account: |R0,00

Dane

Figure 49: Select a Statement Option

CLEVERKIDE HIDH
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Figure 50: Example of Learner Financial Statement with return slip

y V8

. ; . v
inancial Assistant



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

e 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.

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

Click on Done to exit the screen.

et v

Fies by Letmer of the Suamame: [ = Ve Siedectesd ncourn | Prrd Ascourts inList |

Lint of Account Fapers [click on an scooent pagen to welsct]
| | * Susrwme | Hares
Foal )
AFRIDUE

- Budvhatt | Eadurk

AN
EAHDRA
AMTHORY
EFFEL
AFFEL
AEENDT
AUGLST
AT

EEEEEEEEE|S
3_.._.3.3__3..9

|ﬂ Search Lis for Pasend by Susrame [ Ge | ShewAlFaen [rone

Figure 51: View Account Payers

"Monthly Account D

Account : ALEXANDRA, Patricia Language: |Afikaans Statement Date: | 2013/06/15
Learner | Date Source | DocMo | Owing | Paid [Dizcounts]
ALEXANDRA, Leks : 9H 2M3/MA5  Jaarikse Skoolgeld Stelsel 12000

Print This Page Credit Balance: Amourt owed by Payer: |12.000.00
Statement details for the months prior to the date selected are summarized in the Balance
Brought Forward. Select a previous month end date to see the details for the specific month.

Figure 52: View Selected Account

| K o
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2.2.4j 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 -
s A I N e e o

Select Grade: |Grade 9 ﬂ 1= TR | EANDRA, Leks : 1234

Leamer: |ALE><-’-\NDF|."—‘«, Leks: 1234

Account Mumber : |32

Click on a Parent to zelect

I Surname | First M ame Title Account Payer Rezidential Parent
ALEXAMDRA Patricia Mz Yex Ye:
l
|
1
Set Parent as Payer | Set Parent as Parent that leamer rezides with Done

Figure 53: Change Account Payer

2.2.4k Learners with no assigned Account Payer (Menu 11.5.15)
“M 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 been assigned an Account Payer - - P
[N : 7
The following learners do not have an Account Payer azsigned to them on the spztem.
[ |
- Access Mo Surname Mame Grade Class Account Mo
234 RaALL Simone Grade 10 100 q08
456 TSETE tpho Grade 9 Ihd 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.

olf 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.

. Y ...‘ l’
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Tha L harwa histin aickavadd bt shll havs an Ful o i
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Racegd Fesn b e Full Fesr Bccount [rak ko $e debicr] im B ssceipls secton o papment i susds I an
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]

Figure 55: Archived Learners with Balance on Account

2.2.4m Customer Account Export: Export to Pastel (Menu 11.5.8)
“f Click on Customer Account Export and follow the instructions to export data (Fig. 56).

Click on Exit to exit the screen.

T D

astel Link M
| e ——— i at—
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COMDITIONS and Instructions for using the Pastel Link Module [PastelPartnerSDK]

1. The Department of Education does not supply schaals with Pastel Accounting licenzes. Any zchoal that wishes to uze Pastel
Accounting must purchase their own license from Pastel.

2. Thiz link rmaodulz has been included at the request of schoolz and the Department of Education takes no responsibility for the
use of Pastel at all

3. In order ta uzge thiz link module, a school must register with Pastel far 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. 1t iz a school's own responsibility to
register for the uze of thiz SDK module.

4. The Department of Education does MOT 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 uze of thiz link module. Schoals must alzo ensure that the installation
of the SOK .dil filez has been completed. T hig installation iz available on your SA-SA4MS CO.

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 cannat be held lisble or accountable for any data loss ar erors that arize az a result of the uze of
this module in 54-54M5.

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

- conditions for the use of this module are accepted.

Figure 56: Pastel Link Module

ch of... Financial Assistant-

Faztel Accourting Setup |

Pastel Customer Categories |

Pastel Customer Export
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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 A good 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).

[ TR,

2013 U & all Department:
! =§_@}' | Basic Education
. CURRENT FINANCIAL YEAR 2011 NORTHERMN CAPE CHART OF w REPUBLIC OF SOUTH

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

11.4.1. Heceipt Papment to School 11.4.11. Cheque 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

11.4.14. 5GB Salary Payment

11.4.5. Joumnal Entry

11.4.6. Delete Tranzactions 11.4.16. Print a Receipt

11.4.7. Re-Process Deleted ltems

11.4.8. View Audit File

11.4.9. View Cancelled Cheques

11.4.10. Manage Hequizitions <« Financial Agzistant 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.

% o Asplit 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 Set up 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

Btk Accounts

Click on a bank account to select {Add New Bank Account 1.4.12. Direct Payments from Bank
*Bank Account * Murnber COA
popular bank Cheaue Accaunt 12212121212 800 Edit Bank Account Detat | il nbetnCash Baments

Remove Bank Account | 11.4.14. SGB Salary Payment

taintain Cheque Series |

l 11.4.16. Print a Receipt

I aintain Deposzit Books |

Pririt B &k Account List |

@ | | Chegue Payment | Done

¢« Financial Assistant Menu

Figure 58: Payment involving the bank account

v 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.

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

e 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.

Chegque Payment From !

Cheque Details
Select Tranzaction Month ¢ Current Year " Previouz Tear
| | Account Number (940430049 | |Februar | o11/02/07 =) [2ot0vo2/01 |
gzjtr:aal [DBE Supplies | Transaction Date: [2011/02/07
Cheque Number [10203 the sumof R 1050.00 COA Number - 800

Processing Details -
Mot sure which account to use?

Account Number: 5y, Ty a Keyword Account Seanch:
Account Description: [234/001 Sport Equipment -] lspor |
Amourt: 300.00 QSEEII‘C'W [

Payment Description: |cricket gear| |

Accept Processing Details | I

[Optiomal Filter] I

Grade: ¥ | Accourt: | Class: j Leamer: | ﬂ
Progd&ccount | Diebtor | Description | Armiouink |
M2/000 Allacation Textbooks Gr 5 books 350,00 |
013/000 Allocation Stationery Art supplies 400.00
TaTAL 780 Remove Line [tem ‘ Mext Cheque/Clear ‘ Save Done

Figure 59: Cheque Payment
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Account Desci User Question? —* ™ l—J

A

Are you sure you want to remove this amount of R 350,00 from your
cheque?

Payment Descl

= 1

Grade: ’—_ 1

Prog/tccount Amount
072/000 &llocation Textbooks Gr 5 books 350,00
073/000 Allocation Stationery At supplies 400.00
234001 Sport Equipment cricket gear 300,00
TOTAL 1050 Remave Line lkem | Mewt Cheque/Clear I Save | Dane |

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.

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

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

Click on Done to exit the screen.




'ayment From : Absa Ban
e - — —
I Transaction Details
Select Tranzaction Month + Current Year " Previous Year
||| Account Number (940490049 [February =] [2011/0z08 =) [2monzm - ~|
Payrent To: [TELKOM | Transaction Date: [2011/02/09
the sumof R 1500.00 COA Number - 800
I Proceszing Details = — - I
ot sure which account to use?
Account Number: oo _\@f_ Try a Keyword Account Search:
| Account Description: |212!DD1 Telephane ﬂ h | |
| Amourt: 400,00 _Sexch |
Payment Description: |Irrtemet| |
| Aeccept Processing Details | |
[Onpriomal Filter) i
Grade: | Account:| Class: j Leamer: | j
|
Frog/Account | Cebtar | Cescription | Aot |
I [ 212001 Telephone Telephone 1100.00 I
|
|
TATAL 1100 Remove Line [tem | Mext Payment/ Clear | Save | Cone |

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
=

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).

e 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

A —— te— w — 11.4.11. Chegque Payments

‘_4_12_ Direct Papments from Bank

Murnber | Drezcription | Rezponsible | Float B s e |
a0 General M3z E COEM 1500
811 Pre primaty Ms Z Africa 500 B e = lavnents

Edit Petty Cash Account i f

11.4.14. SGB Salary Payment

b zintain Woucher Numbers |

l 11.4.16. Print a Receipt

Click on an account to select the account

Make Petty Cash Papment | Done

<< Financial Assistant Menu

Figure 62: Petty Cash Payments

“M 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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Voucher Details :
Select Tranzaction Month {+ Current'ear (" Previous Year

Pety Cash Account [General | |February x| 201102008 | [Zo10/0201

Fay |Ha|:|p_|..l Cow diary | 2011/02/08

Youcher Mumber 810
the sum of | 2R0.00 S ——
Available Balance 1222093 COA Humber

Processing Details
Mot sure which account to use?

sl e @\ Try a Kepword Account Search: | |

&ccount Description: | j | |

Payrnent Description: | |

| Accept Processing Details |

[Cipeticer al Filker )

Grade: v | Account: | Elass;l j Learner: | j

GL Account | Debtor | Description | Armout | |

217017 Trawel & Subsigtence ... S4-54MS finance wark shop 2R0.00

TOTAL |250 Remaove Line ltem | Mewst Voucher/Clear | Save ‘ Done ‘
s - -_‘

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).

Make Salary Payment T Wiew Salary Payments

Monthly Payment Details

Pleaze ensure that you select the correct salary expense account.

Select Staff Categone ™+ Educatars " Other Staff U0 £ o Celin T ST | Pt

Salary Accourt: | 2154002 Administrtive Staff (SGE) j Select Transaction Maonth: |February -
Select Stalf b4 User Message . T — M‘ LI

Salary Details

This staff member has already been paid for this rmonth. e
I you want te change this transaction, you must first reverse the entire Roiicution
You can view the payment details by selecting the View Salary

Payments Tab.

payment in the error correction section, -

Skills Devel I
Oher

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

T [
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e 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 Yiew Salary Payments

Monthly Payment Details

Pleaze ensure that you select the correct salary expense account.

Select Staff Category: ™ Educators " Other Staff 190 S LD GU T & ENTTTeed o STt TL

Salary Account: |2‘I B/001 Educatars [SGE] j Select Transaction Month: | February %
Select Staff Member: |VAN DER WESTHUIZEM, Adelaide j Select Transaction Date: [ 201 2/01,/31 j |2D12HEI'I 23

Salary Details |W—\N DERWESTHUIZEN, Adelaide |

Payriet Type Account Staff Member | Schoal Contributian
1 |Monthly Salary 12000.00
3 |PaYE 901,/001 RafR PAYE - Creditar | 120000
4 |UIF 901,/002 RofR UIF - Creditor | 180,00 180.00
5 Medical Aid 902/000 Medical Aid - Creditor | 1000.00
E |Pension/Provident Fund 302/002 Pension / Provident Fund - Creditor hd 120.00
7 |Skills Development Lewy 901/003 RofR SDL - Creditor - 120,00
g |Other |
9 |Other |
10 | Other -
11 Other Sub Total
12 |Total Final Total 9620.00 420.00

Payment Details

Payment Method Bank or Petty Cash Account ChequefYoucher Ho Frocess Salany
Cheque Payment

Petty Cash Payment Cancel and Fesst

444

Electronic Transfer 800 : Cheque Account : 940430049

Dane

Figure 65: SGB Salary Payment

2.3.4a View / Print Salary Payment
To view salary payments

“M Select the Staff member and click on the second tab View Salary Payments (Fig. 66).
& e Summary of the monthly payments is displayed.

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

“# 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.




Make S alary Payment

Payments for this Staff Member

WAk DER WESTHUIZEN, Adelaide

- Frint Monthly Payrments

Jan Feb Mar April May June
Staff School | Staff School | Staff School | Staff School | Staff School | Staff School
Monthly 5 alary 10615.38 10615.38 10615.38 10615.38 10615.38 10615.38
P&YE 5E2.86 5E82.86 108261 108261 1082 61 108261
UIF 10615 10615 10615 10615 10615 10615 10615 10615 10615 10615 10615 10615
Medical Aid
Pension/Provident Fund
SOL 10815 10615 106,15 106,15 10615 10615
Other
Total 926,37 21230) 9926.37 21230 942662 21230 942662 21230 942662 21230 942662 2123
July Aug Sep Oct Moy Dec
Statf Sichool | Staff School | Staff School | Staff Schoal | Staff Sichool | Staff Sichool
Manthly Salary 10615.38 10615.28 10615.38 1061538 10615.38 2123076
PAYE 108261 1082.61 1082 61 108261 108261 1082.61
UIF 10615 21230 10815 212300 10615 2A1230[ 10615 21230 10815 212300 106815 21230
Medical Aid
Fenszion/Provident Fund
sSDL 106.15 10615 106,15 106.15 10615 10E.15
Other
Tatal 942662 318.45) 942662 318.45| 942662 318.45] 942662 318.45| 942662  318.45|20042.00 31845
Payments for the Month
Frirt | 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”.

&

“# 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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These schools place purchases through the district and the district maintains their budget from the State
subsidy.




Requisitions are not financial tranzactions in the general ledger. This section is a record of orders placed with the distict/provincial office.
Wiew arders from [zo13/01/01  ~| to [amaoent <] G0 Eggsoé:eézgm? i |
Status FegMo. Date Item Descripion | Quantity| Amount Account |
1 |Cancelled 12344 2013/02/28 Grade 7 Caps Math 120 R2300.00 12 Allocation Textbooks ] Add Requizition
2 |On Order 12346 2013/02/28 Pencils 200 R1000.00) 13 Allacation Stationeny
3 |Received 12346 2013/02/28 Grade 7 Caps Math 120 R2300.00 12 Allocation Testbooks
4 | On Order 123c  2013/01/30 payment 1 REO00.00 211: Electricity
5 |Cancelled 1234c 2013/01/3 Maintenance of gate ¢~ 1 RE000.00 14: Allocation Maintenance
E
7
g
k|
10
11
12
13
14
15
16
17
18
19
20
21
22 Prirt Girid
23
24
25
26 Dane
27 2
| | [

Figure 67: Maintain Requisitions

Y 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:
“# 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.




@ Requisiton Detals L =

Order Details
Select Order Date: | 2013/01/21 -
Crder Drate: 2343

Line Item Details

Account Mumber: a04

Enter LIMIGL

E Requisition Mumber: |1234c |

Mot sure which account to use?
=y T a Kepword Account Search:
Y

~

Account Description: |211/004 Refuse Remaval

Line [tem Amount:

Mumber of [tems:

I
o
=

j Search

Full budget amaount;
B alance available from budget: ER000

Line Item Description: |m|:.nth|y removeal

Statuz of Line lten: |EIn Order

Accept Line [tem Detailz ‘

Account | Date | Description | Aol
074/000 Allocation b aintenance 20130153 M aintenance of gate and fencing ROoa
211/002 Electricity 2013/00/31 payment E000
4 1 3

TOTAL (11000

Fiemove Line lkem ‘

Mext Order/Clear |

Save Daone |

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

& .

Click on Maintain Cheques Series (Fig. 69).

To cancel an unused cheque click on Cheque payments (Menu 11.4.11 or alternatively 11.1.11).

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

e Select the cancellation date; enter the cancelled number and the reason for cancellation in the

input (Fig. 70).

y l’




e Click on Save to save the data

e 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)]

Bank sccounts

Click on a bank account to select

11.4.11. Cheque Payments

e T

1.4.12. Direct Payments from Ban

*Bank | Account

* Mumber Coa

popular bank Cheque Account

11413 Petty Cash Papments

12212121212 300 Edit Bank Account Details

Remove Bank Account |

Maintain Cheque Series
I aintain Deposit Books

Frint Bank Account List

11.4.14. 5GB Salary Payment

11.4.16. Print a Receipt

Cheque Payment | Tone ]

<< Financial Aszistant Menu

Maintain Cheque Numbers

Figure 69: Cancel Cheques 1

e

Cheque Books

Cancel Cheques between m

1 22_1 2121212: popular bark
b Book B to 45

Cancel Unused Cheque

Click on a Cheque Senes to Edit the Seres

X

Cancel a Docurnent Nurmber

Reason for Cancellation

Add Mew Series of Numbers | Dane |

Figure 70: Cancel Cheques 2

This action will be logged for the auditors. Are you sure you want to
cancel this itern?

), ,.
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“f 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.

Btk L4 1amt b e Sd—— o B g e

Receipt Book HNumbers

Book Details

Book Description | First Mo | Last Number |

book & 2001 2250 I Title: for thiz Book: ]book 5

Cancel Items between : 2001 - 2250

Date: [EE/0GME —| | X

Murnber to be Cancelled: Cancel a Document Murmber

Reason for Cancellation

Click on an item to edit or selecjl

Save Dane

Maintain Feceipt Mumbers | i

. Figure 72: Cancel Receipt

“M 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.
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11.4.1. Receipt Payment to S5c|

Bank Accounts

Uk DEmenll e Click on a bank account to select

| Add Mew Bank Account

11.4.3. Directly into Bank Acc "Bank | Account | * Kumber | CoA
popular bark Cheque Account 12221212 ann

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
i Bank Deposit | | \ |

Figure 73: Cancel Deposit slip 1

Deposit Books
"

popular bank Cheque Account 12212121212

Book Details

B ook Description | First Mo | Last Nurnber |

book, 1 15 250 Title for thiz Book: |boak 1
L

p
Cancel [tems between : 45 - 25“

Date: [EE/6ME ¥ | |

Nurnber to be Cancelled: Cancel a Document Mumber

Reazon for Cancellation

Chick on an item to edit or sele

Maintain Deposit Slips |

Figure 74: Cancel Deposit slip 2

Y To cancel an unprocessed voucher click on Petty Cash Payments (Menu 11.4
11.1.2).

¢ Click on Maintain voucher numbers (Fig. 75).
e Select a Petty cash book and click on Unused Voucher Number (Fig. 76).

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

e Click on Save to save the data

Edit Bank Account Details

Remove Bank Account

M aintain Cheque Series

M aintain Deposit Books

Print B ank Account List

Done

.13 or alternatively

umber and the

¢ 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.

¢
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11.4.11. Cheque Payments

] : 412 Direct Payments from Bank
Mumber | Description Fesponsible Float

@10 general co 500

Add Mew Petty Cash Account |

11.4.13. Petty Cash Payments

Edit Petty Cash Account | 11.414. SEB Salary Pagment

i Maintain Youcher Mumbers |

I 11.4.16. Print a Receipt

Click on an account to select the account

take Petty Cash Payment | Done

Figure 75: Voucher deleted 1
L ————————————————_ S

' —| Cancel Items for Vouchers : 3 - ?‘

Petty Cazh Voucher Series
2067 | | x

MHumber to be Cancelled: Cancel a Document Humber

general
i Book : 3 ko 75 D ate: |

Fieason 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).

e Click on View all or filter per year and per month
&( 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.

= 5 Shoer 20 ] Diores
| ™ Poavious Yo Enport o Excel |
‘Date Uger Hame Chegue Musber Sccount Feason _;:
ST | ————"‘c 1020 B wpdalad sotourd - e chagus =1

Figure 77: View Cancelled Cheques

y V8
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2.4.3 View cancelled items in Audit File (Menu 11.4.8)
“M To view all cancelled documents click on View Audit File (Fig. 78).

e Select All. OR

&, e Select any of the following: Receipts / Cheques / Petty cash Vouchers / Deposits
¢ Click on Print to view a printscreen copy.
e Click on the printer icon to print a hardcopy.

Click on Done to exit the screen.

' N
11.4.6. Delete Tranzactions Print Audit File
11.4.7. Re-Process Deleted Items
& Al
11.4.8. Yiew Audit File " Receipts (" Cheques
11.4.9. View Cancelled Cheques i Pettp CashVouchers ¢ Deposits
11.4.10. Manage Requisitions Frint |

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)
Items 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).
& e Filter transactions by month or click on show all.
e Select the year and click on OK to list the transactions.

)
@, -
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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 Iternz by Month and Y'ear

Select Month: 2 Show Al

" Chegue Payment (% Receipts (" Petty Cash Payment (" Depogits

(~ Direct Receipts into Bark, " Direct Payrments from Bank Select Year: |2013 - [u] 4 [Current 'ear)
Select Item to Reverse
Date | Account | Ikerm | Doc Mo | Amount | Trans No | Recon |
20135017430 book 5 Receipt 2005 750 23 Mo
2013/02/04 book & Receipt 180 3 es
2013/02/04 book & Receipt 400 2 Mo
20 2 book 5 Feceipt 400 5 Dire...
20 [ Receipt 2003 4 Recycle this tem

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

Daone

Click on an item to zee the related General Ledger Transactions

General Ledger Transactions

Drate | Trang Mo | Credit Amount | D ebit Amount | COA | Sub Acc | D escription |
20340212 4 350 22 2 Sport A ctivities
2013/0212 4 360 933 0 Suzpensze dccount
Figure 79: Deletion of Financial Transaction
2M 30212 book 5 Receipt 2003 350 4 Yes

-

S5

User Message

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

y V8




D ate | Account | (L= | Doc Mo | .&mount| Trans Mo | Recon
20134024149 bk 1 Deposit 45 500 & Mo

- B
User Question? [“J

from scratch,
Are you sure you want to continue?

ﬁ This action CANNOT be undone, You will have to re-process this item

Yes | Mo |

Figure 81: Warning that action cannot be undone

f c
User Warning I-_I

This action will be logged to an audit file, Are you sure you want to
DELETE this financial transaction?
Select yes to continue and MO to stop this action,

Figure 82: Warning that action cannot be undone

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

“f Click on Re-Process Delete Items to list deleted items (Fig. 83).
i e Click on an item to be corrected.
& e Click on Process this Item.
e Correct the items by completing all necessary lines and click on save (Fig. 84 & 85).

Click on DONE to exit the screen

—_—
H E EERER ItEEﬁ
11.4.1. Receipt Payment to Schoo

Click on Item to Re-Process

Mumber of Items waiting for Processing: |1

Account/Book Item Type
book 1 Deposit 45

11.4.2. Deposit Receipts
11.4.5. Joumnal Entry ‘ Process this [bem

11.4.3. Directly into Bank Account

11.4.6. Delete Transactions

11.4.7. RBe-Process Deleted Items

Figure 83: Process Deleted Items

| K o
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B Process Deleted ltems .

Click on Item to Be-Process

Humber of Items waiting for Processing: |1

[ate Rev Account/Boaok | Itern Type | Daoc Mo
2013406116 book 1 Deposit 45
| ]
Bank Deposits b
Select Deposit Book | J Transaction Date % Curent Year (™ Previous Year
Tiansaction Month | = [zo13/06m16 =] [eoizimens |

Tick the items that pou would like to deposit
Fec Book | Receipt No | Date | Deposit Tupe | Amount | From |
O+ 2002 2013/02/04 Cheque 150 mathers

]

Figure 84: Example of re-processing a deleted deposit

B Process Deleted Items ' S

Click on Item to Re-Process

Number of Items waiting for Processing: |27

Cate Rew Account/Book | Iterm Type | Dochlo =
| |2010/03/02  SKOOLFOMDS Receipt 91301 |[ |
Receipts System Date : 2013/06/16 H . l EEN B

Receipt Details

Select Receipt Book: [SKOOLFONDS | RecsiptTotst[ ] Receipt Ne: 31301
Trarmezchinen b mmbhae - Calant Trarmeachomes Datas & Corran b o A e TR [ CESRRTRORO EROER e

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).
e Journal Numbers are automatically generated and start at number one.
& e Select the correct financial period
o Select the Transaction Month, the year and transaction date.
e Complete the Reason for Journal option.
e 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.

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

e Repeat the procedure starting from Account Selected.

5 14
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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

e 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.

Select Transaction Month |Febyary -

Journal Details

Journal MNumber [4

Reason for Joumal [account comection

" Currert Year

Processing details

Account Mumber: (313 [gon

Journal Amount: 1400.00

© Previous'Year |omiz/0z/m ~| |2013/02/28

Account Selected |D1 37000 Allocation Stationerny

™ Dehit v Credit

()~ To process a journal entry, the journal entry must have matching Debit and
<™ Credit entries. Select account 700 for learner journals

=

Accept Processing Details |

Load Archived Learners |

| Optional fitter)
Grade: - | Account: | Class: | j Learner: | ﬂ
GL Account | Department | Debit | Credit
Wiews/Print Joumals Remove Line ltem | Newt Journal | Save Joumnal Done

2.5.3a View / Print Journals
“M 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

Figure 86: Journal Entry

transactions (at bottom). (fig.87)

o Search also by entering a key word / number and select account by name, 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.




Figure 87: View / Print Journal Accounts

Select Account Search lions

Select Account: | ﬂ

ar enter gﬁ Search Text: |

Account Mumber: GO

Fiter by Month l_‘ YEAR: 2011 " Indccount Name ¢ By Transaction Mo Deleted tems
Date | Acc | Sub Acc | Doc Mo | Description | Dehit | Credit | Source Ti -
201112/3 224 J184 Laboratory 200000 Jn: REGSTELLING VAN .. 24
2011/03/410 2 J144 Full Fees 4065.00 Jmn: KIND VERLAAT SKO... 1=
2011/06/21 300 J147 Other Creditors 104581.65 Jmn: UITSTAANDE SKOO.. 27
2011/08/25 700 J157 Debtor Account 1825.00 Jin: KT AANGWEND TE.. 20—
2011/09/21 7 J1ED Fullc Eonon e DEDOCITO DECOTE 57
2011/08/23 21 J1E1 Print Journal Transactions Reporm - - 1
2011/11/09 21 J164 e E
20111110 21 J1EG Year Z
201111428 21 J1EE " Print tranzaction for zpecific manth 1
aiA20z 21 J1e8 o L . t o] :
ggﬂﬂgigg g:: j::;g fint transactions for a specific accoun & Cument'Year )
(™ Print transactions for a specific account and month f i

aMA208 21 nw " " Previous Year | | B,
2011./12/08 21 J177 | . 5 :
iz 242 55 | | EmEl o Rl Month to Print .
2011/08/22 23 J156 | J 4
2011./12/08 700 J17 .
2011.12/08 700 J17 .
2011/08/30 700 J162 Done | 1
201111409 700 J164 i
2011/08/2 700 J146 T 2
1. 170N A=l FAN AN I MFPASITA RFRSTE . 27
4| F
Account Budget Account Balance Budageat Reconciliation
Debit | | Credit | | Debit | | Credit | Under| |Dver | |
| Journal Repaorts | (& Curentear ( Another Year Show All Trangactions | Done

3.5.3 View Audit File (Menu 11.4.8)
This forms the Audit Trail feature within finances

e Click on View Audit File to open this screen
o Select any of the options (Fig. 88)

e Click on Print for a Print preview (Fig. 89)

e Click on the printer icon to print hardcopies.

Click on Done to exit

Print Audit File

=
" Al
| " FReceipts (" Cheques
(" Petty CazhVouchers ¢ Deposits i

Frint |

Figure 88: Print Audit File

AUDIT FILE
ltem Type  Transaction No  Transaction Date Account No Sub Acc No Book tem No Credit Debit  Reversal Date Use
Deposit [} 20130219 259 [} book: 1 45 500.00 0.00 20130816 De'
20 800 259 book: 45 0.00 500.00 201 De'
25 20 28 259 [} book: 45 1500.00 0.00 201 D
2013/02/28 800 ] book 45 0.00 1500.00 De

Figure 89: Example of an Audit Report

- '
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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
books. 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

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

11.6.1. Reconcile Bank Statement to Syztem Tranzactions

11.6.2. Pnnt Bank Reconciliation per Statement

11.6.3. ¥Yiew Reconciled Items and Transactions

11.6.4. VYiew List of Bank Statements on System

11.6.5. View Details of Bank Entriez

Figure 90: Bank Reconciliation sub menu

H 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 ltems & Transactions (11.6.3) If required
Fig.94 2.6.4 View List of Bank Staterments 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)
| Fig. 100-101 2.6.8 View Cashbook (11.10)

2.6.1 Reconcile Bank Statement to System Transaction (11.6.1)

“f Click on Reconcile Bank Statement to System Transactions (Fig. 91)
e 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 in/out of funds.

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

e 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
e When complete click on Process Reconciled Iltems
Click on DONE to exit the screen

)
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{econcile Ban

Select Bank Account: |p0pular bank : Cheque Account : 12212121212 ﬂ 800 Select Date of Statement: |2U1 302728 J |2013/02/028

Mew Statement Mumber: 22 Enter Clasing Balance onthis g\ b e ¢ Dot of Funds 2000000 G0

Existing Statement Mumber: | ﬂ Statement:

TICK the items that you have located on pour bank statement s e e D | Cash Baok Balance:

and now wizh to reconcile against this statement 21450
Date | Item | Humber | Debittmount | Credittmount | Statement | Outstanding D eposits
20130212 Direct Deposit boak & 2004 400 22 ’7400
[12013/02/05  Direct Receipt FReceived: Mchd... 1050 : : T

Outstanding Direct Receipts
1080

Outstanding Cheques

Outstanding Payments
0
Balance to Reconcile
1450

Process Reconciled kems |

B ank. Statement ltems
E ank Statement Closing B alance:

2000000

Difference between bank
statement and cash book

1380000

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

Mext | Drare |

Figure 91: Reconcile Bank

2.6.2 Print Bank Reconciliation per Statement (11.6.2)

“f 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 j B800 Select Statement Mumber:
Details of Bank Reconciliation Bank Details
1 Opening Cash Book Balance 20000.00 =~ |CLEVEF|KIDS HIGH
2 Receipts Cash Book 1450.00 |As at 201 3/02/24
3 Less Payments Cash Book 0.00
Sub Total 21450.00 [Popular bark
4 Balance as per bank statement 2000000.00 [1212 [1212
5 Add Deposits outstanding
6 |Add Direct Bank receipts outstanding 1050.00 |Cheque Account
Sub Total 2001050.00
[1z212121212
¥ Less Direct Payments outstanding
8 Less Cheques ocutstanding 0.00
Sub Total 0.00
9 Balance as per reconciled bank statement 2001050.00
Difference 1979600.00

Details of Outstanding ltems
Outstanding Cheques
Cheque Mo Payee

] Qutstanding Direct Bank Receipts
2013/02/05 1050.00 _ Print Done

Figure 92: Details of Bank Reconciliation (Report)

T [
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2.6.3 View Reconciled Items & Transactions (11.6.3)

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

e All transactional items that are reconciled in this statement are listed.

-

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

Click on DONE to exit the screen

Select Bank Account: |p0pulal bank : Cheque Accourt: 12212121212 ﬂ 200 Diate of Statement: | 2013/02/28
B O @) Cloging B alance: 2000000

List of transactions/items reconciled against thiz bank statement Click on a column heading to sort by that column.

Select Statement Number: [22: 2013/02/28 |

Trang Tupe Date Dehit Credit Tranz Mo D ezcription 1l
Bank Deposit 20130212 400.00 5 Direct Deposit

il [+

Amaunt on System not Reconciled: (1050 Amount on Statement not Reconciled: | 1978550 PFrint | Done |

Figure 93: View Transactions that was reconciled

2.6.4 View List of Bank Statements on System (11.6.4)

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

i o To Edit a Bank Statement balance, enter the Statement Number.
é‘ e Click on Print Grid to print a hardcopy of the summary statement.

e Click on Save Changes.

Click on DONE to exit the screen




Select Bank Account: |popular bank : Cheque Account - 12212121212 ﬂ E0

(==t W= LS ) R S TR R

22

Staternent Murnber

Statement Date Clozing Balance i
2013/02/28 200000000, |

Enter Statement Number to Edit

=

Details

Staternent Date: | 2013/02/28 -
201302428

Clasing Balance: R 2000000

Clear/Cancel ‘ Save Changes |

Frirt Girid

Figure 94: Bank Statements listed

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.

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

e Click on GO.

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

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

Click on DONE to exit the screen

|

4

B Start D ate End Date
bbb [zo1z/mon ~] [zoizeozio =]
|pupular bank : Chegue Account ; 12212121212 j Select dates to view entries:
|201 301 /01 [2013/02/01
Date Transachion Drebit Credit Descrption tethod Document Reco|
Open Bal
201301/ 1 0.00 20000.00 Opening B alance on Acc 800 OpenBal
2013/02/05 7 0.00 0.00 DELETED DELETED DELETED
2013402408 7 0.00 0.00 DELETED DELETED DELETED
2013/02/05 =] 0.00 200.00 Received: bchdaster Direct Direct Receipt Mo
2013/02/05 =] 0.00 200.00 Received: Mchdaster Diirect Direct Receipt Ma
2013/02/05 g8 0.00 ER0.00 Received: Mchaster Diirect Direct Receipt Mo
2013/0212 5 0.00 400.00 Received: Skith Direct Depos R2004 22
2013/02419 =] 0.00 0.00 DELETED DELETED | DELETED
2013702428 25 0.00 0.00 DELETED DELETED DELETED
0.00 21450.00
-21450.00

; ; . v,
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Ew=port ta kS Excel | Print Grid | Diane

Figure 95: Bank Entries per selected period
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2.6.6 Print Outstanding Cheques (Menu 11.7)

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

& e Click on Print and then OK.

e Click on the Printer icon to print a hardcopy (Fig. 97)
Click on DONE to exit the screen

11.6. Bank Reconciliation Print Outstanding Cheques

11.7. Print Dutstanding Cheques Select a month
11.8. Print Cash on Hand Manth:

Frint

11.9. Print Statement of Investment |

Dane

Figure 96: Print outstanding cheques

Outstanding Cheques

School- CLEVER KIDS HIGH SCHOOL January

013

Account Cheque No Description Amount

Date Processed

Total Qutstanding

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)
e Select a month to list items.

e Click on Print and then OK.

%

e Click on the Printer icon to print a hardcopy (Fig. 99).
Click on DONE to exit the screen

11.5. Debtors and School Fees |
i

Print Cash on Hand

11.6. Bank Reconciliation ==
Select a month

11.7. Pnnt Outstanding Cheques

tonth: |Februam j

11.8. Pnint Cazh on Hand

Daone

1.9. Print S5tatement of Investment

Figure 98: Print cash on hand




Cash on Hand

School- CLEVERKIDS HIGH February 2013
Book Receipt No Description Amount Date Banked Dep. Ref.
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)

“f Click 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:

£, detailed view of the receipts and payments can be seen on the View Details of Eank Entries page under the bank reconciliation section

Select Manth to view reconciled and unreconciled individual Tranzactions: -

Select Bank Account bo Yiew: ||:uc:|:uu|ar bank : Cheque Account - 12212121212

| a0 Select D ate of Cash Book I—L|

J | ho wiew EIIE /02/28

Open Bal az at 2013/2/01 Receipts Payments Clozing Balance
20000.00 145000 0.00 21450.00

Prirt Cash Book, |

Export to Excel |

Figure 100: Current Finance Year Cash Book
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(" Cheque Detalls Direct Bank Payments Bank Deposits " Direct Bank Receipts " Receipts Done
Cash Book as at 2013702728
Date Tranzaction D ebit Credit Source Document ReconMNo |+

1

2

3

4 |Bank Receipts

5 |2M3/02/05 8 1080.00 Drirect

g




Grid Print Opticns

Select a Print Option

7 Print Specific Fows

Start Row: End B o
Continue

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

11111 Actual Heceipts and Payments [Shows what has | 11.11.11. Total Fees Raised to Debtor Accounts
..................................................... been eceived. and paid] BLLELAY

11.11.3. Monthly Income Statement ‘ 11.11.13. View Trial Balance

11.11.4. Detailed Year to Date Statement ‘ 11.11.14. View Balance Sheet

11.11.5. Annual Statement ‘

11.11.16. Balance Sheet to D ate [Western Cape ONLY)

11.11.17. WCED 043 Printout [western Cape OMLY]

Figure 102: Financial Statement Submenu




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

Click on DONE to exit the screen

Select aMonth [Fopran =] (2 CunPTntYear Export to M5 Excel Print Grid Done
ta Wiew: " Previous Year
e Month : February 2011 Year to Date -
i D pion Actual Budgeted Difference Actual Budgeted Differencs_
RECEIPTS

021/000 Money Received directly into 010 accounts 470.21 -312487.21 613020 -837350.
Allne Debtor account receipts 312017.00 63122050
011/000 |Alocation Recurrent
012/000 |Allocation Textbooks -700.00 700.00 -700.00 700.
013/000 | Allecation Stationery -400.00 400.00 -400.00 400.
014/000 |Alecation Maintenance
015/000 |Alecation School Food Nutrition 50.00 -50.00 50.00 -50.
016/000 | Allocation Expanded Public Works Programm
017/000  Allocation Subsidy to Grade R (Educators) 27000.00 -27000.

018/000 Allocation Subsidy to Grade R (Recurrent)
01%/000 |Alocation Adult Basic Education

021/001 |Full Fees 3306000.00 3806000.
021/002 | Partial Exemption Fees

021/003 |Other Fees

021/004 |PRE PRIMARY SCHOOL FEES
021/005 |PREVIOUS YEAR SCHOOL FEES
021/008 |PRE PRE GELDE VIR WOLGENDE JAAR el
022/001 |KERMIS
022/002 |ATLETEK UTNODIGINGS 2243.590 -2243.80 224380 -2243.

ARmINAY [ WPHIMCTERM A &1

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.

“# 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.
= e Click on Export to MS Excel to copy data in an Excel File.
Click on DONE to exit the screen

- o
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YEAR [2013

INCOME EXPENSES
Totals
AccMo | Subdcc Description Raized Budget Yarance  * || INCOME
o011 000 Allocation Recurrent
o2 000 Allocation Textbooks 1250.00 -125%0.00
013 000 Allocation Stationery EXPENSES
o4 ooo Allocation Maintenance 200.00 -200.00
015 ooo Allocation School Food Hutrition 400.00 -400.00
016 0oo Allocation Expanded Public Works Progri METTEROGETATD S
m7 0oo Allocation Subsidy to Grade B [Educator:
[} ] 0oo Allocation Subsidy to Grade R [Recumrenl
019 000 Allocation Adult Basic Education Filter
021 000 School Fees Select Year to Yiew
021 0o Full Fees 12650.00 -12650.00 o Bt
021 ooz Partial Exemption Fees BO0.00 -600.00
021 003 Other Fees 0.00 0.00
022 000 Fund Raising Select Month to View
nz2z2 oo Fete
nzz ooz Sport Activities 350.00 -350.00 :‘Y
nzz2 ooz Concerts
022 o004 Dance e |
023 000 Other Income
023 om Irvestments [ YeartoDate
023 ooz Tuckshop
023 o3 Dizpozal of Assets
023 oo4 Extra Curricular Tuition - -
023 s Danar Funding Groitrd
023 a0g Rental of School Property
023 oov? Sale of Goads and Services 1] Export to Excel
023 aoa Other Fund Raizing (eg Touwrs) -
4 | » |— Done |

Figure 104: Income Statement: Income

INCOME YEAR |2012
Totals
AccMNo [ SubdccNo Description Actual Budaet Yarance | | INCOME

110 ooo Tuckshop Purchazes 5400.00 540000 |
120 000 Fund Raizing Costs
130 000 Sundry Income Costs EXPENSES
210 ooo Municipal Services
230 0oo Other L5M - [non stock items)
240 ooo Office Stationery NENGERDEIT/EDSS)
250 000 Personnel Expenditure: Educators
260 000 Personnel Expenditure : Hon Educators :
280 ooo Other Expenszes Filter
280 oo Accounting Fees Select Year to View
280 002 Aumards ™ Previouz Year
2a0 003 B ank Charges
280 004 Cleaning M aterials (e Curment Year
280 005 E_ntertglnment Select Month to View
280 00E First Aid
280 007 Insuranice :I'
280 aons Office Machines - rentals 50
280 009 Cutdoor Activities
2a0 oo Security
260 ] Telephane [ feartoDate
280 mz2 Training
2an 3 Tranzport

5400.00  5400.00 Rdand

Export to Excel
-

4 | » |— Diate |

Income Statement

Figure 105: Income Statement: Expenses
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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)

o 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.

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

Click on DONE to exit the screen

Select a Month toYiew: Select Vear to View:

Accoun
t

February ﬂ |201 3 ﬂ

Item Description

Export to M5 Excel

Prirt Grid

Done

Month : February 2013
Budgeted Difference

Raised

Year to Date
Raised Budgeted

-

Difference

011/000
012/000
013/000
014/000
015/000
016/000
017/000
018/000
018/000
021/001
021/002
021/003
022/001
022/002
022/003
022/004
023/001
023002
023/003
023/004
023/005
023/008
023/007
023/008

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 Fess

Other Fees

Fete

Sport Activities

Concerts

Dance

Investments

Tuckshop

Dizposal 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

200.00
400.00

§50.00

0.00

350.00

2200.00

0.00

-600.00

-200.00
-400.00

-550.00

0.00

-350.00

-2200.00

1250.00

200.00
400.00

11450.00
500.00
0.00

350.00

14250.00 0.00

-1250.

-200.
-400.

-11450.
-500.

-350.

14250,
-

4

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.

B Click on annual Statement (Fig. 107).
Click on OK to print a hardcopy.
Click on DONE to exit the screen

licastion Subsidy b0 Arase R
ssuazom)

lioaathan Subidy ta Brade A
smurranty

Nooasion Al Basio Egution
sl Fas

FuFe

e Fe

ond Rasing

me

o

LR
e aome

]

Tusn

S o dame

Exrm Cumcier Tussn
Dorer Funing
R Sz ey
Zme o Goo vt Sevices
O Fure Fesg (5 Tors)

February

oo

mm
0

(=1
(=1

||

12
November

B | E—

Tetal Receipts|

February

Click on DONE to exit the screen

2.7.5 View Trial Balance (Menu 11.11.13)

“# Click on View Trial Balance (Fig. 108).
Select the Month to View, the year and click on GO.

& e 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.

Figure 107: Annual Statement




General Ledger Account Listing with Balances

nzz 001 Fete

Acc Sub Diescription

om 0o (INCOME

1o 000 | Allocations

o1 000 | Allocation Recurent

omz 000 Allocation Textbooks

m3 000 Allocation Stationerny

014 000 | Allocation Maintenance

ms 000 | Allocation School Food Nutrition

mE 000 Allocation Expanded Public ‘works Programme
mv 000 Allocation Subsidy to Grade R [Educators]
018 000 Allocation Subsidy to Grade B [Recurrent]
o139 000 Allocation Adult Basic Education

0z0 000 Income [Projected)

021 000 |School Fees

0 001 Full Fees

021 002 Partial Exemption Fees

021 003 | Other Fees

022 000 Fund Raising

0zz2 002 Sport Activities

nzz 003 Concerts

nzz2 004 Dance

023 000 Other Income

023 001 Investments

023 002 Tuckshop

023 003 Disposal of Assets

023 004 |Extra Curricular Tuition

023 005  Donor Funding

023 006  Rental of Schoal Property
023 007 Sale of Goods and Services
023 002  Other Fund Raising (=g Tours]

Cat
IMNC
INC
INC
INC
INC
INC
INC
IMNC
INC
INC
INC
IMNC
INC
INC
INC
INC
INC
INC
IMNC
INC
INC
INC
INC
INC
INC
IMNC
INC
INC
INC
INC

Drebit Arnaunt

Credit Amount | = |

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)
“M 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

Total Debit Amount

63450

Total Credit Amount

E3450

Difference

I

“iew tial balance as at
the end of:

I

&+ Current Year

7 Previous Year

2013

Frint Trial Balance
Export to Excel

Done

Balance Sheet Accounts

Total Liabilities

3661827 07 ~

Group Account details Balance = U]
ASSETS 1 Rei==ne] eite)
Fized Azsets Fixed Azsets
Furniture & Fittings -25758.08 Total Liabilities
Other Fived Assets -44135.53 [ seiezar
Investments Absza Bank 340430043 8332415
General -BE70.92 :
; Difference
Fre primary
Inventories Inventories 1803.57
Irwventary [check take on balances)]
Tewxt Books and LSM
Accounts Receivable Debtors Account Learners -3231288.75 View balance sheet
Debtors T ake On Balance -204840.00 as at the end of:
Other Current Assets =
Total Assets -3660317.50
EQUITY and LIABILITIES . . n
Capital Accountz Fetained Income Prior ear FBE359.69 9 ot e o
Fietained Income Current Year 2883216.73 M Previous Einancialirear
Long Term Liabilities Laong Term Loans
Prowigions Accounts Receivable and Provisions 2011
Other Creditors 0.00
Provision for Bad Debts 1000.00
Recsierof Revenle Frint Balance Sheet
Fioff PAYE - Creditor 23066
FofR LIF - Creditor -1046.28
FofR SOL - Creditor -30.69 Export ta Excel
Staff BEenefitz - Sundry Creditors
Medical Aid - Creditar
Pension / Provident Fund - Creditor
Suspense Suzpense Account -7e02.80—

Done

Figure 109: Print Balance sheet to Date




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 = ‘s

Select the Month and click on Go.

Balahce Sheet D ate

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

1.11.16. Balance Sheet to Date (western Cape DHLY)

11.11.17. WCED 043 Printout (western Cape DHMLY)

Figure 110: Print Balance sheet to Date

Balance Sheet as at 30 January 2013

ASSETS

MOM - CURRENT ASSETS
Fieed Assats

Investments

CURRENT ASSETS

Accounts Receivable

Total assets

EQUITY AND LIABILITIES
CAPITAL AND RESERVES

Capital Accounts

CURRENT LIABILITIES
Pravisions

SUsSP

Total equity and liabilities

Take On Balances

Notes

10
12

13

2013

-234730.50
-B4871.38

Z

&
i

-BEE1T3.20

88617320

-1100863.70

1174854 50

117054450

-73821.20

-104141.20
30210.00

1100963.70

H

Figure 111: Example of a printed Balance sheet to Date

¢
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2.7.8 Printout WCED043 (Menu 11.11.17)
The following financial quarterly report is applicable to the Western Cape schools.

“# Click on Printout WCEDO043 (Fig. 112).
“ e Select the Month, the year and click on GO.
é{ o The Help Info informs schools that the total of all bank balances to be captured
e Click on Print WCED 043 and then on OK to print a hardcopy.
Click on DONE to exit the screen

pEeeta [31 March =] ; Ef;:g:::;{ GO Help Irformation | Print CED 043 Done
Wes-Kasp Onderwysdepancment o
Wesiem Cape Educalion Depariment QUARTERLY REPORT
Sebe leMiundo leNishona Kolon
Name of Institution: CLEVERKIDS HIGH EMDC:
Indicatz with X: Sect 21 Non-Sect 21 ndicate if applicable Wi X.
“| v
Jan - March Jan - March =
EDIT Report for Quarter Actud : To Dae Annual Budget Budget less Ac
a b [ d=zc-b
B | Text and ofer books
B2 |Local Purchases
B3 | Municipal Services
@ |B4 | Unscheduled Maintenance
g B5 |Personnel | Educators + Circular 117
3 B5 |Personnel | Non-educaiors
B7 |Hostel Expenses
B |Cer Expenses
B9 |Teaching Assictant Pilot Project
C  METTINGOME:C=Aless B 4600.00 4600.00 -
Balance | BANK STATEMENT DECLARATION BY GOVERNING BODY CHAIRPERSON AND TREASURER
§ - | Less chegues + paymenis cutstanding 0.00]1 hersby declare hat fie abowve nformaiion and calculaions, fo the best of my know
¥ + | Pluz deposis + bank recsips outsianding 1050.00| of this institution.
F DEec 0.00
Balance : CASH BOOK 21450.00 | CHAIRPERSON SIGNATURE : Name & Sumame =
And

. y 18

4
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" Current Year

Select & 137" arch S - -
. GO Help Information Print ' CED 043 Done
Quarter: | J " Previous Y'ear 2
Wes-Kazp Cnderwysdepariement o
Wesiem Cape Educaion Depariment QUARTERLY REPORT
Sebe leMiundo kxMishona Kolon:
Name of Institution: CLEVERKIDS HIGH EMDC:
Indicaie with X St Mon-Sect 21 Indicaie if applicable wish X T
4 v
EDIT Budget less Achual Esfimaie: Rest of Year Variance
d=zc-b € f=d-e
B1 |Text and oher books
B2 |Loca Purchasss
B3 |Municipdl Services
@ |B4 | Unscheduled Mainienance
g BS |Personnel : Educators + Circular 117
Wi |B% |Personnsl @ Non-sducators
B7 |Hostel Expenses
B& |Other Expenses
BS | Teaching Assistant Pilot Project
G METTINCOME:C=Aless B -4600.00 -4600.00 0.00
Balance : BANK STATEMENT P TREASURER
E - |Less cheques + payments cutsianding » e best of my knowdedge, is a bue refieclion of e fnancial acivilies
? + |Plus deposits + bank receipls outsianding
8
] Difierence
o
Balance : CASH BOOK TREASURER SIGNATURE : Name & Sumame =
| [+ [T
Figure 112: WCED Financial Quarterly report
&, 2.8 Printouts and export functions
Figure Menu on SA-SAMs When to use

2.8.1 Other Reports

Fig. 113 2.8.3.6 View Journal Entries (11.16.6)

Fig. 113 -114 2.8.1.1 Print Statement of Investment (11.9) SGB for AG and Annual Audit
Fig. 115 2.8.1 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)




2.8.1.1 Print Statement of Investments (Menu 11.9)

“f Click on Cash on Hand (Fig. 113).
o Select a date to print a statement.

é 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. Pnnt Dutstanding Cheques
Statement of Investment Date

11.8. Print Cazh on Hand

11.9. Print 5tatement of Investment

Print

Dane

11.10. ¥iew Cash Book

Figure 113: Print Statement of Investment

Statement of Investments
CLEVERKIDS HIGH

as at 28 February 2013

popular bank
1212
1212

Cheque Account

Accountnumber 12212121212
Rate of interest on investment- 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.

I3 VAN BLERK B G BARNARDT

Principal Chairperson SGB
201310617 2013/06/17
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.
“# Click on Total Fees Raised to Debtors Accounts (Fig. 115).
e Select a month, year and click on GO.

é e Click on Print Grid to print a preview.

e Click on the Printer icon to print a hardcopy.

Click on DONE to exit the screen

. y 18
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| Total Amount Raised to Debtor Accounts per Income Account

Select Month: |February

=

Primt Grid | Done | |
o Current Year " Previous rear
Account Drescription Month Total “Wear to Date Total for ear
0217001 |Full Fees 10800.00 12000.00
i 021/002  Partial Exemption Fees B00.00 E00.00
0.00 11400.00 12600.00
||
| |
|
||
|
I

Thiz grid dizplays the total amounts that were raized againzt debtor accounts, Jourmal entries and other comections againzt these
amounts can be viewed in the detailed ledaer 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)

“f  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
? % -= 11.11. ¥iew Financial Statements

11.12. Export Expenditure [xml]
Select a Year for Export: |E0E -
11.13. Export Budget [xml)
Select month for expart data: A 11.14. Quick Export Ophions [Excel)

Location Selected

Your survey file iz located in the path:

5 11.16. Transaction Printouts
Location: Browse [

C:AE sportD atat 20135 chool 3000115071 expl anuary. sml

fou can gelect a new location for the export file by selecting the relevant option abowve. |f you want to place the file
directly onto a disk in your & dive 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

'
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2.8.2.2 Export Budget (Menu 11.12)

“# Click on Export Budget to xml file. (Fig. 117).
& e Select a year, month and click on Create Export.

Click on DONE to exit the screen

11.12. Export Expenditure [xml)

Select a Year for Export: [2013 -

b
i —— . i e l

11.13. Export Budget [xml]

1.14. Quick Export Dptions [Excel]

Select month for export data; |&nnual

Location Selected

116, T tion Printout
Yaur survey file iz located in the path: L et e

Location: Browse
C:AEportD atat 201 35chool 30007115070 bud. xml

You can select a new location for the export file by selecting the relevant option above. If pou want to place the file
directly onto a disk in your &% drive ar your CD drive, please inzert the disk before pou zelect the drive,

11.19. Year End Functions

Create E=port | | Dane | <¢ MAIN MENU

Figure 117: Export Budget

2.8.2.3 Export Expenditure & Income and /or Budget (Menu 11.13)

Y@ Click on Quick Export Options to excel file. (Fig. 118).
e Select a year, month

& o Select Expenditure & Income or Budget or Both.
Y . 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

AR S

Actual Income + Expense Account Listing Monthly options
Acc Sub Description Cat Arnourt Budget = Select manth to view:
oo ooo0 IMCORME INC ,ﬁ
mo o0 Allocations IMNC
a1 000 Allocatﬁon Recurrent INC ™ Export Inc/Exp
maz 000 Allocstion Testbooks IMC
o3 000 Allocation Stationery IMC " E=port Budget
014 000 Allocation Maintenance INC
s 000 Allocation School Food Mutrition INC " Export Bath
me 000 Allocation Expanded Public “Works Programme IMC
my 000 Allocation Subsidy to Grade R [Educators] IMC A | Budaet
018 | 000 Allocation Subsidy to Grade R (Recurrent) INC et
013 000 Allocation Adult Basic Education INC
020 000 Income [Projected) IMC ‘Y'ear
01 000 | School Fees INC & Cument™ear
o1 001 Full Fees INC
021 002 Partial Exemption Fees INC (" Previous Year
021 003 Other Fees IMNC ’—
022 000 Fund Raising INC 2013
02z 001 | Fete INC
a2z 002 Sport Activities IMC
g;g Egi goazcc::eerts ::E Export to kS Excel
023 000 Other Income INC
023 | 001 Investments INC o Print Girid
023 002 Tuckshop IMC
023 003 Dispozal of Aszets IMC
023 004 Ewtra Curricular Tuition INC
023 005  Dranar Funding IMC
023 005 Rental of School Property INC
023 007 Sale of Goods and Services IMNC Tons
n>a g Mther Fund Raisinn lea Taors] 1N -

Figure 118: Export Budget / Income & Expense

- o
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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)

Fig. 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.
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:

Print receipts for

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

Select book & month to print

Click on Print and then OK.

Click on DONE to exit the screen

&
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Information for receipt book : book 5

Receipt book to view

Slip Murnber ta view

| book 5 =
Select Month to View

| [

QK

[ " Month

" Receipt Book and Murmnber

& Curent Year ¢ PreviousYear YEAR (2013

* Receipt Book

| Print Receipt Report:
Click on a Column Heading to order by that column o s L
*Date | Source ‘ * Amount | hethod | * Book, | *Rec... | Trans Mo | Deposit o
20134024, CJ Cariers 400 Cheque book 5 2001 2 Ma (" Print receipts for specific month
20134027, mathers 150 Cheque book 5 o023 Mo o B Bl 23
2013/02/... BothaC =0 Cash baok 5 003 4 Mo sl & CurrertYear
2013/02/... SMith 400 Direct Deposit book 5 2004 5 Direct O " Print receipts for a specific receipt book, and month ~ P ¥
2013/017... Mala 750 Cash boak 5 005 23 Ma e : : 3 1EviaLs Teal
2013/02/.. MM Botha 2300 Chequs book 5 006 %% Mo Print 1eceipts for specific day or period
™ Print receiptz per description far a period
Start End
2013/06/18 = 2013/0618 =
Feceipt book to Print tanth ta Print
I Done |
PR R R Losioaa 40 ——

Figure 119: View Receipts

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

e Select the Month to View and the year.

&

Select the Bank Account to view from.

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

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

e 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

= ...specific month

= ..account

= ...specific account & month

Select account & month to print

e Click on Print and then OK.

Click on DONE to exit the screen

5 14
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Bank. account to view

Cheque pavment for account: 940490049

Select a Year to view ™ Current Year

™ Previous Year

Select Month ta Wiew

2011 * Bank Account

" Bank Account and Manth

540430049 ~ =] ok, £ Manth

Click on a Column Heading to order by that column

* Account | * Date | * Cheque I * Amnount J Payment | Reconciled Trans...
540490049 IS =aiacor MNa 24832
540430043 Print Cheque Payments Reports ‘. Mo 24821
340430043 — Mo 24816
540430049 Year MNa 22213
340430043 ™ Print cheque payments for a specific manth Ho 21732
540490049 . " Mo 21728
940450049 " Print cheque payments for a specific account - Mo 20801
340430043 (™ Print cheque payments for a specific account and manth ; Ha 20800
940430043 (" Previous Year Mo 24533
540490049 N b to Print . Ma 24838
540430043 ceount ta Fin Manth to Print “ Mo 20793
540490045 = - B16 20797

Dane |

Frint Reports Total Cheque Payments

278385.50

Done

Figure 120: View Receipts

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

¢ Select the Month to View and the year.

i e Select to list voucher per Petty Cash Account or PC Account & Number or Month.

e Select the Petty Cash Account to view vouchers.

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

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

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

Print Petty Cash
payments reports for

= ...specific month

= ..account

= ...specific account & month

Select account & month to print

e Click on Print and then OK.

Click on DONE to exit the screen




Petty cash payments for account: General

Select Year To View " Curent'Year ©  PreviousYear

Petty Caszh Account to view Select Manth to View

A0 General

2011 {* Petty Cazh Accourt

" Petty Cash Account and Month

j | J oK " Maonth

Click on a Column Heading to order by that column

* Name of account | *Date | * Amnaunt | Description * Woucher TransMo
General 20110208 250 Happy Cow diary 27 24840
P Ny
Print Petty Cash Reports
" Print petty cash pagments for a specific manth ;;:1'
" Print petty cash pagments for a specific account
" Print petty cazh payments for a specific account and month (e Eu"?nt et
" Previous vear
Petty Cazh Account to Print tonth ta Print
Fririt |
L
Frint Petty Cazh Reports Total Petty Cazh Payments: 250 Daone

Figure 121: View Receipts

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

& e Select the Month to View and the year.

Select one of the
following options
and then complete
the data field:

Select option Enter data

e Month = Select Month to View

e Deposit Book = Deposit Book to View

e Deposit Book and slip | ® Deposit Book, Slip Number
number

e Bank Account and month = Bank account to view, month

e Bank Account

4

Bank account to view

e Petty Cash

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

e The total of the Deposits balance is shown at the bottom of the page.

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

Print Petty Cash
payments reports for

= ...specific account

= ..specific account & month

Select account & month to print

e Click on Print and then OK.

Click on DONE to exit the screen

T [




Deposit Information for bank account: 12212121212 for the month February

(¢ Curent'ear  Previousvear YEAR (2013

Bank account to Yiew Select Month to View
12212121212 papular bark =] |February =] " Manth f* Bank Account and month
Deposit Book ta view Slip Number to view " Deposit Book " Bank Account

| J Ok (" Deposit Book and slip number  © Patty Cash

Click on a Column Heading to order by that column

* Bank Ao *Date | *Amount | ¥ Dep Book | Slip No | Cazh Cheque | TransMo | Bark Re...
12212121212 2013/02412 400 Direct Deposit 5 22
Print Deposit Report
Year
" Print deposits for specific Accaunt 23
(™ Print depozits for a specific Account and month {3 Gurmentraal
Bank account ko Print Manth to Print L
Frint |
| Deposit Repart Total Deposits: | 400 Prirt Deposit Details Dare

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).

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

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

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

e A summary 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
e Click on Print and then OK.

Click on DONE to exit the screen

_ _.'
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Select Account Search Dptions
Select Account: |D‘I 2/000 Allocation Textbooks ﬂ
of enter @ Search Text: |
Account Mumber: |012 1000 GO
Filter by Morth ,_‘ YEAR: 2011 " InAccount Mame By Tranzaction Mo Deleted ltems
Date | A | S| Doc No | D escription | D| B | Source | TranzNo | ProcD ate Operation
2011402/07 12 0 Chiozo3 Allocation Textbooks 3. DBE Suppli... 24839 2013/06M6 G5 books
201120207 12 0 ChiDz08 Allocation Testbooks 3. dbe boakz 24333 20130616 textbooks gr 7
Print General Ledger Repaorts
. . - Year
" Print ransactions for specific month
2011
o ; o
Frint tranzactions for a specific account & CunentYear
" Print tranzactions for a specific account and month I Previolsir e
" Print transactions for the whale year
Account to Print Manth to Print
Print
Account Budget Account Balance Budget Reconciliation
Debit | | Credit | | Debit |;r|]|]_|]|] | Credit | Under | | Ovwer | |
| General Ledger Reports | ¢ Current'ear ¢ Another vear Shows All Tranzactions | Done |

Figure 123: View GL Accounts

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

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

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

@ e Select the Account or Acc Number to view. OR
Sl
[ ]

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

Select All Transactions (at the bottom of the screen)

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

bottom of the page.

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

Print General Ledger
reports per year for

= ...specific month

= ... 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: | j
or enter éﬁ Search Text: |
Account Number: GO
EReG R l—_|February = YEAR: -201 3 " InAccount Mame ¢ By Transaction Mo 7 Deleted Items
Date | Acc | Sub dcc | Doc ... | Description | Debit Credit | Source TransMa | Frocl «
201304, 20 2 JE Mutrition [ncome 1540.00 Jin: wrong allocation 726 2013
201304, 210 1 J3 Office Statiohem Expensze 2786.90  Jmn - wrong allocation 723 2013
201304 210 3 J3 Learner Stationery Espense 2786.90 Jin : wrong allocation 723 2013
201304, 20 2 J4 Mutritior [ncome 390,00 Jm: wrong allocation 724 2013
201304, 20 3 J4 ghergerge 231000 Jmn 2 wrong allocation 724 2013
2013404, 20 5 J4 reygrewgne 340,00 Jin : wrong allocation 724 2013
201304 30 10 14 adoner 10,00 Jm: wrong allocation 724 2013
Print Journal Transactions Reparts = Jin: wrong allacation 724 2M3
- Jin: wrong allocation 725 2013
¥ Jrir 2 wrang allocations 728 2013
; 5 - car 154000 Jin : wrong allocation 726 2013
~
Frint transaction for specific month 2013 it e A 79 5013
" Prirt transactions far a specific account & G 0 462000 Jm : wrong allacation 726 2013
* Current Year ;
; : o Jin : wrong allocation 726 2013
{ :
Frint transactions for a specific account and month & Eeis e TE00.00 | dn: wrong Alocation 79 5013
; Jmn : wrang allocation 726 2013
Account to Print Manth to Print 20,00 Jin: wrang allocation V2B 203
J | J 228200 Jmn: wrong allocations 727 2013
Jriri 2 wrang allocations 727 2013
1210000 Jm ; wrong allocations ] 2013
| 77000 Jrr s wrong allocation 725 2013
201 AN e - adrewnn allaeation 77 e T
2
Account Budaget Account Balance Budaet Recaonciliation
Dehit | | Credit | | Debit | | Credit | Under | | Dver | |
| Jowrnal Reports | ¢ CurrentYear " Another Year Show All 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
documentation 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




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.

o The system automatically creates a backup in the folder C:\Program Files\ SASAMS\ Backup

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 11.17.1)

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: D ate of Balance:

‘rear End:

| Jemnzm -] [a0m

" Order by Leamer
" Order by Account Murmber

Select Account for Write-OFf:

021|001

021007 Full Fees

Account Learner

=R R=rRLE RER R R

Acceszion | Owing

wiite Off | Balance | =

-

Figure 125: Process Year End Transactions

- o

1/

=]

Select Transaction Date:

201mAz2M3 -

Process Transactions

RED indicates O¥ER
payment by debtor

Enter the amounts to
write off and
REMEMEER to print
before your process
your rangaction

Prirt Grid
Dane
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2.9.2 Process Year End Transactions (Menu 11.17.2)
“# Click on Process Year End Transactions (Fig. 126)

e Select the year end and date (last day of the year) to be processed.
e 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.
e Click on Year End Actions Confirmed and then click on Run Year End.
¢ Click on yes to proceed.

e 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

e You will be informed to open a new Financial Period and then all balances will be rolled over to 2013.

Process Year End Transactions - e

Select Year End to . .
s 2m Select D ate for Processing Year End |2[|11;1 207 j |2[|1'|;1 207

' 501

The Balance on your Take On Balance Control Account [(998/7000] is : i
[vou cannot process your year end unless this balance iz 0)

Compulsory Steps

Pleaze confirm that a hard copy of each report haz been printed and filed for the current financial vear to be
clozed:
v Income Statement v Cheque Payments

Balance Sheet [v Bank Deposits

<

v Journal Transactions ¥ Receipt Information

v General Ledger Transactions
[ Petty Cash Payments

|v Budget Reports

W Outstanding Debtor Amounts have been witten off where necessary | rear End Actions Confirmed |

Run *ear End ‘ Done

Figure 126: Process Year End Transactions




2.9.3 New financial period on the system
“f Click on New financial year (Fig. 127)

e Click on Add New Period.

e Click to confirm the dates of the new system (Fig.128)

Click on DONE to return to exit the screen

The fallowing financial periods have been used on this system

ear

| StartM... | EndMo... | Closed | Date Closed | Year End Proc | Close Period

20m
2m0
2003
2008

January Decem.. Yes 201112/ “es
January Decem.. Yes 201012/31  “es
January Decem.. ‘Yes 200912/31  “es
January Decem... Yes 200812531 “Yes

Re-0Open Period
Delete Period

Dane

Figure 127: View Financial Periods

Please select optionz for the New Financial Period

Year [P012 | Start Month |Jaruan | EndMorth |December
¥ dHat ! If your System Date iz incomrect, please
our spstem date is set as: | 2012/12/13 reset this date in your Windows Control

Panel

Save | Cone

You are now ready to start

. . . |
inancial Assistant

Figure 128: New Financial Period

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!

“#  Click on Delete Archive Data ( Fig.129)

e Select the year to delete.

% o The program will not delete data that is less than two years old.
e Click on Process Delete to confirm deletion.

e Confirm with all further Warning messages.

e To delete all data click on Delete All.

e Click on DONE to exit.

11.19. FINANCIAL YEAR END AND ARCHIVES

SA-SAMS : School Administration and Management System .

11.19.1. Write Off Debtor Accounts

11.19.2. Process Year End Tranzactions

11.19.3. New Financial Year

11.19.4. Delete Archived Data _L
||

Remaowve Financial Data

Only Financial Data that is more than 2 years old can be deleted.

It iz a good idea to delete data that is no required in order to streamline the databaze transactions.

Years to Delete

Select Year to Delete from Current D atabase

Tou will be deleting the following ransactions: |1 o [8783 Process Delete |

Delete ALL finance data to restart

This action CAMNOT be reversed and ALL financial data Delete ALL
will be deleted for ALL years S
Daone

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

o ltincludes functionalities to do
banking.

accurately.
daily finances such as payments, receipting, petty cash and

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
2.8 Printouts and Export functions
2.9 Closing of financial year

(bank statements, reconciled statements)

)
@, -
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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 ime 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 ime 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 _ _

2.4.4b Debtor Take On Balance (Menu 11.5.2) = Enter debtarbalance forfiksttime enterng)!
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 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

2.4.4§ Change Account Payers (Menu11.5.14) = Add account payers i

2.4.4k Learners with No Acc Payer (Menu 11.5.15) = I£’|:\tleorfslearners with no assigned account

2.4.4] 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

¥
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2.3 Payment /[Expenses

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 D|rect Payment from Bank Money paid through bank transer Capture from bank

statement

233 Petty Ca'sh Payments (11.4.13)

order
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

2.4 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

FOLLOWED UP BY

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

Fig. 83 -85 2.5.2 Re-Process Deleted ltems (11.4.7) Must be done after every 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

¢ ' | _!:" |
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2.6 Bank reconciliation

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) 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 WCEDQ43 (Menu 11.11.17)

T [




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)
. 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

=

*Prov Chart of +Financial *Bank account
Account period »Cheque book +series No
*Check system *Petty cash book + No
date *Receipt book +No
*Deposit book + No
— \

I

*Set up Budget




e How to receipt money

1141 | 11.4.3
Receipt payment to Direct payment into
schvol 11.4.1 Bank

w
11161
Wisw receipts Deposit Receipts | m

e 11164

| 11416

/ | Delete receipts | l
| —
|

| Print 3 receipt

Wiew Bank
e How to do payments
1141
1143 1143
Chegue 3 B
Direct ntinto
Spiit chegue Petty Cazh Balmk PAVNIVETEL ]
,r'l i
| 11.4.13 | i _.-"'r
i

| [Sreve |/

11411 11 16.2 ol
P
cancel cheques. view cheque oo
payments 4 _.-"f
;S
11.4.9 G J;f /
View Cancelled View Cutstanding J K !,-'
cheques cheques | [/
=l | _..-"'r
/
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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:

School Name:

Email Address:

Cellphone Number:

Version of SA-SAMS:

Operating System Version:

District / Province:

Comment / Problem Details:

Send Email
Contact Person Telephone Email
Frans Ramphele ramphele.l@dbe.gov.za
Carinne van der Westhuizen 012 357 3832 vanderwesthuizen@dbe.gov.za
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