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COPYRIGHT NOTICE

This training manual is protected by copyright under the Berne Convention and the South African
Copyright Act, 98 of 1998. No part of this training manual may be reduced or transmitted in any form or
by any means, electronic or mechanical, including photocopying, recording or by any information storage
and retrieval system, without the written permission of Munsoft.

Whilst every effort has been made to ensure that the information contained in this training manual is
accurate and complete, Munsoft, its directors, officers and employees take no responsibility for any loss
or damage suffered by any person as a result of their reliance upon the information contained herein.




COPYRIGHT NOTICE ......cooittieueniiiiiiinennnsssiisiirmesmssssisssimmsssssssssssstmsssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssss 2
1. INTRODUCGTION......ccittutiiitnniitranssnimnessimesssssrsnssssmsnsssstesssssssssssstsssssstsssssstsssssstsssssstsssssstssssssssnssssssnssssssnsssssanssss 4
2. TB TO BALANCE........ccoittttttuuiiiiiiiretnnssisssiirresasssssssstimsssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnsssssss 5
3. QUICK CODE VALIDATION ......coiitttttuuniiiniiinrennsssisssimmssmsssssssssimsssssssssssssmmssssssssssssssssssssssssssssssssssssssssssssssnsssssss 6
3.1. QUICK CODE MIGRATION FROM 6.4 TO 6.5....oueeeeeeeeeeeeeeeeeieeeeeeeieieieieseseseeeeesesesesesesesesesssssssesesssesesesesesenenens 6
3.2. PAYROLL QUICK CODES ...ttt ettt ettt e e et et aasesaaasasaaesesaseaeaesasasasesasesesnsesnsnsasnsnsnnnns 7
3.3. QUICK CODE VERIFICATION .....ccoeeeeeeeeeeeeeeeeeeeeeeeeseeeeeeeaeeeeteeaeaeaaaeaaaaaeaesasasasasasasesesasssssssesssssssssesssssssssssesssnsnrnns 8
3.4. QUICK CODE MAINTENANCE ......oooeeeeeeeeeeeeeeeeeeeeeeeeeteeseeeeeeeetteseaesesesesseestaesesesesesesesesesesesesesssesesesesesesesesanenens 10
3.5. QUICK CODE BULK IMPORT ...eeeeeeeeeeeeeeeeeeeeeeeeeeeeteeeateeaeaeaeaeaaaeaesesesaaaseasaasasasasasesasasssssssssssssssssssssssssssnnasennns 12
4.6.4TO 6.5 SEGIMENT ALIGNIVMIENT .....ciiiiiiuuiiiiiiinnnmnnssisiiimmmssssssssssimsssssssssssssmsssssssssssssssssssssssssssssssssssssssssnns 14
5. BUDGET LOCK ..ccuuiiiuniiiiieniiiinniiimmeisiienssiienssiiesssssiesssssissssssiensssstsnsssstsssssstsssssstsnsssstsssssstsnsssssssssssssnssssssnnsss 16
5.1, COPY TO ORIGINAL ...ttt ettt ettt e e e e ettt e e e e s sttt e e e e e ss s asbsbseaasesssassssnanaseesnanans 16
5.2, ORIGINAL BUDGET LOCK ....eveeeeeeeeetet ettt ettt e sttt e e e s st e e e e e sssstaaeaaeesssastsaneeasensaansns 17
5.3. AUTHORISING THE ORIGINAL BUDGET LOCK ....ccvvevvveieeiiiiiiiiiiesiiisestsesesesesesesesesesesssesssesesssssesssssssssesesssenennn 18
6. OUTSTANDING TRANSACTIONS ...ccouriiiiiiiiinnnnniiiiiiiienmssssssssiimmsssssssssssismsssssssssssssssssssssssssssssssssssssssssssssnsssssss 20
7. PROCUREMENT .....cuiiiiiiiimmneniiniiiieimssssssssimmsssssssssssssmssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnsnsssssss 21
8. STORES ...cuuiiieeiiiiiniiiiitiiiiieiiiieneisiienestieasssttenssstrensssttensssstessssstensssstessssstsnsssstansssstensssssansssssenssssssnsssssenssssns 24
9. CONSUIMER DEBTORS ......coiiiitmmmmniiiniiimmmnnsssssssimmssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssns 24
10. CLOSURE OF PERIOD 13 & 14 .....cccteuuuuuiiiiiinnnmnnssssssinmsssssssssssssnssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssnes 25
11. POST YEAR-END ....cuuiiiiieiiiiiiniiiiieiiiineiiieneiiiiessiisiesssssienssssiesssssssssssssssssssssssssssssssssssssssssssssssssnsssssnnsssssnssns 27
1.0, CONSUMER DEBTORS. ...t e e e e e e e ee e e e e e e e e e e e e e e e e e e e e e e e e e e e e eeeeeaeeeaaaaaeaeaeaaaeaeeeeens 27
JI.2. CASHIERS ...ttt ettt ettt e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaeaaaaaaes 32

O R O Y I = = 34




1. INTRODUCTION

With YEAR-END procedures, some checks and blocks have been put in place that might cause a delay if not
attended to in time. The following tasks will have to be completed before the June month-end can be
authorised:

e TBto balance

e Quick Code Validations (Cashier Quick Codes)
e Budget Lock

e Qutstanding Transactions

e Accruals

The following task will not block the June month-end from happening, but it is advised to do these:

e 6.4t0 6.5 segment alignment




2. TB TO BALANCE

Your trial balance must balance. To extract your TB,

Go to GENERAL LEDGER > ENQUIRIES AND REPORTS > MSCOA TB

" Function And Item

rProjects
@ Al
" Specify

Functions
@« All
" Specify

TRAIN LIVE
MUNSOST mSCOA TB (SCOA Actuals) @
rReport Typ
@ Actuals Extract " Org Structure " Regional Financial Year |2021
" Costing " Project ltem " Source Of Funding Period I

rDetail / Summar Segment
@ Detail € Projec " Regional SCOA Type 'I
" Summary € Funding € Function
€ Costing  ltem Level |11 (Between 1 And 11)
~Open Balance Type YTD / Movement: ~Print Zero's Print Validation Errors
&y ¢ ¢ B/Forward { YD @ Movement ClnclZero & Excl Zero  Yes * No

+ £ad V Ok X cancel

[‘} Change [E(Delete O\WBW

If there is an imbalance, please try recalculating the TB.

Go to SUPERVISOR > FIN SYSTEM ADMIN > UTILITIES > RECALC TRIAL BALANCE

If after recalculation the TB is still out of balance, please contact Support as soon as possible.




3. QUICK CODE VALIDATION

When the Cashier Month-End authorisation is done, only valid Cashier Quick Codes will be migrated. Invalid
Quick Codes will be blocked and therefore will not be able to be used until they have been corrected.

The following steps will explain what to do.

3.1. QUICK CODE MIGRATION FROM 6.4 TO 6.5

Quick Codes that were used in 6.4 will have to be migrated across to the 6.5 chart.

The system will migrate 6.4 Quick Codes that have not been flagged as “blocked” to 6.5.
The system will then BLOCK any 6.4 Quick Codes that are not valid on the 6.5 chart.
Quick Codes that will be migrated are: CASHIE, CONSUM, SUNDRY and SUNREG.

With the June Month-End authorisation, the system will automatically migrate any newly created 6.5 Quick

Codes.

Ideally, users should finish the Quick Codes 6.4 Validation ahead of time and not only when busy the Year-

End procedures.

When running the migration, the system will only ADD newly created Quick Codes. It will not overwrite

what has already been corrected for 6.5 so this step may be repeated multiple times, if necessary.

The Quick Code Migration will migrate all Quick Codes, including the 3rd party mSCOA setup (your Prepaid
and Traffic Fines setup) and the Payroll Quick Codes, if selected.

Go to GENERAL LEDGER > MSCOA MENU > UTILITIES > QUICK CODE MIGRATION

1 Cuick Code Migration
MLm= = Quick Code Migration @
Fin Year 2021
From Version 5.4
To Version 6.5 i
Prefix "I —»| 1 SCOA Prefix Window
Code s
Migrate Payroll Codes I ASSCNT Asset Controls
BMKCDE BANK CODES
CASHGR Grants Received
N ) CASHIE CASHIERS INC CODE
+add [ change [pelete Oy view CONSUM COMSUMER DEBTOR INC CODE

CONTRO SYSTEM CONTROLS

CRSAGE NT Creditors Ageing

CSMCNT COMSUMER DEBTOR CONTROL
DEFALT DEFAULT
INVLON  Investments and Loans




3.2. PAYROLL QUICK CODES

Payroll integration for July will not be successful should Payroll Quick Codes not be setup. Please ensure
that by the July salary run, the Payroll Quick Codes and/or integration has been done. This will not block
you from doing Year-End.

e Payroll quick codes need to be imported using the segments used for payroll in the budget.
e This will not block you from closing year-end, however, it needs to be completed before the July
payroll run.

Go to GENERAL LEDGER > MSCOA MENU > UTILITIES > QUICK CODE MIGRATION

e )

M Cuick Code Migration @

MINSOT Quick Code Migration ®

Fin Year 2021

From Version 5.4
To Version 5.5

Prefix [lPAYROL ~| PAYROLL CODES |

| Migrate Payroll Codes v

Delete O, View W Ok X cancel




3.3. QUICK CODE VERIFICATION

This screen will assist in extracting blocked (invalid) Quick Codes that are migrated from 6.4 to 6.5 only.

These are the quick codes that need to be corrected.

Go to GENERAL LEDGER > MSCOA MENU > UTILITIES > QUICK CODE

VERI EXTR

54 Cuck Code Venfication Bxtract

MUNSOST Quick Code Verification Extract

Fin Year 2021

Budget Year |2022 ORIGINAL

Budget Locked YN? N

To Version 6.5

Filter " All Quick Codes i+ lmvalid Cudesl
dd Delete : ' ok XX cancel

Prefix Code Prefix Desc Quick Code Quick Code Desc Blocked YN Invalid Reason

CASHIE CASHIERS INC CODE '000170 VAT Receivable:VAT Control (VAT Control:Payments) Y | ITEM MISSING| Item must be default if costing is NOT default
CRSAGE NT Creditors Ageing '000400 VAT Receivable:VAT Control (VAT Control:Payments) Y | ITEM MISSING| Item must be default if costing is NOT default
CRSAGE NT Creditors Ageing '000402 VAT Payable (Control):Receipts(Receipts: Cashier) Y | ITEM MISSING | Item must be default if costing is NOT default
CRSAGE NT Creditors Ageing '000403 VAT Payable (Control):Receipts(Receipts: Sundry Register) Y | ITEM MISSING | Item must be default if costing is NOT default
CRSAGE NT Creditors Ageing '000404 VAT Payable (Control):Receipts(Receipts: Sundries) Y | ITEM MISSING| Item must be default if costing is NOT default
CRSAGE NT Creditors Ageing '000405 VAT Payable (Control):Receipts(Receipts: Consumers) Y | ITEM MISSING| Item must be default if costing is NOT default
NERSAD ‘000001 Function:Energy Sources:Non-core Function:Nonelectric Energy \ | ITEM MISSING| Item must be default if costing is NOT default
NERSAD ‘000002 Function:Energy Sources:Core Function:Street Lighting and Signal Systems | Y | ITEM MISSING | Item must be default if costing is NOT default
NERSAD ‘000003 Function:Energy Sources:Non-core Function:Electricity Y | ITEM MISSING | Item must be default if costing is NOT default
NERSAD '000004 Function:Energy Sources:Core Function:Electricity Y | ITEM MISSING| Item must be default if costing is NOT default
NERSAD '000005 Function:Energy Sources:Core Function:Nonelectric Energy Y | ITEM MISSING| Item must be default if costing is NOT default




REVENUE RELATED QUICK CODES

Review all revenue related quick codes to ensure that all are linked to a specified funding (i.e. can’t be non-
funding). Extract all quick codes.

F

I Quick Code Verification Extract @

MUNSOST Quick Code Verification Extract ®

Fin Year 2021

Budget Year |2022 ORIGINAL Budget Locked YN? N

To Version 6.5

Filter If-" All Quick Codes " Invalid Codes

Delete Ol View < Ok > cancel

On the extract, filter the funding column by “Fund: Non-Funding Transactions”. Update those revenue
related QC so that they have a specified funding (see next section).




3.4. QUICK CODE MAINTENANCE

Use this screen to correct or unblock any blocked/invalid Quick Codes.

A blocked CASHIER Quick Code have no impact when year-end is closed, however, cashiers will not be able
to receipt against these quick codes until they have been corrected and unblocked.

A blocked CONSUM, SUNDRY or SUNREG Quick Code that is linked to tariff codes, will have to be unblocked
and corrected before Year-End is closed.

The system will not allow you to perform Year-End until the above quick codes that are in use have been
corrected and unblocked.

Also use this screen to update the revenue related quick codes (as per the previous section).

Go to GENERAL LEDGER > MSCOA MENU > UTILITIES > QUICK CODE MAINT

e Make sure you are in “Change” mode.

e Version: Select 6.5

e  Prefix: Select the relevant Quick Code prefix (CASHIER, CONSUM, etc).

e Code: Type the Quick Code that is blocked. You will not be able to search for it using the drop down
arrow. This information can be obtained from the extract discussed in the previous section.

Messages will be displayed, informinig you that the Quick Code you selected is invalid.

1 SCOA Quick Code Maintenance @
MUNSOST SCOA Quick Code Maintenance ®
Version (R
Prefix CASHIE ~| CASHIERS INC CODE
Code 000170 >
Quick Code Desc WAT ReceivahlevAT Control(WAT Contral:Payments)

Change Segments &

Block YN v

Segment Desc VAT Receivable: VAT Control

Function Function:Finance and Administration:Core Function:Finance:Default

Item Assets:Current Assets:VAT Receivable:VAT Control:Payments

Project Default Transactions

Costing Costing:Default

Src of Funding Fund:Non-funding Transactions

Regional Regional:Regional Identifier:Local Government by Province:Western Cape:District Municipalities:DC01 West
Coast:Municipalities: WC014 Saldanha Bay:Whole of the Municipality

+ add Deletz O\ View Excel /Ok > Cancel




o  Click on the magnifying glass and, search and select a valid 6.5 segment string combination.
e Blocked Y/N: Make sure it is unticked.
e Click “Ok”.

L5, Quick Code Maintenance @
MUNSOST SCOA Quick Code Maintenance @
Version 55 r
Prefix CASHIE ¥| CASHIERS INC CODE
Code 000170«

Quick Code Desc AT Receivable:VAT Control(VAT Control:Payments)

Change Segments &

| Block YN [ |

Segment Desc WAT Receivable: VAT Control

Function Function:Finance and Administration: Core Function:Finance:Default

Item Assets:Current Assets:WVAT Receivable:VAT Control:Opening Balance

Project Default Transactions

Costing Costing:Default

Src of Funding Fund:Non- funding Transactions

Regional Regional:Regional Identifier:Local Government by Province:Western Cape:District Municipalities:DC01 West
Coast:Municipalities: WC014 Saldanha Bay:Whole of the Municipality

+ add celete Q View Bxcel «/ Ok X cancel




3.5. QUICK CODE BULK IMPORT

This screen can be used to bulk upload Quick Codes that have been corrected (unblocked), but please take

care!
The import will abort completely if:

e The segment(s) does not exist on the GL.
e The segment is invalid.
e Theitemis a Control item.

You will receive an error report indicating on which row the bad segments are. You will have to correct the

data and reimport.
Use the below layout to import the Quick Codes.

e  For each prefix, a new layout must be used.

o The headings may remain.

o The “description” field should not contain any commas.
e The file needs to be saved as comma delimited (.csv).

e The segment fields should contain GUIDS.

CODES| DESC [FUNCTION ITEM PROJECT COSTING FUNDING REGIONAL
909 TEST |67347610-1db 747b08( 63348e37-4147c7bab5-c. ac97d0b1-d32f 68391ec1-9d0

All control quick codes will be rolled over automatically at year-end.




Once you have compiled the various spreadsheets, can they be uploaded.

Go to GENERAL LEDGER > MSCOA MENU > UTILITIES > QUICK CODES IMPORT

o Browse to File: Select the file to be uploaded.

e Version: Select the mSCOA chart version.

e  Prefix: Select the prefix for those Quick Codes you are importing.
e Search and select the file and click “Ok”.

1 Quick Codes Import

A Quick Codes Import

Brows to File E|

Version BEH T

Prefix CASHIE ~| CASHIERS INC CODE

Bulle_Disp_Template20210216.csv
Bulle_Disp_Template20210520.csv
Bulk_Impairment_template_20201217.csv
Bulk_Import.csv
Bulk_Reassess_Resid_template_210518.csv
DIRDEFPOOO10_20200529.csv
NTROFPN13G63 (1Y . csv

Code,Desc, Function, ltem, Project Costing, Funding, Regional

Delete

X cancel




4.6.4T0 6.5 SEGMENT ALIGNMENT

The next step that needs to be completed before Year-End, is to check that all the segments that have been
transacted on, are all valid on the 6.5 chart. Although this step will not block you when Year-End is
performed, it is advised to perform this step before commencing with Year-End.

If the above is not completed at year-end, it may be done in the new financial year, but it MUST be
completed before the end of July, as the system will not allow one to upload to NT if it is not completed.

Go to GENERAL LEDGER > MSCOA MENU > COMPARITIVES SETUP > SCOA SEGM VERIF

e Year: Enter 2022

e Compare to version: Automatically defaults to 6.5.

e Project: Select a specific project or hit “Enter” to select all.

e Segment Search: Or click on the magnifying glass to search for a specific segment.

e Partial Description: Further filter the results by only displaying those segments that are not valid
(“errors only”).

e The program will indicate (in red) those segments which require correction, and the reason for
being invalid.

e The tabs indicated in are where individual segments are verified and corrected.

e Click on “print” to extract all segments that need to be corrected.

M

MUNSOS~T SCOA Segment Verification & Correction
Year |2022 Compare to Version IE 5
Project
Segment Search
Partial Desc | = All % Errors Only

| Fix Line Fix Functions Fix Funding  Fix Project  Fix Costing Fix Items  Fix Regions

00001 Change YN |+ | -
Project Operational:Municipal Running Cost gOperatiunal:Municipal Running Cost
Function Function: Waste Management:Core Function:Solid ... MFunctiUn:Waste Management: Core Function:Solid...
Func Short Solid Waste Removal:Refuse removal (360) Solid Waste Removal:Refuse removal (360)
Item Liabilities: Current Liabilities: VAT Payable (Control):.GUID noton 6., ||
Itm Short  Receipts:Consumers
Funding Fund:Non-funding Transactions QFund:Non-funding Transactions
Regional  Ward:Ward 2 Witteklip MWard:Ward 2 Witteklip
\Costing Default QCostmg:Default
Desc \Receipts:Consumers |
MNew Segm

alidation
Realign Block
Date Added Cther Ref

¥

4-rdd [ change [ L pelete O\view 1 Expand Orefresh Yy Filter J ok X cancel




Click on the function/funding/project/costing/items/regions tab to fix the invalid segment.
Once on the relevant tab:

e Change YN: Place a tick mark in this box if you want to correct this line.
e Click on the drop down to select the correct segment.

e Once done, click “Ok” and then on the “Process” buttons.

e  This will automatically migrate all balances from 6.4 to 6.5.

v ()
MUNSOS~T SCOA Segment Verification & Correction
Project
Sort By T e e T T
Partial Desc
Fix Line Fix Functions Fix Funding  Fix Project  Fix Cnstingl Fix Itemsl Fix Regions
ool Change YNI¥.1 S31  ITEM =
Itm Type Asset ﬂ
ltem Financial Liabilities:Finance Lease Liability GUID not on E
Long Desc Liabilities:Non-current Liabilities:Financial Liabiliti...
002 Change YN[ S31 ITEM
Itm Type Liakility (IL)
Item Financial Liabilities: Operating Lease Liability GUID not pos...
Long Desc Liabilities:Non-current Liabilities:Financial Liabiliti...
003 Change YN[ 531 ITEM
Itm Type Liakility (IL)
Item Financial Liabilities:Finance Lease Liability GUID not on ...
Long Desc Liabilities:Non-current Liabilities:Financial Liabiliti...
004 Change YN[ 231 ITEM
Itm Type Liability
ltem Financial Liabilities:Finance Lease Liability GUID not on ...
Long Desc Liabilities:Non-current Liabilities:Financial Liabiliti...
=
ok X cancel =




5. BUDGET LOCK

You will not be able to proceed with Year-End if your Original Budget has not been locked and authorised.

After the primary and secondary forecast tabled budgets have been locked and authorised can it be copied
over to become the Original Budget for the new financial year.

5.1. COPY TO ORIGINAL

Go to GENERAL LEDGER > BUDGETING > FORECAST BUDGETING > COPY TO MAIN BUDGET

e Financial Year: This is the financial year the municipality is currently in.

e Copy To: Original.

e Budget Year: This is the forecast/draft budget year to copy across. This will have to be done for all
budget years individually.

o Clear ORIGINAL: This tick box must be selected for the “ok” button to be active.

1 4 Recalc Trial Balance Totals
QA LIVE
MUINSOST Copy Forecast To Main Budget @

Company SC  Munsoft - QA Live

Financial Year IEDEl

Copy To " Tabled

Budget Year

Clear ORIGINAL [

Fadd [y change [T pelete O view ok X cancel




5.2. ORIGINAL BUDGET LOCK

After the primary and secondary Original Budgets have been copied over, must it be locked for each
forecast/draft budget year.

Go to GENERAL LEDGER > BUDGETING > FORECAST BUDGETING > LOCK/UNLOCK BUDGET

o Type: Select the Original Budget.

e Financial Year: This is the current actual year.

e Click on “add” and add the budget year to Lock. All 3 years on the Original Budget must be added
to lock.

e Select the “Lock” radial button to lock this Original Budget.

o Click “Ok” and then “Process” to finalise this step.

e The operator name who locked the budget will be recorded as well as the date.

MUNSOST Lock / Unlock Budgets @

Company SC_Munsoft - QA Live
Type | e
Fin Year |2021

Seq ‘EudYear |LockUnLDck LockedyM Opr |Date Operator Name

o1 FHiEH  Lock C Unlock | N S50 17/05/2021  ANITA MOOKANE
Unlock Reasoh: Original Doc

002 20232 " Lock " Unlock

003 2024  Lock " Unlock

+add [ change W Ok X cancel




5.3. AUTHORISING THE ORIGINAL BUDGET LOCK

Once the Original Budget has been locked, it needs to be authorised by someone other than the person
who locked the budget. This must be done for each financial year.

Go to GENERAL LEDGER > BUDGETING > FORECAST BUDGETING > AUTH BUDGET LOCK

e Type: Select the Original Budget.

e Financial Year: This is the current actual year.

e Select the “yes” radial button for each budget year lock you want to authorise.
e Click “Ok” and then “process” to finalise this step.

e The operator name and date the budget lock was authorised will be recorded.
e  Once authorised, the Original Budget for that budget year is now locked.

MUNSOST Authorise Lock / Unlock Budgets @

Company SC Munsoft - QA Live

Type g
Fin Year [2021

Seq |EludYear Authorise Reason |Dpr |Date Fequest |Operator Mame
2023 o es " MNo LOCK BUDGET 531 24/05/2021 MUMNSYS_TOMNI
Lock Reas@n: Orig Budget
 Yes " Mo

+add [ change ok X cancel




o A certificate of the budget that was approved and successfully locked in the system will be

displayed.
MUMNSO~ST
QA T: 022 701 7000 - F- 022 715 1518
Q A Privats Bag X172 - Vredsnburg - 7380
24 MAY 2021 ENQUIRIES:
TONI TEST

Wational Tressury APPROVED ORIGINAL BUDGET
40 Church Square 2023
Pretonia
0002

municipality’s financial management ¥stem

fas requested By National Treasury in fterms af section 74 af the MFAMA, with reference to paragraph 6.3 aff
MFMA Budget Circular 39 dated 16 March 2012}

I AMITA MOOFEANE, Municipal Manager of QA, bereby certify that the 20723 annual budget and supporting decumentation have been
prepared in accordance with the Municipal Finance Management Act and Fegnlations made under that Act, and that the adjustments budget and
supporting documentation are consistent with the Inteprated Development Plan of the Municipality

* The adopted anmal budget has been captured on the municipality’s financial system;
* There is 104 per cent reconciliation betwesn the budget on the system and the budget adopted by council;

. The adopted anmzl bodget on the municipality's financial system is locked and will not be changed as it serves as the basaline
against which to monitor and measure perfonmance; and

* The relevant budgzet remm forms have been submitted to the local government database.

I firther certify that the municipality has in place controls to ensure that any changes to the adopted tudzet will be capmred seperately and only
in accordance with:

= 4 virement authorised by the municipal manager, or duly delegated offcial, in term of a council approved virements policy; and
» an adjustonents budget approved by council.

Print Hames ANITA MOOFAMNE

Municipal Manager of QA - WCD14

(Wame and demarcation code of mumicipality)

Siznamre

Dhate M4 MAY 3021

Printmd By TONITESET




6. OUTSTANDING TRANSACTIONS

It is extremely important to finalise ALL transactions (while the General ledger is still open) prior to finalising
Year-End. NO LAST YEAR TRANSACTIONS/CORRECTIONS on any sub module will be allowed, except for the
Cash Book. The Cash Book is the only sub module that allows for Period 13 corrections. Any other
corrections that need to be done in 2021, will have to be captured on the General Ledger as a Period 13

journal.

The following transactions need to be processed for Year-End to commence:

e Cashiers
o All receipts should be posted.
CASHIERS > RECEIPT POSTING

e Consumer Debtors, Sundry Debtors and Sundry Registers
o All transactions to be authorised or cancelled.
CONSUMER DEBTORS > TRANSACTIONS > MORE OPTIONS > AUTH TRANSACTIONS
SUNDRY DEBTORS > TRANSACTIONS > AUTH TRANSACTIONS
SUNDRY REGISTERS > TRANSACTIONS > AUTH TRANSACTIONS

e Creditors
o Creditor’s batch payments to be authorised or deleted.
CREDITORS > AUTOMATIC PAYMENTS > AUTHORIZE PAYMENT

o Credit notes to be authorised or deleted.
CREDITORS > TRANSACTIONS > CREDIT NOTE - AUTH

o Standard expenses to be authorised or deleted.
CREDITORS > TRANSACTIONS > STD EXPENSE — AUTH

o Project Invoices to be authorised and updated or deleted.
CREDITORS > PROJECT INVOICES > PROJ TRN REQUEST AUTH & UPD

e Cash Book
o Alltransactions (current and prior year), including reversals to be authorised and updated

or deleted.
CASH BOOK > TRANSACTIONS > CB REQUESTS AUTHORISISE & UPDATE




7. PROCUREMENT

7.1. GOODS DELIVERED

Goods delivered will raise the liability in the General Ledger (accrual raised) and update the Stores module
in the case of a delivery on a Stock order. This will ensure a more accurate stock take.

Accrual on Order should really not be done as you have not yet received the goods.

All municipalities are therefore encouraged to use the delivery option.

Go to SUPERVISOR > PARAMETERS > GLOBAL > SYSTEM CONTROLS

PRE-PR LIVE

NMUNSO~FT

Chart Of Accounts |ZC >| PRE-PROD
rExpenditure Rule

System Control Parameters

[+ Over Exp On Budg
[~ Override Grv Amt
[~ Hand Fee Req/ Ord

[ Auth On Cashbook
[~ Opr Dep / Func Chk
[~ Email Dpt Heads

[~ Chck Tax Cert On Payment
[+ Allow Dr On Income
[~ Bnk Rec M/ End Chck

[~ Usr Auth Req & Ord
[ Auth Invoices

rincome Rule

[~ Split Billing (Separate Water Env)

[~ Match Receipts Rand For Rand

rBudget Check On Vote Types -Active Modul
|_ Income |7 Creditors
[~ Project Cost [ Cashbook
|7 Expenditure |7 Consumer DRS
[ Vehicle Cost [+ Sundry DRS
[V Assets [~ RSC DRS
[ Liabilities [~ Receipt TF Sel

tiscellansou

[v Delivery & Supplier Invoice
Stock Orders Cutoff Date |30/06/2021
Grv Cutoff Date Non Stock [30/06/2021
Country Code [

Salary Module

[ Stores [~ coBoL
[¥ G/ Ledger [~ PAYDAY
[ Cashier [ vip
[ Fixed Assets [~ Check Budg
[ Assets Dynamic Votes
[~ Sundry Register [ Contracts
rDocurment Printout

~ PDF " Text

rOrig Budget Adj Expiry Date

+add  [Dychange [Treets Oy vien

W Ok

X cancel

Go to PROCUREMENT > GOODS DELIVERED




7.2. OUTSTANDING PURCHASE ORDERS

At Year-End, an Accrual journal is created for all outstanding orders, debiting the Expense Item and
crediting the Accrual Item under Trade Creditors, and the current year budget is used. This journal must
be authorised.

When the GRV is captured in the new financial year, the Accrual Iltem will be debited (clearing it out) and
the Creditors Control will be credited.

An option is also available to Carry Over outstanding STOCK orders. If carried over, the next financial year’s
budget will be affected when the order is invoiced. A validation check will be performed to ensure that the
segment string is valid on the current mSCOA chart. The order amount will carry over as pending on the
String in the new year until the goods are received.

Purchase Orders of which the items will not be received, can be Deleted. The current year budget is
released and the order is marked as deleted.

It is important to note, that when doing Year-End, there must be no outstanding Purchase Orders.

The preparation for outstanding orders can only be done once the Stores and Creditor modules have been
closed for June.

Go to SUPERVISOR > REGULAR PROCEDURES > MONTH END > GENERAL LEDGER > ORDERS YE
PREPARATION

e Select either to Delete (D), to Accrue (A) or to Carry Over (C) each purchase order.

Manual Accrual Journals are discouraged as the normal process of capturing is disrupted. Clients delete all
orders, do a manual accrual journal then do STD Exp against expense again, never clearing the Accrual Item.

MUNSOT Prepare Outstanding Orders For Year-End
Fiscal 2020/06
Period End Date 30/06/2020
Doc No Creditor Code and name Tran Date Qty Ord Qty Out Value  Status | Delete/Accrue/Carry

01 009058 02096 ACTOM ELECTRICAL PRO 15/04/2019 260.00 200.00 281962.31 PARTLY D CA &C &
02 009445 08771  TUNIMART 26/06/2019 11.00 4.00 8408.39 PARTLY { TN TR 6
03 009567 08356 Harvey World Travel 10/07/2019 3.00 1.00 12649.73 PARTLY D &A CC
04 009573 08779 KWIKSPACE MODULAR BU 16/07/2019 1.00 1.00 10324.13 OPEN { DN AR 6
05 009585 02830 GATCHENI TRADING ENT 17/07/2019 1.00 1.00 2500.00 OPEN CD @A CC
06 009595 02117  Tipublox Petroleum 19/07/2019 69000.00 1120.00 1088590.00 PARTLY D CA &C
07 009618 08770 MENEZIPHO MEDIA AND 24/07/2019 1.00 1.00 5600.20 OPEN CD CA @C
08 009652 08567 PROCUREX ADVISORY AN  31/07/2019 1.00 1.00 19690.88 OPEN D CA & C
09 009658 02158 SPARKS AND ELLIS 01/08/2019 1.00 1.00 130829.75 OPEN D CA &C
10 009662 01466 AUTOZONE BRS 01/08/2019 1.00 1.00 8625.00 OPEN D A CC
11 009685 01953 Neal's Tyre Services 02/08/2019 1.00 1.00 207.00 OPEN CD @A g
12 009703 03346 supaquick ladysmith 02/08/2019 1.00 1.00 350.00 OPEN D A CC
13 009717 08567 PROCUREX ADVISORY AN 07/08/2019 1.00 1.00 18609.86 OPEN D ®A CC
14 009745 01368 intoli 201 trading e 08/08/2019 50.00 50.00 13500.00 OPEN . gl e
15 009790 08371 OBERVATION HILL ELEC 15/08/2019 50000.00 24000.00 165000.00 PARTLY D CA &C
16 009801 01032 Concept Advertising 20/08/2019 5.00 5.00 2500.00 OPEN { DN AR
17 009809 00960 MIDAS MOTOR PARTS 20/08/2019 1.00 1.00 1955.00 OPEN CD @®©A CC
18 ~l08714  Sondlo & Knopp Adver 21/08/2019 2.00 2.00 4723.76 OPEN D CA GC v

Ok X Cancel




Once all outstanding orders have been either deleted, accrued or carried over, a journal is created. This
journal will need to be authorised. Also refer to the JOURNAL WARNINGS section.

Go to GENERAL LEDGER > JOURNALS > JOURNAL — AUTHORISE

YEAR-END ORDERS REPORT

Go to PROCUREMENT > YEAR END ORDER REPORT

7.3. CLOSING A PURCHASE ORDER

If, for example you received 1 of the 2 products ordered, or the budget is held up, or the stock was never
received, then the entire procurement process can be stopped, and the process will have to be started from
the beginning.

Go to PROCUREMENT > P/ORDER — CLOSE




8. STORES

Also ensure that a stock take has been done before year-end. Refer to the stores manual for more details.

Go to STORES > STOCK TAKE

9. CONSUMER DEBTORS

Populate a default funding and default function to all inactive tariff codes. This should be done after the
consumer debtor June period has been closed.

Go to GENERAL LEDGER > SCOA MENU > UTILITIES > INACT TARIFF GUID SETUP

e The screen will auto populate with all the current inactive tariff codes. Specify a default function
and function segment for each inactive tariff code.

M X5

MUNSO~T Inactive Tariff Codes Guid Setup @

Version |64 -

Seq Mod Tariff Code Control

o CSM 008888 RECEIPTS Advance Payments: Consumers -
Function 6 v | Finance:Default E‘
Fundinglg Service Charges:Unspecified

002 CSM 100700 AGRIC - SMALLHOLDINGS (MONTH) Property Rates: Small Holdings: Agricultural Purposes: Mo...
Function 6 Finance:Default

Funding b Service Charges:Unspecified

003 CSM 100900 AGRIC:AGRIC=50 HA-SALDANHA(M) Property Rates: Farm Properties: Agricultural Purposes: M..
Function
Funding

004 CSM 101500 AGRIC:OTHER - MONTHLY Property Rates: Farm Properties: Agricultural Purposes: M..
Function
Funding

005 CSM 103500 AGRIC:AGRICULTURAL < 50 HA (M) Property Rates: Farm Properties: Agricultural Purposes: M..
Function
Funding

006 CSM 104100 BCOMM: PLEK- AANBID(ONBEB)(MND) Property Rates: Business and Commercial: Monthly Billing
Function
Funding hd

Hadd [T change [ pelete O view [ excel Jok X cancel




10. CLOSURE OF PERIOD 13 & 14

Your AFS must agree to the TB on Munsoft prior to closing P13 & P14. Ensure that upload to NT is submitted
prior to the closure of these periods.

Period 15 becomes available once Period 14 is closed. Will affect 2 years back.

If users do not close period 13 and 14 when they should these journals will affect AUDA, PAUD and RAUD.

Go to GENERAL LEDGER > ENQUIRIES & REPORTS > NAT TREAS EXTRACTS

MUMNSOST National Treasury Data Extraction @
Extract Type ¢ Budget « Actuals " Quarterly
I~ Pre-Audited Actuals (Period 13) I " Audited Actuals (Period 14) I
" Restated Audited Actuals {Period 15) ¢ Debtors Ageing
" Monthly Move " Creditors Ageing
" Pre-audited Debtors Ageing " Audited Debtors Ageing
 Pre-Audited Credtiors Ageing " Audited Creditors Ageing

Financial Year |2021

File Type ¢ Excel & Text

~-rdd [ change [Ypelete Oy view ok X cancel




To authorize Period 13/14,

Go to GENERAL LEDGER > MONTH END AUTH> PERIOD 13/14 AUTHORIZATION

MUNSOST Month End Authorisation @
Chart of Accounts |SC 'I Munsoft - Saldanha Bay Live =P= Pending actions still to be performed
Financial Year 2021 -G- Module Good to be authorised
Stock Period 2021/06 C&hier Period 2021/06
Creditors Pe
Cash Book P| ™!

I HFeriod 13/14 Autharisation I
S R=l= Period 13/14 Close Authorisation General Ledger

Fiscal Period Upd Date
2020/07 170 [31/07/2020
2020/08 Chart of Accounts ISC 'IMunsoft - Saldanha Bay Live 170 [31/08/2020
2020;09 Financial Year IZDED 170 30!09‘;2020
2020/10 170 [31/10/2020
2020/11 Period 13 170 [20/11/2020
2020/12 Auth  Upd Date 71 [31/12/2020
2021/01 Fiscal Period |G- | =] o71 [31jor/z021
2021/02 2020/13 | 71 |28/02/2021
2021/03 | jo71 [p1/03/2021
2021/04 1] 70 [3o/o4/2021
2021/05 531 -]

2021/06 ok X cancel =

=} £dd T xR e SiPint S0k > Cancel

Once authorized,

Go to SUPERVISOR > REGULAR PROCEDURES > MONTH END > PERIOD 13/14 CLOSE




11. POST YEAR-END

11.1. CONSUMER DEBTORS

11.1.1. INTEREST SETUP & BREAKDOWN

Interest set-up needs to be verified before billing in the new financial year.

Go to SUPERIVSOR > PARAMETERS > CONSUMER DEBTORS > RULES & DEFAULTS

Percentage: This is the interest rate that will be charged.

Period (Month): This is interest that is raised on monthly tariffs. 1 is interest raised on arrears 30
days and older, 2 is interest raised on 60 days and older, etc.

Period (Annual): This is interest that is raised on annual tariffs. 1 is interest raised on arrears 30
days and older, 2 is interest raised on 60 days and older, etc.

Current Financial Year:

o When the current financial year box is ticked, this means that the interest levy will try and find
any outstanding debt on the system in the current financial year.

Therefore after year-end has been closed, there will not be an interest levy run as there will
not be any outstanding debt in the new financial year.

o Ifthe tick is not selected, the interest levy run will levy any outstanding debt sitting in 30days.
Tariff: This is the default interest tariff code where all interest will be posted to, unless otherwise

specified per type of service.

MUNSO~T Rules & Defaults Maintenance

ISC 'I Training LNK
Default Tariffs | Rules Indicators Interface Settings' More settings

rReconnection Fee

Municipality Code

Warning & Service Fee
Recon Fee 1 [ EEHl [s81197 ~|ELECTRICITY - REC... | | Warning Fee [ so.00 [s81197 ~|ELECTRICITY - REC...
Recon Fee 2 222.00 |881037 'l WATER - RECONNEC... Service Fee I 34.00 I881101 LI PRE-PAID METER C...
rCut Off Minimums: System Code Default Tariff Code
Cut Off Min 1 1000.00 VAT 009008 = | VAT LEVIED
Cut Off Min 2 500.00 | | Sundry 008888 ~|RECEIPTS Mir Pro Rata hd
Cut Off Min 3 200.00 | | Rebate Reversal hd Indigent hd
Rei t |008001 ~|REIMBURSEMENT O..
rinterest:
Percentage 10.00 % rPenalti rCollection
Period (Mnth) 1 Percentage 10.00 % Percentage 10.00 %
Period {Ann) 1 Period (Mnth) | 2 Pericd{Ann) | 1 || Period [1
Curr Fin Year Ira Curr Fin Year - Fin Year " Current ¥ Previous
Tariff 003007 ~|INTEREST .. Tariff |009014 'IADM[N CHA...| | Tariff 002014 'IADMIN CH...
Rule i Total Due x % / 12 Rule " Total Due x % / 12
" Total Due x % @ Total Due x %
" Single Month x % " Single Month x %
+add  [[change [Toeee  OGview ok X cancel




Viewing the interest breakdown,
Go to CONSUMER DEBTORS > CONSUMER ENQUIRIES

e Click on the document number drop down arrow to view more detail on how the interest is

calculated.
M X2
MUNSO=T Consumer Master Enquiry @
Account No 0010000003 BURGER 1] Hnd Ovr/Prkd Acc 1V
Erf Number 00001-000000001-000000-0000 BOUNDARY ROAD 186 Linked Meters 2 [
Owner Type OWMNERS Account Status ACTIVE Agreements 1l
Account Type 000001 / 000001 Credit Status Pensioner ’_
DOMESTIC / DOMESTIC Indigent ’_
Deposit 2,250.00 Credit Instr. ACB !_
Pending Move 0.00 Written Off 0.00 Consolidated YN [
Balance Due 29,095.73 Total Qutstanding 174,892.07
Contact Details Meters Tariffs Tran Recon Ageing Credit Control
Erf Details Valuations Account Notes Meter Recon Analysis Annual Levy More >
Levy Capture Date  Opr Doc No Doc Type Tariff Code & Desc Amount Balance
2021/05 17/05/2021 S31 02358285 PAYMENT 008888 RECEIPTS 300.00- 0.00 =
2021/05 17/05/2021 S31 02358284 PAYMENT 008888 RECEIPTS 500.00- 0.00
2021/05 17/05/2021 S31 02358291 PAYMENT 008888 RECEIPTS 20,000.00- 0.00
2021/05 17/05/2021 S31 02358290 PAYMENT 008888 RECEIFTS 1,000.00- 0.00 _
2021/04 _10/05/2021 _S31 00620607 HOUSIMG LEVY §5o004 INTEREST & REDE 1.000.00 1.000.00 3
2021/04 10/05/2021 S31 INTEREST 003001 INTEREST - ELECT... 15.04 16.04 |
2021/04 10/05/2021 S31 %INTEREST 003003 j INTEREST - WATER 1.85 1.85
2021/04 10/05/2021 S31 56197001 INTEREST 003007 INTEREST - OTHER 62.48 62.48
2021/04 10/05/2021 S31 56195901 INTEREST 003002 INTEREST - WATER 43.97 43.97
2021/04 10/05/2021 S31 56195801 INTEREST 003004 INTEREST - SEWE... 15.00 16.00 |~
Chenge [ 3 Delete A Expand Brcel @ statReprint B1pPint  SFker S0k X cancel

Click on the excel to extract all records that make up the interest bearing amounts.

M =X
MUINSO~T Interest Breakdown :
Account Number 0010000003 Levy Period 2021/04
Customer Name BURGER ] I Interest % 10.00'
Erf Number 00001-000000001-000000-0000 Interest Amount 140.34
BOUNDARY ROAD 186 Int Bearing Balance 16,840.65
Tariff Code Type of Service Int Bearing Interest
[ SEWERAGE - RESIDENTIAL SEWERAGE 1,920.00 16.00 =
000011 WATER - RESIDENTIAL WATER 5,276.42 43.97
855004 INTEREST & REDEMPTION:SCHEME 80 INTEREST 7,497.23 52.48
881037 WATER - RECONNECTION FEE WATER 222.00 1.85
881197 ELECTRICITY - RECONNECTION FEE ELECTRICITY 1,925.00 16.04
I Excel I ok X cancel




e.g. Tariff code 11 for Water (Residential), the Interest-bearing amount of R5 276.42 is made up of the
below accumulated amounts as highlighted below.

TARIFF, SERVICE_ SERVICE_ SCOA_CONTROL

ACCOUNT_NO PERIOD — TARIFF_DESC SCOA_CONTROL_DE$” BALANC= ACCOUNT_HOLDE®R ACCOUNT_STATL'S INDIGENT_Y™ SUB_ACCOUNT_TYP=
~ ~ | CODE |7 ~|CODE |~ DESC |~ _CODE .4 = .4 .4 .4 - .4
10000003 202008 11 WATER - RESIDENTIAL 7 WATER 56001 Water: Monthly Billing 355.62 BURGER J ACTIVE N DOMESTIC
10000003 202009 11 WATER - RESIDENTIAL 7 WATER 56001 Water: Monthly Billing 1118.7 BURGER J ACTIVE N DOMESTIC
10000003 202011 11 WATER - RESIDENTIAL 7 WATER 56001 Water: Monthly Billing 1118.7 BURGER J ACTIVE N DOMESTIC
10000003 202101 11 WATER - RESIDENTIAL 7 WATER 56001 Water: Monthly Billing 1591.7 BURGER J ACTIVE N DOMESTIC
10000003 202103 11 WATER - RESIDENTIAL 7 WATER 56001 Water: Monthly Billing 1091.7 BURGER J ACTIVE N DOMESTIC
Total 5276.42

11.1.2. CONSUMER DEBTOR AGEING

It is important to make sure that it ran successfully (do not close the Telnet screen).

Go to SUPERVISOR > REGULAR PROCEDURES > MONTH END > CONSUMER DEBTORS > AGEING REPORT

11.1.3. TARIFF CHARGES

New tariff charges for the new financial year can be uploaded in bulk, before the first billing run in the new
financial year.

Go to CONSUMER DEBTORS > TRANSACTIONS > MORE OPTIONS > BULK TARIFF CHRG UPD




11.1.4. PENSIONERS AND INDIGENTS AGREEMENTS

Check when Pensioners/Indigents agreements expire. Pensioners/Indigents expiry dates are normally in

June.

Go to SUPERIVSOR > PARAMETERS > CONSUMER DEBTORS > RULES & DEFAULTS

MUNSO~T Rules & Defaults Maintenance @
Municipality Code SC ~| Munsoft - Saldanha Bay Live
Default Tariffs = Rules Indicators  Interface Seﬂing
UM Electronic Document:
Final Demand = [Edo{s URL |
Water Disconnection |
Electricity Disconnect |2 Auth Fixed Charges [¥  Auth Account Act -
Default Due Day IF
rReciept Charg Cashier Month End Check l_
PostOffice Fee Code 'I Valutions Based on Date I
PostOffice Fee Max Agrmnt Defaults I_D
EasyPay Fee Code 'I rClearance Certificate
EasyPay Fee 1st Clearance Fee 80.88(012003 |
Unaloc Trfr Fee Code 'I 1st Valuation Fee 27.90(012003 |
Unaloc Transfer Fee 2nd Clearance Fee 120.88|012003 x|
2nd Valuation Fee 46.50(012003 x|
Unipay Setting:
[Cigicell Unipay No ‘ rIndigent Expiry Setting
Expiry Rule * Expires within period of expiry date
Post Office Setting " Expires on expiry date
[Posl Office GLN No ‘ Default Expiry Date @« End of Financial Year
" One year from Start Date
+ add [Ypelete O view Ok > cancel

The Expiry Dates are specified on the Pensioner and Indigent Master Files.

M X5
MUNSO~T Indigent Support Agreement :
Account Number 0012085286 'I MAARMAN E
Erf Number 12 -000009262-000001-0000 53 LANGSTERTIIESTRAAT LOUWVILL
Account Type 000001  INDIVIDUAL
Account Status 0 ACTIVE
-
Support Number 03 Approved e [ ]
Application Date 15/11/2017 Active e
Start Date 01/11/2017 Inactive Date =
Expiry Date |20/06/2021 |I Inactive Reason L
Swap Tariffs Y/N 2
Tariff Code 'l 0.00
Name [MAARMAN E | Rebate % 10~} 100%
1D Number 6012241265080 Levied YN I
Number Of Occupants 1
Applicant Income 0.00
Total Household Income 1,600.00
Notes |SASSA DISABILITY (NEW) |
a0 [% change [ pelete ok X cancel

Upload pensioners/indigents registers,

Go to CONSUMER DEBTORS > TRANSACTIONS > MORE OPTIONS > BULK INDIGENTS/BULK PENSIONERS




11.1.5. VALUATION ROLL

Needs to be uploaded before July billing.
Go to CONSUMER DEBTORS > TRANSACTIONS > MORE OPTIONS > VALUATION IMPORT

CONSUMER DEBTORS > TRANSACTIONS > MORE OPTIONS > VALUATION CHECK

CONSUMER DEBTORS > TRANSACTIONS > MORE OPTIONS > VALUATION PROCESSING




11.2. CASHIERS

11.2.1. BACK DATES RECEIPTS

The previous feature that was used to change the System Date to accommodate the back dating of Cashier
Receipt Dates, has been disabled.

A Cashier will now be allowed to capture back dated receipts, within the current period. To enable this, the
‘Receipt Date’ field under Cashier Control menu must be populated. The Cashier Administrator must
ensure that a correct date is entered. The Cashier capturing the back dated receipts will see the entered
Receipt Date/Period in red, on the Receipt Capture screen. When the Cashier Audit is run for the said
Cashier, the ‘Receipt Date’ will be reset.

A Cashier will be allowed to capture receipts for a prior period, given the General Ledger and Cash Book
are in a prior period and the Cashier period is ahead.

NB: Please note that at year-end, the cashier's module must be closed. However, any omitted receipts
for the previous year can still be captured using this back dated receipts option provided the cashbook
and GL are still open for period 12.

Go to CASHIERS > CASHIER CONTROL

e  Prior: Enable this field for the specific cashier.
e Receipt Date: Enter the receipt date.

Daily Cashier Control @
Cashier Period 2020/06 GL Period 2020/05
Operator ID _AT Tshepiso Cash Book Period 2020/05
Operator Status ADMINISTRATOR
# Operator Last Active Open Cashup Closed OK Post Closed Upd Prior Receipt Date
001 _AT Tshepiso 12/06/2020 [v] [ [ [ [ v, 01/06/2020 IA
002 S17 MUNSYS_YVETTE 10/06/2020 [ [ [ [ o
D03 S50 Anita 09/06/2020 ™ I I I I I—
004 S09 MUNSYS_MANLDA 08/06/2020 [ [ [ [ [ [
005 DIR DIRECT DEPOSIT 03/06/2020 I ™ ™ ™ ™ B
006 CIG CIGICELL BILLPAYMENT 02/06/2020 [ [ [ [ [ [
D07 POS POST OFFICE 17/05/2020 I I I I I I~
D08 PDY PAYDAY 17/05/2020 [ [ [ [ [ [
009 S13 MUNSYS_MARLIE 16/04/2020 ™ I I I I I—
010 236 dominique 03/02/2020 [ [ [ [ [ [
011 265 WALMARIE 03/02/2020 I ™ ™ ™ ™ B
012 078 SYBIL JACOBS 03/02/2020 [ [ [ [ [ [
D13 061 STEPHANUS ESAU 03/02/2020 ™ I I I I I—
D14 371 Rita Kubashe 03/02/2020 [ [ [ [ [ [
015 341 Nadjmah Abrahams 03/02/2020 ™ ™ ™ ™ ™ I
016 337 NOZAMVA GOBILE 03/02/2020 [ [ [ [ [ [ w
[ change [y pelete O view 7 Expand W Checkiuncheck Jok X cancel




11.2.2. RECEIPT CAPTURE

To capture receipts for the prior period, the cash book and the GL must still be open for the prior period.
Go to CASHIERS > RECEIPT CAPTURE

e When the cashier clicks on the cashier receipt capture screen, the screen below will appear.
e The back dated receipt date will be shown on the Cashier Receipts capture screen in RED as
indicated below.

MUNSO=T Cashier Receipt Capture @
Cashier S17 MUNSYS_YVETTE Period 2021/06
Station 001 Cashier 1 Status ADMINISTRATOR
Payment Type 2 Cashier Period 2021/06
Payment Date Receipt Date 01/05/2021
Tendered Amount
Receipt Amount % Consumer Stmnt Reprnt
Available Amount 0.00 »
Change Amount 0.00
Print Original Receipt | Reference
Entry Sys Account No/Segment/Doc No Cost Cde Pay Amt Outst Bal
+ add [ypelete O\ view & Prat A;zzs:; ok X cancel

11.2.3. BACK-DATED RECEIPT REPORTS

Back dated Receipts Report can be found under:

Go to CASHIERS > CASHIER REPORTS

MUNSO~T Cashier Reports @
Report Type " Receipts T Cancel Receipts " Unpost Receipts
" Control Report " Cheque List " Vote Receipt Sum
" Bank Card List " SMS Notify Extract " Transfers
+ Back Dated Receipts
Period & Fiscal Period 2021/04
" Date Range
Cashier & All Cashiers " Specific Cashier
Payment Type & All Types " Specific Type
Payment System & All Systems " Specific System
Specify Quick Code &

Create SMS File [
Detail or Summary & Detail " Summary

Qutput " Print & Excel " PDF




11.3. GENERAL LEDGER

11.3.1. JOURNALS

Journals can be prepared in different periods.
Go to GENERAL LEDGER > JOURNALS > JOURNAL INPUT

e Journal Type: “Current year” means 2021 which is Period 12. “Last Year” means Period 13, 14
& 15 which affects the 2020 Financial year. Period 15 (O) which affects 2019 Financial Year or
2 years back from the current financial year.

M =]
MUNSOR~T Current Journal Input
Chart of Accounts Munsoft - Saldanha Bay Live
journal Type " Current " Last Year " Period 15 (0) I
Trans Date | Fiscal Period
Report " PDF Doc (" Text Doc
+ add [Ckpelete O view ok X cancel

11.3.2. JOURNAL PROOF LISTING

A report which indicates all the journals processed in a specific financial year including period 13, 14 and
15.

e Currentyear—C
e lastYear—L
e  Period 15— O (2 years back)

Go to GENERAL LEDGER > ENQUIRIES & REPORTS > PROOF LISTING




11.3.3. JOURNAL WARNINGS

e Green—There are no issues with your segments in that journal.

e Orange — There are issues however the system will not block you from processing or authorising
the journals.

e Red - You cannot move forward until your issues are resolved. In this case extract all segments to
excel. On the extract you will be able to identify those segments that have been blocked or marked
as a control. Then go to GENERAL LEDGER > MASTER FILES > VOTE MAINTENANCE > AMEND A
VOTE to unblock those segments.

T — = |
Journal Import
Type e -
Trans Date |[zo/06/2019 Report ol o
Path/Browse JOURNAL_IMPORT NMD_04_csy
P T Ty e e T T T T T - Ceros =1 Sosace
0002 "‘-Refuse:emovalslzpwp Income 0281081200 Opening balance adjustmen 0.00 1,759,000.00
o003 ‘\Develo:ed: Opening Balance Opening balance adjustmen 0.00 9,319,935.27
0004 Financinl Services Intorest Crestors Gverdus - Opening balence sdjuetmen
0006 "‘-Prucun:nent of a Trailer Opening balance adjustmen 18,510,065.63 0.00
0007 "‘-Fmanc.; Lizbilities:Finance Lease Liability Opening balance adjustmen 118,284.56 0.00
bd | THIS SEGMENT HAS BEEN BLOCKED
ooog S over P?/yment of Contractors: Opening Balance  Opening balance adjustmen 499,200.00 0.00 5
DEbitlgroi‘i:.th:::Ia| 1,554,267,287.02 1.554.267,28;:g§
Excel Coprocess X< cancel

e Item marked as a control — This means that the vote is a control and to use it for journal purpose,
the user will have to go to amend a vote and untick control.

e This segment has been blocked — A vote that is blocked will not allow transactions to flow into it,
the user will have to go amend the vote and untick vote block.

o Insufficient Budget Available — The budget available if at all cannot accommodate the transactions
you want to process via your journal, further to that it means that under system parameters,
budget check has been activated to warn you every time you want to overspent. Surely the user
with authorisation levels can override the budget or system paraments can be amended not to
check for budget. (OVEREXPENDITURE)

o Invalid Vote Number — The segment does not exist in the year you want to process the journal
therefore the user will have to create it.

o Invalid Scoa Version — The segment existed in the previous versions but does not exist in the year
you are processing the journal.

e Item not posting — If an item is not selected on NT chart when you process a journal it will not go
through, the user will have to select/activate it on NT chart to be at a posting level in the correct
version.

o Capital projects can only have Item Assets or Payables and Accruals and Retentions — This is an

NT rule which explains that the combination of Project and Item should go hand in hand.




o Default projects may NOT have Item Expenditure and Assets except for current assets and
default items - This is an NT rule which explains that the combination of Project and Item should
go hand in hand.

e Invalid (Process not allowed) Journal does not balance — Debits do not equal credits, the user will
have to balance the journal first before processing.

e Function, region, funding, project, costing, item missing — Either the GUID is not valid for the
version being adjusted or the GUID requires a further breakdown on NT SCOA chart.

o Segment verification need to be done — It’s a process were the user will have to verify one or more
of the six strings on a vote that is opening balance in the following year.

e Vote Missing — The vote does not exists in the version the client wants to use it for, therefore
should be created.

e Segment not found — Either the GUIDS (function, item, costing, region, project, funding) have been
mixed matched in different columns on the import file, the user will have to review the file and
correct them or the segment do not exists.

e Item Marked as Hard block — This means that the segment the user want to transact on is a system
control which feeds from submodules but in this case the user wants to use GL journal to make
changes on the vote.

11.3.4. AVAILABILITY OF P13, P14. P15

Users should note that after rolling over to the new financial year, Period 13 under General Ledger becomes
available. This period is available until the municipality submits the AFS to AG, NT, COGTA etc.

Once AG starts auditing and suggests corrective journals, should these corrections be captured under

Period 14 until audit is complete.
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