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The folltwing words shall have the accompanying msanings in this Financizl Proceduras
Manual:

‘BAE means the Basie Accounting System;

‘Buslnazs day’ meane.any day that is not @ Saturday, Sunday or public holiday, recognisad as
such in terms of the Publlc Halidays Act, 1894;

‘Depariment of Edweatlon’ mesns the Department of Education for the Pravines of the Easters
Cape,

‘DORA’ means Divigion of Ravenue Act, 2002

‘Expenditure’ means any expenditura, other than fruitless and wasteful, iregular and unauthorisad

expendlture, as defined in the Publie Finance Management Act, 1829, as amended from time to
time

'GRAP' maans Cenerally Recognized Accounting Practica

'HR* mean Human Resources

IPSAS" means Imernational Public Sactor Accounting Standards
'Lagis' meens Logistical Information System

MTEF" means Medlum Tarm Expendlture Framework

‘Pergal’ means Government Pergonnel Salary System

‘PFMA’ maans the Public Financa Manasgement Act, 1999 and Its ragulations, as amended from
fima ta time

‘Province’ means the Provinge of the Eastern Cape, a8 provided for In tatms of Chapter § of the
Conztitution

‘PSR’ means Public Servies Regulations, 2001
TG méans Treasury Guidelines as issyed by MNativral Treasury in tarms of FFMA

TR' means Treasury Ragulations as issued by Nationgl Treazury In tarms of PFMA
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2 INTRODUCTION .

21 Purpose

e In the Pubilic Finance Managemant Act, Section 7 deals with banking
and cash management while Saction 22 deals with dapasits into the
Pregbural FemreaRund, deals with revenue management and

Treasury Regulation 15 deals with barking, cash management and
invasiment, :
Purpuose of this procedurs manual

*  Tadefine appointmant Procedures for Cashiers

* Tu define procadures for collecting moniez from customers,
balznce with racsipts and Deposite in Bank Account

To define procedusas for reconcilistions of cash and raceipts
To define procedures for banking

To define pracedures for reconciling captured receipts and
capturad infermation
To define proceduras for reconcllfation of regeipt vaushers and
aaptured Information

L . L

22  Types of incoms
* Budgat Allocation
Thie is the llocation fram the Provincial Budget
* Boarding and Lodging Fees

Thess are fees pald by leamers whe stay in hostels of boarding
schools '
> Examinatiup Feeg

These are fees pald by leamers for writing examination
¥ Rental Incoma _
This is rental paid by the amployses staying in the Department's proparty.
#* Other Revenue

Revenue sithar than the above mentioned ineome

23 Appelntment of Cashiers

Cashiers shall be appointed in Writing to take regponsibility for the handling and safa custody
of the =tate money, recelpt books and other face value forms with potential value. Thay
— should ba granted lsave or relisved of their dutles at regular intervals.
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E CASH RECEIPTS

31

When a cashier ig relievad of hisfher duties, the receipt issued since the last deposit,
Ineluding the cash finat, shall he checked and raconcilad with the cash om hand by the head
of the office. The head of the office, tha cashier being relleved and the relieving caghier shall
sign the handing —aver certificate (see snnexure) on the day of the handing-over,

When & cashier Is ralioved of histher dutlas, the contents of the safe shell be checked and

handed over with the keys to the safe. When a cashisr i unexpeactadly absant, twe officials, ™

oana of which must ba the senicr, will callset Keys from himsher and will open the safe and
record all cash qr face vaiue forms found, The ackrowledgement of cash found, will he
glgred by both officials and copy given to Deputy/Assistant Director in charge, Where a
payment has been made ta the State by means of a pest-deied cheque, a raceipt shall only
ba issued on the date that the cheque becomes due far prasentation.

Blank cheques reseivad through the post shall be recarded in the remiftance registar and the
nead of the affice or the person delegated by 4im /her should datarmine the amount of the
drawer's sceountability by confacting the drawer concerned. Onca the amount has baen

determiried, the chequa shall be complated and the amount entered against tha ralavant
entry in the remittance reglster.

All the negoffabls instruments (CGheques, Money orders, Postal ordars and fravelers

cheques]) raceived by a cashier shall Immedistely be stampad ar wEnually crossed/marked
as "nof negotiable”

Receipt cash process flow

] RECEIPT CA%H PROCESS FLOW

INETITUTION
Laamar flig dapo=t sip Leamar appiaches Bank tellar verlty
;:::ﬁt:l'lbﬁ;zr:?; with {he coract amaye the bank telier to ths 2mount on
cay fand &F schoal/oaarglag f depaoslt feas in the depasit 2lip with
schoal's bank aees ‘ mangy of chagua

Cashlor racgivas
1he deposit sip

—

[f bank tellar i=
by, B e | mrers
aehool stamps the

e dapoaly gli

Caghisr Axpmczay
the dakzilg of the
Garner
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Caahigr fills the
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a originml reeaipt
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Process Dascription

The learner or Parent paye schaol or boarding fees into the schoof's
banking account The leamer fills in the deposit slip He then
approaches the bank teller for the payment of the fees. The bank
tellar wilt then check the money and the amount fillad in the deposit
glip. He then stamps the deposit glip with the officlal bank stamp and
hand it over to the learnar or parant. Leamer /Parent take the deposit
&lip to schaol for a receipt. At sehogl, the Learner/Farent approaches
the cashier for a receipt, Under no circumstaness should a receipt be
issued out under @ parent's name. Bhould 2 payment be made on
benalf of another parson, (8. g a parent & paying the dabt of 5
student using his personal cheque boak) the receipt should be ssuad
in the narme of the drewer but the name of the student shall be clearly
indicated on the recsipt Cashier assesses the learmar's admission
documents including the deposit slip, Wsing £ 1512 recaipt boak the
cashier fills 2l the detallz of the learner and the amount of the feas in
Tipllcate, She alsa fills the fund, responsthility, objective and the tem
codes on the receipt. The cashier then signs the recelpt and put @
date stamp. The firet copy is handed aver to tha learmer/parent, The
secend copiag are filed numerically. Used receipt books shall be kept
in the same sequence &s recordad In the stock ragister At the end of
the day the cashler compilas a list and shows allocatiens o revenue
items of all receipta isswed for the day in numerica) order,
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[ 4 CASH RECONCILIATIONS

4.1

4.2

Flow chart

RECSONCILIATION WORK PROCEIE
FL&wy

Rocalx racalntc

TrOM SatRior/
movanus Clark,

Raccngila reasipt
e money
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differanaerahartage

Furplus : Cosnier

erlAcglianapys
Faeist

Somplace
dagpozl ship
Mamyr
dapsiiad

Measipt zand for
ST

Procass Description

The cashier tatels the recelpt list. The cashier then performs racenciliafion by comparing
the receipts ligt total to tihat of deposits from the bank. It thate is @ shoriege or surplus than
the caghier should immediately netify the Supervigor. Supervisor must verify correctness
and sign raconifiation as proot of verification. (In cash collecting Institutions the cashiars
must maka the shortages cood of and the surpluses must be recelptad)if the shoriage i= =0
gignificant that the cashler s unzble to make good of it then it shouid be deductad from his
fhar salery. An investigation should then be condusted resulting in disciplinary actlon ar a
refund # & eashier is sxonerated of )l faults. [This is per Part 5 paragraph 12 of Tregeury
Regulations In conjunction with J10 and 111 of The Treasury Guidelines, Note glso defieit
must be reported monthly to the Office of the Auditor-Giengral.] The cazhiar updates the
cashboak dally and kands it over to the Supervisor and abtains tha signature from the
receipt boal, As par J17 the Supervisor is to keep money received in the aafo before it iz

handed over t the pergon responsibla for banking, The cashier then files ali documants
numarfzally,
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5.1  Pay over to departmental Bank Account - Institution
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5.2  Pay-over to Bank Account; Process Deseription

At the end of tha month, the Cashier complle morth end Revanus rstumns 1o b submitted 4o
the District Offlce. The Cashier comparas the money that was actually daposited in the
school bank aceount and the deposit slips, She then sends the returns to the Supervisor for
verification and slgnature. After the Suparvisor has satisfisd himselffherself, havshe signs the
revenye refumns and the cashler makes a copy for the Institution,

The Supenvigor then izsues 4 chaque from the schoa! bank account
in favour of the Dapartmental Bank Account, The Principal of fhe
Instilution verfies and counter-sign the cheque, The Supervisor
records the cheque and monthly retuens in the Disbursament
Reglster. Superviser fakes the cheque and retums to the District
Office,
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Tha Registry clerk at district office recaives the cheque and retums
and slgns for tham in the Supervisor's Disbursement Register.
Registry clark racords the cheque and the revanue returns in the
remittance reglster and forward these to {he eashier whe signs in the
remittance register. Thw cashier issues out BAS 1512 raceipting on
bahalf of thet parfleular Instiutizn. The eashiar then {otals receipts for
the day and forward them logsther with money to the Supervisor.
The Supervizor racaives money and parforms raconcilistion. If thers
Iz a shortage the cashier pays the rmoney and if there is surplus the

cashier issues & miscellanaous receipt,

The 3upervisor filled in the depostt slips and hands aver tha deposit
glip and money fo ihe person responsible for banking. The
respongibla  Official signs the Disbursement Ragister of the
Supatvisor and takes the monay and tha deposit sliip to the bank
The bank faller ietals the maoney and comfims the deposit by
stamping the deposit siip. The responsible Official {akes the stampad
deposit slip to the Supsrvisor, The Superviser forwards the stamped

deposit slip to the Caplurer far capturing,

5.3 Banking procass flow

( BANKING PROCESS WORK FLIVW l

thIn fwanty Yaur nowre
rec&ipt of meneys cashiar Tilla
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tha daposit Besk e hand It
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slip, with mamgy, Official wha
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L_‘_‘_“_'_._‘_,.--""'_"_'_""'--..

Officlal dapasit
monay 2t bamk

Sank wlar
stamps 2l the
deposit slips and
Qlvasz it kashk fe
tho Qfficlal

IF THERG
1% NG BAR

I® THERE
18 8A%

Capturar returns
with BAS report as
proal of capture
and hand ovar 15
Supemiaer

[Ecperseer Rand
the decumentation
to Sapturer to drive
te Distrot with BAE
#rid do capturing

OMeslal mkex the
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Capturgr {vis
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&4  Banking Process Description

At banking time the cashier fills in the cash and cheque sectlon of the
bank deposit sip and hands it over to the Supervisor for signature
The Superviser tigns the deposit sip and then hands It to the officisl
résponsible for banking wha signs in the Register of the Supervisor,
The Official depesit monay info the bank and obtsins stampad
deposit siip, which he takes back 1o the Supenvisor. The Supervizor

takes/fax copies of recelpt, cashbook, and depasit sip to the District
If the school is foo far fram the Districts.

Nete trat in order to avoid unnecessary axceptions it is advisable to
capture total deposits made Into actual hank account as a total batch
on BAZ g0 &3 {0 ansure successul intarface af night.

Finahe Pracedure 2.2 Administration, Management and Control of Revenug Page 11 of 31
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6 CAPTURING

é.1

6.2

Capturing flow chart

RECEIPT CaPTURING PROCESS WORK
FLOW

Capturar rgpeives
document= from
the Supardasr

Capturer
captures
recaipts am
BAZ

Yarify that reclpts
are aapiurgs
Somactly

|

Souras dooyments
=ent back to
Fupervitar

Capturlng Process Degeription

The c2pturer compares tha deposit slip the recelpts listing. Than the eapturer completes a
BAZ input form using the detalls from the receipt. The supervisor must check the
correciness of allocations used before receipts are captured onto BAS Capturer logs on to
BAS witht User |D & Password and wging ENTER to gat to tha Main Menu o capture receipt
and deposlt slip as per progeduras balow:

Step 1: Click on Buziness
Step 2: Go to Receipts and Click on Recalpts and Capture
Step 3 The Customer Detail Seraan will appear

Step 4. Click on Menual Depozited and on the region box click on the down amow. Choosa
tha ragion thet your Institution belongs ko er it may be your distiet office] '

Stap 5: Click on the date box and enter the date from tha recaipts

Step 6 Presg Tab on e keyboard then the system will automatically take the cursor o the
raceipt box.

Step 71 As raceipts have two alphabets the system will allow you te type in one alphabet
and the receipt number and ramembar that the alphabet that you cheosa should ba the one
you use o capturs the rest of the recelpts on that batch

Finanee Pracedure 2.2 Administration, Management and Contral of Revenua Paga 12 of 31
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Step 8 Press Tab after typing In the recelpt number and type the rest of the information as It
shows on the picture

Step 9: Click an Lines after complating typing the information
Step 10: The Recaipts Payment Detalls Scraan will appear
Sten 11: Then Click an Add on the top right of that scraen
Step 121 Tha Capture Receipt Detail Seraen will appear

Stapr 13; On the Paymant Method bax click an the down amow and choosa the method that
was usad to maka the payment

Step 14: On the degcripion bax type in what 1s written an the receipt

Step 15: Type in the amount of the raceipt

Stap 16: Then Click on Other next to the Red Cross |

Step 171 The Allocete Segment Type Screen will appear

Step 18 On the Rand Value hex type in the same amaeunt that you gee on the amount
remaining box, then clisk on Add on the right of that screen and on the amount remalning
box they should be a zero balance

Step 19: Cligk on Funds and click Allocate

Step 20: The Allocation Segment Detaill Screen wiii appaar

Step 21; On the S8egment Detail Description box type in pro and click an liat

Step 22 Than click on Provineial Revenue and Click OK

Stap 23, The systam will take you baek to the allocate segment detail screen and naxt to
Funds they will be Provinclal Ravenye

Step 24: Click on Responsibility and clizk Allocate

Stap 25 On the Sagment detail deseription box type In the fame of the institutlon and alick
an List

Stap 28; Select your institution and elick OK,

Step 37: The system will take you back to tha allgcate segment typa scraen and next to
Respaonzibility there will be vaur insfitution narme

Step 28: Click on Objective and click Allocate
Stap 26; On the Segment detail deseription box fyps in revenus and click on List
Step 30: Click oan Revenus Objactive and click OK

Step 21; The system will take you back o the allocate sagment type soreen and naxt to
Qbjective will be Revanues Objective

Finance Proeadura 2.2 Administratian, Mshagement and Control of Revenug Page 13 of 21
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Step 32: Click on tams and click Alioeate

Step 33 On the Segment datail description box typs in the tem description ss it is on the
recelpts and elick List

Stap 34: Click on the items that you want and click O

Slep 35 The systsrn will take you back to the allocate segment type screen and next to
ltema will be the [tems description of the recelpt

Step 36: Click OK on the bottorn of the allocate segment typa screen

Step 37. The zystem wili take you back to the cepture receipt detail screen and cliek OK an
that soraen

Step 38 The system will fake you back to the racaipt paymant detsil screen and on fop of
that sereer will ke the information an how you have captured the receipt; whether it was
cash or chaque and the amount of the racaipt

Step 280 If your recaipt has two sllogations vou need to click on Add again to slocate the
next allocation bacause if you click OK the raceipt will be saved with only the amount of one
allocstion, which will not eorrespond, with the total of the recaipt

Step 40: If the receipt has one allocation vou glick 0K

Btep 417 The syetam will take you back to the custemer detsil sereen and on that screen
cllek OK next fo Lines button and you receipt will be saved, click OK, on that message

The most impaortant thing that you must do when eaphering a receipt is o wiite the batch
riurnber on your regelpt when capturing.

Yau gontinue {o captura tha regt of the receipts tha same as you did the first one.

Finance Pracedure 2.2 Administration, Management and Cantrol of Revenua Page 14 of 31
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T DEPOSIT CLOSE-OFF

After sapturing all the recaipts the Capturer will then ‘close-off the depostt on BAS as per the
follawing procedures:

After finlshing eapturing all your recalpts you click cancel on the customer detsil screen and
tlick on business and go to receipts snd click on deposit close off.

Click on tha tateh number that your used to capture your receipts and click on display

The Deposit Advica Scraen will appear and will show the payment method of your racaipt
and the total of your receipt and lagtly compare it with tha totai of your deposit ameunt.

Finance Procgdura 2.2 Administration, Management and Control of Revenue Pape 15 of 21
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g DAY-ENDING '

&1

8.2

Day-ending process flow
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racaipte a5 raquirsd

l

Gomparas detafls
.9 ol the [waner
#ng the amaunt

captured

Ara recalpis

R

&afractly | + e
capiurgs? Tagx racipls
" ——
R
Bupervizar Suparvisor fonwards resalpts -
Suparvizor .
approves iha balgk 5 DARormS dapasit o rapons fo e nsiwtion as . D‘F_“"h
on BAS confirmarton an préel that deposit wara {dank
.5 praeaicted on BAS )

Day-ending process description

After capturing 8nd closing off the Capturer will then fake the
documentz to the Supervisor for Day Ending end Deposit

Conflrmation

Step 1. Cllek on Business

Slep 2: Go to Daposit Day End and click on it

Step 3: The Deposit Day End Screen will appear

Step &2 On the bateh mumber box type In the bateh number of your receipts and press
Tah on the Keyboard

Step 5t Tha User ID of people wha are working under your workflaw will appaar

Step 6 The Display button witl be Beld and glick on it
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Step 7: The Deposlt Advice Scraan will appaar, chack the total amount on that serean
with the amount on your deposlt slip to see whethar thay are the same.

Stap 8 If the smounts differ with one another, click done on that screan

Step 9 The system will taks you back o the daposit day end screen and on that screen
click on detalla

Step 10; A list of recelpts will appear and check individual receipt on that batch -whather

they have been capturad corraetly with tha correct amount and comrect receipt
numbar

Step 11: Click done on that scraen

Step 12:The system will take you back ta the depesit day end screen and on that scrasn

click OK to day end you batch, a message will appesr shown on that pleture
abova and click OK on that screen

Step13: Click cancal on that screen and the next step will b to sutherize the deposlt =lip
Step 14: Click on Business, Go to Raceipts and Click on Deposlt Confirmation
Stap 15: The Enter Daposit Detsil Screen will appaar

Step 18 You start by entering the deposit date on that screen, prass tab to put the
depasit number press tab, fyps in the batch number and on the payment
methed put cash and cheques sepsrately, pravided that you had cheques
when yau deposited the amourt at the bank.

Step 17: Click OK

Step 18; If the systam takes you back to this sereen it means the deposit conflrmatian
was gueceszful

Finenca Frasadure 2,2 Administration, Management and Control of Revenus Paga 17 of M
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CHECKLIST ENSURING COMPLIANCE WITH PFMA

= As per paragraph J2 of Treasury Guidelines: Duties of @ cashier
who, en a day-¢-day basis, has to handie State ravanue, should
b presantad to him/her In wriing and a sigrature of

acknewledgemant obtained from him/her.

* As per paragraph J2 of Treasury Guidelinas: Gashiers wiin
handle State revanue should be rotated in ngt mare than 12
months intarvalg,

+ Az par parsgraph J9 of Treasury Guidelines: Np 2 recaipis
ghould be issued for the sama paymeant. I iesrmer neads cony of
receipt then & photocopy of the original shoutd ba made, falling
which, a ‘Ceriificate of Ravenue Rageived' can be issued,

*  Ag pér paragraph 7.3.1 afthe Treasury Regulations the
accoynting officer of an instliution myst review, at laast annually
wher finaliging the budget, all fees, charges or the retes, sralas
or TARIFFS of feas and charges that ara not or cannat be fixed
by any law and that relate o revane acoruing 1o 2 revenus fund,
Alsp note: The aceounting officer must obtein appraval from the
relevant treascry for the proposed tarff structire. [Alsc
paregraph 7.3.2 of Treagury Regufatlons statas that the sbove
Infs must be discloses in the annual repor]

= As per paragraph J18 of Treasury Guidelines: Private Maniag
may net be depasited In an officia) banking aceaunt or State
Mcnies ina private account, The keeping of private monias in g
Stata safe/sirong room or any afficlal satekesping place 1s alse
prohibited.

*  Note paragraph J14 of the Treasury Guidelines with regards to
tha handling, packing and dlspaiching of motes end coins,

= Note that Traasury Guidelines stipulzte that all banking, receipt
capturng and day-ending to ba done on a daily basis. It is the
Deparment's comman practice to bank all manies within 24

hours of raceipt, unlass wiitten spprovel has been cbtained to do
otherwies,

= Flxing of errors on BAS is to be pardermad continuously, Sae

paragraph 1.8 of this manual for procedures on fixing errars.

* Revenus sugpense agcount reports and exception repars o be
prirted on a daily basls and snalysad. See paragraph 1.9 for list
of exceptions and suspense accounts that relate te ravenua and
hew to request the reports on BAS.

= Note glza that presently it js the Depertmerit's common practice
is to obtain appraval from the District Ofice head for issue any
rafund

= Distrigt Offices io draw up monthly ravenua reports, obtain
eegons for material budget verisnces and report to Haad Office,
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10 ERRORS ON BAS

Reports are to be drawn dally and atrors ¢orrected. Drawing of reports will be performed at District
Office lavel but it is the responalbility of the accounting head to ensure that hefshe receives the
raport, analyses them and forwards tha District Office the comective action. Although the fixing of
errors |s to bm performed at District Office level, i s the duty of the institution fo engure that errors
partaining ta them are rectifled on a daily basi

10.1 Daily report = Process Flow

Daily Report

A clerk: 3t Lm DIST erawa h fglcwing AyRarE o o dally ki
and gl {mm 10 Supwicor; RAdaps b,
Ceganli aenud, Renepla Ponltg Séntral, Dopoall Ganwra!

|

Superizer gt DIBT dinlyaca teporty end Immudoaly forwarde
the o with o racpacuvg At

Ofi mantly bmalz Accounling Haad ps RIST 18 Sriv up mropord ’ S;GW!ur "‘"“M“"f"ﬂ? Mm:,%;::";{ I U':' qun
g Ih BT

o |/ thocrte conncl ba recifiod an Inalinution e Supanigar wd|
¥ gk 0 QIBT for Quiry Acsclutlon

Query Rasalulian ot BIST lval gty

rrve— " p—
|_ T eriaiiuien :’—{ Sugerdfie paprarm/ ‘} 1‘ upmsdr lemwarto the ey b Ui caplver b
Gopure it Sl dacumond 1o swprdur for Gphirer e el corumead (racaiol o = [
| vl P A 1 bl o1 et e iage rio B4 e
| [T ——— SURPALT it U [ gl sy vl b e oo e olal o ik et i mrrmird
el amcunl on 345 ceplired

[ L - [T — P | [ oo BAE
AR el Iy dupealle ety procacaed on BAS [ | ‘proat Lhm dopel Rag ] | bn il

The fellowing ara the most comman arars that oeeur when capturng i= done
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10.2

10.3

Omizzlans

The capturer capturas fawar racaipts for 2 batch,

Action

Finish the Day End

Do the Deposit confirnation as usual, confirming the FULL deposit amount.

A measaga will appaar on the screen, natifying you about the diffarancea.

The difference is always the amaunt of raceipt/s cmitted when capturer captured recelpts.
The systam will &t the same tima give the following options to fix the problem:

RECEIPTS OURNALS| ICANCE HELF
SELECT THE RECEIPTS QPTION

The re¢eipt-capturing screen will apan up.

The omitted recaipt can now be captured and tharasfter the batch will automatically close
iteedf.

If more than one receipt wes omitted, the computar will give remaining belence after a
receipt has been captured and will still give the shove optionz.

Select tha raceipt option and capture aach receipt until the total amount has baen capiured,

Incorrect recelpt amount captured or Incorrect raceipt number
A wrong amount for the recelpt was capturad

Actian .
Authorlzar raust do the DAY END after all receipis far the batch have been capturad.

Then go o the DEPOSIT CONFIRMATION SCREEN, and typa the BATCH NUMBER, only
and TAB,

At the bottom of the sgreen the fallawing options appear
HELF

Selact amendments and 1 list of captured receipts an the bateh will eppear on the sereen.
Select the recaipt you wigh to amand.

Click the amend buttan on the same screen.
A llst of the smend options will be displayed, e.g.

& nochanges ta be made
& cancel raceipt
o incorract raceipt amount

& Incommect racaipt no

Selact en eppropriste option and click ol w
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Cancel on the deposit confirmation screen and sign off the system.

and then
A massage that reads 'recaipt has successfully basn submitiad” will appear on screan
Cligk ok,

Anather message ‘bateh will not be confirmad as amendment sxists for batch’ will come up.
Click ok

The capturar must 1og onta bas,

On the receipt menu choose f alick 'smend emonesus receipt’ option.

The batches to be amended will ba displayed.

Selact the bateh that is to be amended.

Click ok

The recaipt’s to be amanded will be displayed on screen.

Select /highltght raceipt

Cllck amand hutton

The smend aption that was determined by the authoriser will be shawn, i.a.

Computer will prompt you to type the eorract amount for that particylar recelpt or o type the

comract recaipt number ¥ amendment option was incorrect, recsipt amount or Incorrect
recaipt number,

Receipt doas not belong to the batch

Capturer captures a receipt that does not belong to the batef in error.
Action
Autharizer must do the DAY END after sl recelpts for the bateh have bean captured,

Then go to the DEPOSIT CONFIRMATION SCREEN, and typs tha BATCH NUMBER only
and TAB,

At the bottom of the screen the following options appaar

AMENDMENTS CANCE HELF,

Select amendments and a Tst of captured recelpte on the batch will appear an the screen,

Salact the recelpt you wigh to armend
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Click the amend buttan an the same screen
A list of the amend aptions will be displayed, e.g.
© na¢hanges to be made
o cancel receint —
@ inGomect recelpt amaynt
©  incorract receipt na
Select an appropriate option {eancel receipt) and click ok.
A messaga that reeds ‘receipt has successfully been submitted” will 2ppear on seraan.

Click ok

Another message ‘bateh will not be confirmed a5 amandment exlzte far bateh’ will come up.
Glick ok

Click cangel on the deposit confirmation scrasn and sign of the system.
And then

The capturer must lag otte bes,

On the receipt manu chaase / click ‘amand arranscus recelpt’ option.

The batches to be amended will ba displayed. —
Select the batch that 1z to ba amended,

Click ak

The raceipt's to be amanded will be displayed on scraen.

Salect /highlight raseipt

Click amend button

The amand gption that was datermined by the autherisar will ba shown, i.e.
Gamputer will prompt you to cancel the racsipt,

The aptions will appear or the left lower comer of soraen as follows:

[] Canesl receipt
[ mochangss to be made

Click the cancal receipf box,
The racsipt will now be caneallad and should be capturad an the appropriate batch.
NOTE

Finance Procedure 2.2 AAministration, Management and Comtral of Revenus Page 22 of 21



28, Jul. 2015 12231 No. 3728 P 23/31

PLEASE DO NOT USE THE JOURNAL OPTION TO CLOSE BATCHES.

IF YOU ARE UNSURE, PLEASE ASK FOR ASSISTANCE FROM YOUR SUPERVISOR

I _
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11 PAY OVER TO PROVINCIAL REVENUE FUND

Senarming
haw mugh <o
ba pald cvar

1a thg
Provinclal
Favgrua Fund

Finkncie! Pmnning
Dirocter roguoat
reial Btlonos fram

.

laaua poymant to

thw Frovinclol .
i L

Fravimaal Mumd

Fang shequaand
FREN pRak Copy T
tha Pravinglgl
Tragny,

m

11.7  Revenus Pay-over Process Description

At the end of the manth the ment the Director of Financial Planning
at Head requesi Trigl Balance from BAS. He than detarmine how
much to be paid over to Provingia! Revenue Fund. He then Izzuss
out & payment in favour of the Provincial Revanue Fund, The
Financlal Flanning Diractor sends the cheque and cash book copies
to tha Provingial Treasury. In the departmental books tha Generg|
Account of Revenue Iz debltad and creditad] the Revenue Accruals.
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12 MANAGEMENT OF SUSPENSE ACCOUNTS

12.1 Clearing revenue suspense accolnts

The following accounts should be cleared on a daily basis:
Receipt control account

Receipt Deposlt Control

Deposit Account

Urallocated cancalled racaipts

121.1  Receipt control account

All captured recelpts are debited to this accourt. Matehing field is the recaipt number, One
can ldentity own regeipt numbaer
Action: Authorlzar shauld do day end

1212 Receipt deposit control account

Alt day ended racaipts are deblted to this aceount,
Actian: Authoriser sheuld do depostt confirmation. Amaunt confirmed must equal o the
amount of receipts captured for the batch,

12.1.5  Unallogated Cancelled Recelpts

All recelpts that were cancelled by means of Amend Erronenous Faceipt function, but the
original allacation Is no longer In use are cradited to this account.

Action: Debit this aceount with a gensral jsumal and credit the appropriata sriginal allocation
that replaces the invalld allocation.

NOTE: IT 12 IMPORTANT THAT THE CORRECT DEPOSIT NUMBER AND DEPOSIT AMOUNT
ARE CONFIRMED.

12.1.4 Deposlt control account

All conflrmed depesits are debited to this secount. The sccount 13 cleared by the bank
— interface, ag it cradits the secount. Durlng the interface process the bank System accesses
the deposlt account and searches for the deposit number and the amount. It is anly when
these (confimned deposit number, amourt, the bank reference and amount) match that the
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121.5

12.1.6

12.1.7

bank Interfaces properly, Otharwise if they do not mateh, the bank interfacing systen will
create an axgaption.

Revenue relatad exceptions

Exceptions result from: Bamk interfzce traneactions that are not matched against the Deposit __

Agcount.

Uncaptured raceipts/ unconfirmad deposite

Remember the deposit that you made io the bank'? Wera receipts for that daposit captured,
day ended, and the deposit confimed on the system?

Action: recelpt eapturing process must be done daily.

Incorrect daposit number and deposit ameunt

When the bank interfuce takes placs, it accesses the depasit eceount to cheek for the
deposit number and the amount.

Action: writs the correst amount on the deposit slip when banking is done, Always use the
corract deposit number and type the correst amount when doing deposit corfrmetion on
the gystem. Confirm each depostt separately or a bafch, i.e, # recaipts for more than one
depasit heve been captured o a singls baich; confimn tha dengsits one by ona on that
Batch.

NEVER USE THE JOURNAL QPTION TG CONFIRM A BATCH.
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13 REPORTS

Thess ars the procedures for requasting a report on the following accounts:
Receipt pending eantral (wseful for dishonoured cheque)

Receipt contral

Recaipt Deposit control

Depasit Account

Step 1: Click Reparting

Step 2: Cliek Financial Report Templates

Step 3: Flrat your cligk on uge Templates box to remeve that mark

Stap 4; Click on matehing report and click OK

Stap 5 Financlal Report Classification window will sppear and click OK
Step 6: Financial Report Criteria and Totals Selection window wil appear

Step 7 Funds will be highllgfhtad click on ALL and ALL will appsar on the segment detail
bax

Step 8: Click on Responalbility and click ALL again and ALL will appear on the segment
detail box

_— Stap 9; Click on Objective and click ALL agein and ALL will apear on the segmeart detail
box

Step 10: Click on ltems and cliek Details next to ALL and the Details undemeath the first
Details button will be unable

Stap 17 Click that Detsils button and the Segment Description Display window will appear
3tep 12: On the Seoment Detzilz box Type in REC and click on List

Step 13: Al the different Accounts will appear and click on Receipt Panding Contral and
click OK

Step 14; Financial Report Criterla amd Tatalz Selection windew will appear agaln and click
TOTALS

Step 15: Segment Level Salaction window will appear and click number & on tha segment
lavel and click OK

Step 16: Flnansial Report Criteria and Totals Selection window will appear and click OK

Step 17 Template Sort Criteria Salaction window will apper and click on F, O, R, | and
click QK

- Step 18: A Mestage will appear saying the Tempiate kas been successiully saved and click
OK on that megsage
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Step 19! Financial Report Date Selection window will =ppear and DATE FROM: (1/D4/2003-
DATE TO, the system will autamaticaily put It

Stap 20: Click OK and The Report Request |D number will appear and click OK
Step 21; Requast Report windaw wili appaar and cllck cancel
Step 22: Click on Reporting and click Reperf Leg

Stap 23 Tha status of your raport will ba althar panding, In prograss or complete
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Trassury Circular 25 of 200istates all recelpts including
cancelled ones must be captured on BAS. Thersfors the
Cashier will forward all recelpts including the cancelled reseipts
to the capturer who capture them as cancelled receipts

Money already banked: Complete payment advice form and
attach supporting decumentation, The Cashier then forwards
payment advice to superviser (supporting documents attached
ta i) for appraval. Supervisor recaivas and approves payment
advice and forwards to District Office administration. |f 1t is an
urgant refund the Institution could apply to usa school account

and get raitnbureed,
141 Refund from Revenua Procegss w"nrk Flow

REFUND FROM REVENUE
[ Cashler or Ravanua slark racglves Rigtriet Man=ager
#atuest for 8 refnd from Ravenig, CCI;::‘"W °;F':m'f3 o receves and
Progf rust be procedussd g pmpm o euthoriae payment
Qriginal racalpt peyme b vouoher
E L
1. Caghisr or Raventsa Clark R n cathi Dilstrict Mangger
investggte validity of request a:;;:‘::: g:‘;;.wm;“r Torward the payment
— 2. Verify regaipt number in bogly gevics b supardsar for Favice to Acsounts
{receipt book) appraval payable Sectian
W
Otain gpgroval for 2 rgfumd fram Supgrviagr approves
Fpanasor Aendx/fax the rgfund 1o
District
Supendgor authoriss the rafund for
paymient
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14.2 Revenue Process Description

At District Office they record the request in the specific Instiiution's
records. Thay would then draw axcaption raports and make follow up
per Inatitutisn and perforn trand analysis, The payment would have
i be approved by the District Managar after which they forward the
Eiygient gdvice to the Accounts Payable secton for pracessing on
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15 RENTAL INCOME (APPLICAELE TO DISTRICT OFFICE)

Allterants should sign lease agreements.
The agreament should stipulate an escalation percentage and perlod of application.

Cashler in charge to be in possession of at least one register of properties faling in the
Jjurisdiction of that region, under rental.

Cashier is to Issue an involow an each last weak of the manth praceding tha payment.
Cashier in charge fo maintain g spreadshest stpulating neme of tsnart, date of rardal,
addrasg, naturs of revenus (mmezr rants), house rental, office rentsl, tender etc),
amount, escslation parcentage, period of escalation, involes and recelpt to.

Egch cashier I3 to be checked by = supervisor on maonthly basis,

All reries received on bahalf of revenue to be banked and receipts captured on a dafly
basls,

In tha event whare monles have bess recelved but after banking time, the eashiar is to
recelve those moniss and endarse on fop of tha recelpt A.B.H, (After Banking Hours).

Cashiers i complia the spreadsheet each month i.e. an or before the 1% of sach manth,
spreadsheet-detalling revanus collectad with coples of deposht slips (retums).

Revenue unit at District Ofiee iz to reconcile and pregare reports on revenue after
receiving =l returns from Institutions.

Revenue unit to ferward 2 submission 1o the Chief Fimancial Officar with regard to
revenue collected each month,

Reverue urit at District Office I to request & Persal reparts to verify whather tenants
paying through the system still pay,

Revanue unlt at District Office is to chegk on regisiers possassed by Cashiers and

astabllsh who pays and who ne lenger paye, on monthly basis and make fallow up where
N&cessary.

There's also to be campliance with any cthar preseript relevant fo collection revenue,

Alzo rafer to paragraph 1.12 for managsment of debis on how ‘o follow up on
outsianding payments,
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