Great Lakes Financials System

Our Financials

This is an integrated Great Lakes Financial system, which provides management with
vital information for productive, efficient and effective business control. Not only isit a
financial software with proven excellence, but also it combines the features of a
powerful, comprehensive system while maintaining a user-friendly interface. On-going
development and customization of the product ensures that The Great Lakes Financial
System combines usability, security and reliability to ensure that the products maintain
leadership in financial solutions.

Objectives
The objectives of the system are:
- Toincrease the efficiency of the amount of money collected by the company.
To increase the efficiency of the amount of money given for payments made by the
company.
To keep track of all financial records.
To keep ahistory file for data from the beginning
To improve the management of the records in the system.

Note that this manual iswritten with the knowledge that the end user knows how to
oper ate a computer. It guidesthe user on how to use the system database.

The Great Lakes Financial system is a dynamic system that manages, controls the
database and keepstrack on all the transactions done.

User Login

Enter your user identification and then enter your password. Upon accepting your
password, the system authenticates it and if invalid, an “invalid password” message will
appear at the bottom of the login box. When acknowledged, the user is prompted for user
id.

Once this is done correctly a menu bar will appear with programs and reports for
different users depending on their different tasks. Your password will not be on the
screen since you should be the only one who knows your password.

The system is integrated using a common database |BM Informix ensuring integrity of
data from all modules.
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Overview

Security

Security plays a vital role in the system and there are various levels of passwords. This
means that confidential management information about your company will not be
available to just anybody and you decide what your staff can access in the system. You
are also able to keep track of al the changes done by your staff. Details about who is
logged onto the machine and at what time are also recorded.

Standard Features
The system is specifically designed for the East African market. It uses all data collected

to aid the process of decision-making. Comparisons can be used with history data for
making informed computerized decisions. The system has:

User friendly Menu System

Unlimited users, using Windows or Linux PCs, networked using LANS,

User defined password control

Industry standard database

4GL programming allowing rapid development, customization and maintenance
using Case Tools

High level of security incorporated in the menu system

Multi user; many users on connected to one machine

Other Features

The Financial system has been developed to meet local market requirement. It
comprises the following system features:

Maintenance of all financial information.
Generation of online financial statements
Maintenance of financial history information
Data integrity

Restart facilities incorporated in reports.
Multi-currency features

The computer department supports the day-to-day operations of the computer users. The
user should be able to distinguish the kind of problem he or sheis having. Thereis either
a hardware or software problem. A hardware problem can be defined as any defect with a
computer related physical device and these include;
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The printer refuses to print

The printer is unable to distinguish paper margins whilst in any other printer is
prints properly.

The Computer refuses to power up.

The user is unable to see the network.

The terminal refuses to power up

A software problem can be defined as any defect related to the application or program
that you are using. These problemsinclude;

When auser runs a program and the program terminates.
When a program does not give you the desired results e.g. the total sum of the
report does not get printed whereas it’ s supposed to.

In this respect the two kinds of problem are solved by two different kinds of peoplein the
computer department. For the hardware problem the technical section handles this issues.
Any software related problems are directed to the system anayst programmer who isin
charge of the program.

Any new user has to have a user account to be able to access the system. And the
procedure followed is usually the manager in charge of the user requesting the manager
I'T for user privileges. Passwords are usually recommended to be a mix of alphabets and
numerals and new users are requested to avoid the birthdays and their names or names of
thelir relatives so as to tighten security.

The Menu System

Navigation within the financial system is achieved using and integrated menu systems,
which groups similar activities together so as to make operation easy and intuitive. The
menu structure is hieratical with some menu selections having as many as five submenus.
The menu system is designed to achieve common tasks with as little movement between
menus and sub- menus as possible. Within a given menu, the up & down arrow keys are
used to cursor, while highlighting the current selection. Pressing Enter selects the
current menu item and either reveals a submenu or a screen or report. Escape key takes
you to the previous menu.
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System security is enforced at menu level and users may access menu options only if the
relevant security is granted to the particular user. Each menu has one of the following
recommended levels of security

Low Allow everybody
Medium Restricted User Access
High Privileged Users

Very High System Administrator

This section is a broad overview on how the menu system is nested together and is
designed to assist the user to take the shortest possible route to perform desired tasks

Main Menu Guide

Programs

These are transaction processing and file maintenance administration. This is where
editing, deleting and sometimes printing are done to adjust the information about the
member. The member register isthe most common used.

Reports

These include Invoices, statements, and Management Reporting administration. These
have common lookups for system users. These are recommended at the point of need.

Operations

Menu Options setup

Add

To insert new information into the system uses the Add button. To highlight the Add
button use the right and left arrow keys, then press Enter. Alternatively you can type A
on your keyboard. An empty screen will appear and you will be prompted to insert data
into the system.
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Find

To search for already existing information, use the Find button. To highlight the Find
button use the right and left arrow keys, then press Enter. Alternatively you can type F
on your keyboard. A screen with data will appear.

Update

To change areading existing information the Update button is used. First, the Find
option is used to select the already existing information. Once you get the already
existing information, use the Update option. To highlight the Update button use the right
and left arrow keys, then press Enter. Alternatively you can type U on your keyboard.

Y ou are able to navigate the cursor to the option you want to update.

Delete

To delete already existing data, the Delete button is used. . First, the Find option is used
to select the already existing information. Once you get the already existing information,
use the Delete option. To highlight the Delete button use the right and left arrow keys,
then press Enter. Alternatively you can type D on your keyboard. The data you want to
delete will then be deleted.

Cancel

To cancel aready existing data, the Cancel button is used. . First, the Find option is used
to select the already existing information. Once you get the already existing information,
use the Cancel option. To highlight the Cancel button use the right and left arrow keys,
then press Enter. Alternatively you can type C on your keyboard. The data you want to
cancel will then be canceled. The Cancel option will only cancel that document but the
information still remains in the system unlike delete.

Next
The Next option takes you to the next document from the one on the screen. To highlight

the Next button use the right and left arrow keys, then press Enter. Alternatively you can
type N on your keyboard. The next document will be displayed on the screen.
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Back
The Back option takes you to the previous document. To highlight the Back button use

the right and left arrow keys, then press Enter. Alternatively you can type B on your
keyboard. The previous document will be displayed on the screen.

Quit

The Quit option exits you from the screen and returns you to the menu option. To
highlight the Quit button use the right and left arrow keys, then press Enter.
Alternatively you can type Q on your keyboard. Y ou are immediately taken to the menu
option.

Quick keysfunction

F1

Allows one to zoom in codes when you are adding a new document thus you don’t have
to remember any code.

F12

Cancels or terminates a document without saving it.
Esc

The escape key is used to save a document.

Ctrl +C

Thiswill cancel or terminate a process without saving
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Brief explanation of important features
Backup

The practice of keeping aregular backup of the fixed asset is strongly recommended.
Fixed asset backup is done together with other system modules on adaily basis. The
system automatically backs up the entire information-entered daily at mid night, and then
the company’ s system administrator backs up all the modules to the external drive.

Current Date/Time

The current date and time is very important for tracking down all the transactions entered
into the system. Enter the current date and time. Note that a correct date and timeis
important for the fixed asset module to function correctly. Most of the data entry screen
dates are defaulted to the current day (today).

Log Files

The system keepslog files for any transaction that is entered. For exampleif you print a
receipt alog file is saved showing your user name, details of receipt printed, time etc If
you print acheque, alog file of that transaction is kept showing your user login, details of
cheque printing, time, printer name, etc.

Thisisan example of a screen that isused by the Cashbook and isset up in the
General Ledger. The screen isconnected to the modulesin the entire system.

fAction: Add Update Delete ©Cancel Find Hext EERE Quit
Uiew previous document

Allocation Code =

Description

G-L Acct Code

Department s>

i@ of B6>

A brief description of some of the fields used in this screen follows.
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Allocation Code

Thisisthe code set up by the user to quickly identify the general ledger account
Description

This column allows the user to type the description of the allocation code entered above
G/L Account Code

Thisisan actual unique general ledger account code

Department

This column allows the user to key in the department code related to the account code

For you to run the Great L akes Financials Systems, you need to have either a Linux
server, awindow based machine, network connection, teraterm softwar e, a windows
interface user login and password.
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I nter connectivity between Modulesin the financial system

The modules incorporated in the Great Lakes Financial System are all interconnected and
interrelated. They all share one thing in common, which is finance accountability. These
modules are powerful in any company that releases or acquires funds.

Link between the Cashbook and the General L edger

The organization’s name is entered in the General Ledger hence by default. Due to this,
the value matches the company/organi zation name entered. The general ledger accounts
are set in the general ledger module. The cashbook moduleis linked to these modules to
get any accounts relevant to what they are entering to the system. These accounts include
bank accounts, petty cash accounts, expenses accounts, department accounts etc.

Link between the Accounts Receivable/Payable and Cashbook

The success of any business depends on how well it serves the clients. Therefore you will
naturally want to keep track of all your clientsin the best way possible. The contact
database contains all the necessary information for you to contact your clients. Debtors
and creditor records are entered in the system via Account Receivable and Account
Payable module. The Cashbook moduleis linked to these modules to get any relevant
information.

Link between the Fixed Asset and the General L edger

The organization’s name is entered in the General Ledger hence by default. Due to this,
the value matches the company/organi zation name entered. The general ledger accounts
are set in the general ledger module. Fixed asset module is linked to these modules to get
any accounts relevant to what they are entering to the system. These accounts include
profit and loss account, depreciation account, accumulative account, department accounts
etc. Once these codes are set up they are used by the entire system.
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The General Ledger

The general ledger is the most important module in any system. In addition to being
integrated to all subsidiary ledgers, it facilitates the merging and consolidating of
accounts from different companies and departments. This facilitates the company’ s wide
data and avoids any tedious manual procedures. The general ledger has facilities for multi
period processing and contains a flexible report writer to allow for production of
customized financial statements. It is important to note that the modules in the system
should be integrated to the general ledger. This ensures that there is no duplication of
effort involved when processing data. It is used to set up the period, the budget and
integrating the entire system.

The objectives of the general ledger are;
- Toalow grouping by departments
To allow importation of general ledger accounts and departments
To allow integration of all the modulesin the system
To allow monthly, quarterly or annual reporting
To alow retention of account balances over a given period
To allow forward and backwards posting
To provide flexibility in report writing
To alow online posting
To alow batch posting
To allow for balancing controls to support double entry accounting.
To control the posting of transaction journals before printing

10
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Getting Started

Enter your user identification and then enter your password. Upon accepting your
password, the system authenticates it and if invalid, an “invalid password” message will
appear at the bottom of the login box. When acknowledged a menu bar will appear with
programs and reports for different users depending on their different tasks. Your
password will not be displayed on the screen since you should be the only one who
knows your password. To run the General Ledger Module simply double click the Tera
Term icon on the desktop. When you double click thisicon alogin menu appears

elnet Sepuer

If you have successfully logged into the system, depending with your permissions and
rights you will only get the menu options you are alowed to use. When you login, a
menu appears below is an example of the menu of the General Ledger module

General Ledger

. Journal Voucher
. TB and Final Reports

. G/L Budget

. Setup Company

. Reports
. Backup
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1. Journal Voucher

1. Journal Voucher
a. Enter Journal Voucher
. Enter Provisions
Print JV Edit List

b
C.
d. Post Journal Vouchers
e. View posted JVs

a. Enter Journal Voucher
Thisisascreen that is used to insert the journal voucher.

b. Enter Provisions
Thisisascreen that is used to insert provisions for the company.

c. Print JV Edit List
Thisisareport that is used to check the data before posting of the journal vouchers

d. Post Journal Vouchers
Once the edit lists have been run, posting of the journal vouchersis done.

e. View Posted JVs
Thisisareport that is used to display all the posted journal vouchers.
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2. Trial Balance and Final Reports

2. Trial Balance and Final Reports
. Post Monthly Balances

. Account Sequence Reports

. Trial Balance Reports

. Income Statements
Balance Sheet
GL opening Balances

a. Post Monthly Balances
Thisisareport that gives asummary of all the monthly balances that were posted.

b. Account Sequence Report
Thisisareport that gives the monthly balancesin summary, and it is ordered in accounts
sequence.

c. Trial Balance Report
Thisisareport that is used by the trial balance to see that the debit and the credit side
balance. Thisreport is ordered by a set time period e.g. monthly.

d. Income Statements

Thisisareport that gives an overview of the company’sincome in total. The income
statements can be ordered according to different times, and or by account type or
department.

e. Balance Sheet
Thisisareport that displays the balance sheet. The balance sheet is normally ordered by
the different time e.g. monthly, quarterly, depending on the interests of the company.

f. GL Opening Balance
Thisisthe company’s opening balance that is set to a specified financial year.
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3. GL Budget

. GL Budget

. Budget Data Entry

. Budget Revisions
Revisions Edit List

. Post Budget Revisions
Budget Validation
Actual Budget Compar ative

a. Budget Data Entry

Thisis ascreen that allows the user to insert the budget requirements in terms of
monetary figures. The budget can be set monthly, quarterly or even annually depending
with the preference of the company

b. Budget revision

Thisisascreen that is used to insert the figures of the budget once the budget has been
revised by authorities. The budget revision can be done monthly, quarterly or even
annually depending with the preference of the company. Revision only takes place once
the budget has been drawn.

. Revision Edit List
An edit list is run to check that the figures in the budget are correct so that posting can
then be done.

d. Post Budget Provisions
Once an edit list has been run posting can now be done, posting is done to the general
ledger.

e. Budget Validation

After the budget has been drawn up, revised and posted, areport is run to check the
validity of the budget. Budget validity can be checked quarterly or annually. A working
period for the budget should be given before validity is done.

f. Actual Budget Comparative
The current budget is normally compared to the previous budget so as to check the

effectiveness of the budget. This comparability can be carried out monthly, quarterly or
annually.
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4. Setup Company.
These are screens that are used to setup the company information which include company
details, account codes, company codes and other vital company information.

. Company setup

. Update Company Details

. Update Department Codes
Update Account Codes

. Check Account Periods

Update Account Periods
. UpdateLoan Types
. Account No. Defaulters
. List Company Details
List Department Codes
List Account Codes

a. Update Company Detail

Thisisascreen that is used to set up the details for the company. To Add highlight the
Add button then press enter. The Add button is used to insert new company information
into the system and the Update button is used to update the already existing information
in the system. To save press Esc. To exit the screen and get back to the menu system,
highlight the Quit button then press Enter.

b. Update Department Code

Thisisascreen that is used to set up department codes in the company. To Add highlight
the Add button then press enter. The Add button is used to insert new department codes
into the system and the Update button is used to update the already existing information
in the system. To save press Esc. To exit the screen and get back to the menu system,
highlight the Quit button then press Enter.

c. Update Account Codes

Thisisascreen that is used to set up account codes in the company. To Add highlight the
Add button then press enter. The Add button is used to insert new account codes into the
system and the Update button is used to update the already existing information in the
system. To save press Esc. To exit the screen and get back to the menu system, highlight
the Quit button then press Enter.
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d. Check Account Period
Thisisareport that lists the account periods. It is classified by the financial period, the
start date and the end date and the months from January to December.

e. Post Account Period
Thisisareport that posts financial accounting periods into the general ledger. Once this
is done the general ledger updates the information to the system.

f. Update L oan Types.

Thisisascreen that is used to set up loan typesin the company. To Add highlight the
Add button then press enter. The Add button is used to insert new types into the system
and the Update button is used to update the already existing information in the system.
To save press Esc. To exit the screen and get back to the menu system, highlight the Quit
button then press Enter.

g. List Company Details.

Thisisareport that gives alisting of all the company details. The company name, the
company address, email address, telephone number, Vat number and the fax number are
al listed in thisreport. To run this report, enter the company name then press Esc. To
return to the menu, type Q on the keyboard.

h. List Department Codes.

Thisisareport that gives alisting of all the department codes and it is ordered by the
department. alist of the department name and the department code is displayed once the
report isrun. To run this report, enter the department code then press Esc. To return to
the menu, type Q on the keyboard.

i. List Account Codes.

Thisisareport that gives alisting of all the account codes. This report is ordered by the
account number. To run this report, enter the account number then press Esc. To return
to the menu press Q on the keyboard.
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5. Reports

. Reports

. GL Activities

. Period Summaries

. Department Summaries
. List Summaries

Daily Details
Monthly Details
. Quarterly Details
. Yearly Details

a. Gl Activity.
Thisisreport that gives alisting of al the general ledger activities. To run this report,
press Esc. To exit and return to the menu, type letter Q on the keyboard.

b. Period Summaries

Thisisareport that gives summary of the general ledger activitiesin a specific period. To
run this report, enter the financial period from the desired date period, then press Esc. To
exit and return to the menu, type letter Q on the keyboard.

c. Department Summaries

Thisisareport that gives asummary of the information in the department in a specified
period. To run thisreport, enter the financial period from the desired date period then
press Esc. To exit and return to the menu, type letter Q on the keyboard.

d. Daily Details

Thisisareport that givesadaily listing of all the General Ledger activities. To run this
report, enter the current date then press Esc. To exit and return to the menu type letter Q
on the key board.

f. Monthly Details.

Thisisareport that gives amonthly listing of al the General Ledger activities. To run
this report, enter the current month then press esc. To exit and return to the menu type
letter Q on the key board.

0. Quarterly Details.
Thisisareport that gives a quarterly listing of all the General Ledger activities. To run

thisreport, enter the current quarter then press Esc. To exit and return to the menu type
letter Q on the key board.
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h. Yearly Details.
Thisisareport that gives an annual listing of all the General Ledger activities. To run

this report, enter the current year then press Esc. To exit and return to the menu type
letter Q on the key board.
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6. Backups.

The system should undergo a backup every week or as often as possible. It is advisable to
backup the system so as to ensure that the data in the system is secure and not made
available to anyone. Backups are vital asthey ensure there is high level of security in the
system.

6. Server Backups
a. Database

a. Databases.
Thisis used to back up the information in the database. after backup the live database
should be stored in CDs or in other machines for emergency purposes.
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Accounts Receivable

Introduction

The Accounts receivable module incorporates al the information about the debtorsin the
company. It isrecommended to have a database of al debtors in the system. This can
help in regular follow ups of payments. It is also important for acompany to have history
details of all its debtors so that good and bad debtors can be identified and classified, and
important decisions can be made when making business deals.

The main features of the Accounts Receivable Module are;
history reports of all debtors
user friendly screens with information about debtors
an audit trail

detailed and summary reports for management use
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Getting Started

Enter your user identification and then enter your password. Upon accepting your
password, the system authenticates it and if invalid, an “invalid password” message will
appear at the bottom of the login box. When acknowledged a menu bar will appear with
programs and reports for different users depending on their different tasks. Your
password will not be displayed on the screen since you should be the only one who
knows your password. To run the Accounts Receivable Module ssimply double click the
TeraTerm icon on the desktop. When you double click thisicon alogin menu appears

elnet Sepuep

If you have successfully logged into the system, depending with your permissions and
rights you will only get the menu options you are allowed to use. When you login, a
menu appears below is an example of the menu of the Accounts Recelvable module

Accounts Receivable

. Receivable L edger

. Debtors|nformation
. A/R Cheques
. Revenue Receipts
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1. Receivable L edger

During the raising of debts, the system may raise invoices that are higher than expected
revenue, the result would be that a particular debtor would always be having an
outstanding balance. A screen is provided for raising a credit note.

1. Receivable Ledger
a. Update Receivable Documents

b. Print receivable Journal
c. Clear on Account Credits

a. Update Receivable Documents
This screen is used to update the receivable documents. It is important for the user to
have the invoice number of which he/she will use to insert the information.

on: [EEEM Update Delete Find Browse Hut Tab Options Quit

Gross Amt Entry:

Recur: RefHo: Tax:
Slsp: Acct. Group:
[
Price --- Amount -Tax--

Misc: Currency: Suh-Total:
Freight: S

TDtaTE

(Mo Documents Selected)
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b. Print Receivable Jour nal
Thisisareport that gives alisting of all the debits and credits for cash receivable.

Length: 396 lines

size: 16.9 hhytes |

sinformigstmpsifz95352

1 - DESAL, SARUIA, & PALLAH AOUOCA
DEBTORS CONTROL ACCOUHT G648 . BA0G
CRUED REVEHLE bG4d. 868 CR

16-82-84  RURSAL : 4 1 iRty e PREGRIT LR

24572 - OPERA DELL AMORE CEWTRE
CCP DEBTORS COMTROL ACCOUNT irdi il
BACCRUED REVEWUE 2B BH

7¢ - OPERA DELL'AMORE CEWTRE
' IEBTORS COHTROL ACCOUNT irgi il

83828

83828

5 E24572 - OPERA DELL’ANORE CENTRE
ARARBCCP DEBTORS CONTROL ACCOUNT
___________ CR
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c. clear on Account Credits
Thisisareport that is used to display all accounts which had outstanding bal ances that
have been cleared.

re, [DEL] to Cancel, [TAB] Hext Window Info:
[CTRL]-[y
Clear A~F On

Customer: EAAALZ  TEACHERS SERUICE COMMISSION Currency: KSH

Het Balance: THTEB43.9Z2 OB On-Account Bal:

_Hufnm1f1| Pay: Ooc . Date: Desc XH OH-ACCOUHT ALLOC, EHARBI]

e--0sc.late--0sc.Bal . - —Dl:cnunf———prllei
: H

=

o e =
(o s o

=0

(e Ruc] |"‘|
=0

oo
=
[

S
=
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2. Debtor s Information

This submenu contains all the important information about all the debtorsin the
company. From the submenu there is alisting of reports such as the debtors statement,
debtors aging and debtors payment.

2. Debtorsinformation
d. Update Debtor Information
e. Print Debtor |nformation

f. Print Debtor Statements
g. Merge/Change Debtor Codes

a. Update Debtor Information
Thisisascreen that is used to update all the debtor information as well as add in new
debtors and their information. Below is an example of the screen that is used.

Delete Find GBrowse Hxt Prv Options Quit

Contact:
Postal:

Toun:
Country:

Phane:

Region: Salesperson:

Terms: Balance:
Credit Limit:
G-L Acch:

{Ho Documents Selected)
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b. Print Debtor Information
Thisisareport that isused to display al the debtor information. To run this report inserts
the debtor code then press esc. Below is a diagram showing the report.

n

AR

Ouer 158 Days 158 Days 9A

B. 86 B.6g

H.HH B. a8

c. Print debtor Statement

Thisisareport that is given to the debtor to show how much the debtor owes the
company. The statement a so shows the amount of money the debtor has so far paid and
the amount that is outstanding including the dates.
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d. Merge/change Debtor Codes
Thisis report that is used when one wants to change the debtor codes. The report below
isasample of what is used.
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4. Revenue Receipts
These are screens that are used to setup the company information which include company
details, account codes, company codes and other vital company information.

4. Revenue Receipts
. Cash/cheque Receipts
. Detailed Daily Receipts

View Contribution History

. Posted Cash/cheque Receipts

a. Cash/Cheque Receipt

Thisisascreen that is used to insert the details of the amount of money paid either in
cash or by chegque. To Add highlight the Add button then press enter. The Add button is
used to insert new information into the system and the Update button is used to update
the already existing information in the system. To save press Esc. To exit the screen and
get back to the menu system, highlight the Quit button then press Enter.

Oelete Find Browse Hut Tab Options Quit
ney docum

Dated;

Updated hy:

{Ho Document
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b. Detailed Daily Receipt

Thisisan example of areport that a user can use to verify what he/she keyed in. If the
accounts balance the user will be required to combine his receipts for one category of
revenue into avoucher and attach the listings. These listings will be given to the
supervisor for further verification before postings.

Uiewing File: ~informix-tmp-if«BA585 , Size: 1825 butes , Length: 28 lines
[ 2.8 HATIOHAL HOSPITAL IHSURAHCE FUHD TU,O_TEeuen.
——————————————————————— Revenue Receipts Listing --------------------—-

Receipts for: 11.-A

EGTTIT  TRADE TRAFFIC INTERMATIOHAL LI
ROL EBTTIT 38300

EATTIT TRADE TRAFFIC IHTERHAT
[CP (FOR ZABA-BY; EAT?IT  GZAGA3

ERT796

CCP (FOR 26@4-A2)  EATTIS F2ARAS
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c. View Contribution History
Management may want to track down a debtor’ s payment contribution. This often
happens when there are queries or often to acquire validity in the reports and datain the

Tabh Options Quit

Hame: TEACHERS SERUICE COMMISSION
HAIROBI

i SERUIC
TERCHE ERUIC
TEACHE ERUIC
TEACHE ERUIC
TEACHE ERUIC
TEACHE ERUIC
TERCHE ERUTLC
TEACHERS SERUIC 41

tribution Total
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d. Posted Cash Cheque Reports

To look for history datain this screen the user will key in the employer code by first
pressing the <F> key which is the shortcut key for find. Once ‘F’ is pressed the user will
use the enter key to take the cursor to the desired column. If for example the user wishes
to look for receipts for employer ‘00013’ the user will key in this employer code at the
employer code column. An example is shown below:- Once the employer code is keyed
in the user presses the <ESCAPE> key to let the system start searching for the desired
results. Once the system locates the data it will be displayed as shown below:- The user
can also try looking for a particular receipt by keying in the receipt number and pressing
the escape key as explained before.
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Accounts Payable

Introduction

The Accounts payable module incorporates all the information about the creditorsin the
company. It is recommended to have a database of al creditorsin the system. This can

help in regular follow ups of payments. It is also important for a company to have history
details of all its creditors.

The main features of the Accounts Payable Module are;

Getting Started

Enter your user identification and then enter your password. Upon accepting your
password, the system authenticates it and if invalid, an “invalid password” message will
appear at the bottom of the login box. When acknowledged a menu bar will appear with
programs and reports for different users depending on their different tasks. Your
password will not be displayed on the screen since you should be the only one who
knows your password. To run the Accounts Payable Module simply double click the Tera
Term icon on the desktop. When you double click thisicon alogin menu appears

If you have successfully logged into the system, depending with your permissions and
rights you will only get the menu options you are allowed to use. When you login, a
menu appears below is an example of the menu of the Accounts Payable module

Accounts payable

. Creditors Accounts

. Invoicesand Credits
. Payment Processing 32
. Currency Gain/L oss
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1. Creditors Accounts

This submenu contains all the important information about al the creditorsin the
company. From the submenu thereis alisting of reports such as the creditors invoice,
creditors aging and creditors payment.

1. Creditors Accounts
a. Update Creditor Master File

b. Creditor Codeslisting
c. Print Details

a. Update Creditor Master File
Thisisascreen that is used to update al the creditor information as well asto add in new
creditors and their information. Below is an example of the screen that is used.

33

Copyright © FourTell eAfricaLtd 2005 All rights reserved



b. Creditor Code Listing
Thisisareport that isused to display all the creditors' codes. Below isa diagram
showing the report.

c. Print Details

Thisisareport that gives adisplay of al the creditors’ information. The creditors
personal details which include the name, address and company id isall included in this
report.
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2. Invoicing and Credits

2. Invoicing and Credits
. Update Purchase I nvoice
. Sundry Payable Document
Print unposted Payables

. Print Payables edit List
Post Payable Documents
Rever se unposted Documents

a. Update purchase Invoice

Thisisascreen that is used to insert the details of the amount of money paid either in
cash or by cheque. To Add highlight the Add button then press enter. The Add button is
used to insert new information into the system and the Update button is used to update
the already existing information in the system. To save press Esc. To exit the screen and
get back to the menu system, highlight the Quit button then press Enter.

35

Copyright © FourTell eAfricaLtd 2005 All rights reserved



b. Sundry Payable Document
Thisisascreen that is used to insert the sundry payables.

c. Print Unposted Payables
Thisrep[ort isrun to check the payables that have not been posted. The report isrun
before the edit list.

d. Print Posted Edit List
To verify that the data one wants to post is correct an edit list must be run. Running an
edit list ensures that a check has been done on the data that is to be posted.

e. Post Payable Documents
Once the edit list has been run, posting to the general ledger can now be effected.

f. Reverse Unposted Documents

Thisisareport that is used to reverse the unposted documents so that an edit list can be
run on them and they can be posted to the general ledger.
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3. Payment Processing
The submenu gives an overview of how payment processing in your company is
documented.

. Payment Processing
. View/Update Current Open Items
. Raise Payment Vouchers

Update Payment Vouchers

. Print Payment Advices
. Print Payment Batch Listing
A/P Payment Edit List

a. View/Update Open Items
This screen is used to either update or insert the open items.

b. Raise Payment Vouchers
Thisisascreen that is used to insert the payment vouchers.

c. update Payment Vouchers
This screen is used to update the payment vouchers.

d. Print Payment Advices
Thisisareport that is used to print out the payment slips that are given to the creditors.

e. Print payment Advice Listing
Thisisareport that gives alisting of all the payment advices that have been issued out in
aspecified time.

f. A/IP Payment Edit List
Thisisareport that is run before posting to ensure that al the datato be posted is correct.
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4. Currency Gain/L oss

The system is able to detect by default whether the company is making a profit or aloss.
Figures appearing in brackets will mean that there is aloss and positive figures suggests
that thereisagain of that particular amount.
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The Cashbook Module

The Cashbook module provides management with vital information about all financial
activities in the business structure. It is alarge business program, containing all the
necessary tools to manage business accounts, invoices, receipts, payments, cheque
printing, employee imp rest, VAT/TAX returns, evaluation of company performance, and
other useful tools (keeping records for easier accessibility).

The cashbook allows users to operate different packages other than the one installed by
the Informix 4GL programming languages. Spreadsheets and word processors can be
used to interpret data during presentation\s and for further storage of information.

Information is shared between the modules within Cashbook module. This saves time by
entering information only once. Although many parts are separate, they have been
designed to work together, and are organized into several screens shown on the main
menu. This means you can get to the part that you need quickly. Cashbook module aso
has the flexibility to pass information to other applications (e.g. spreadsheets, and word
processors).

The objectives of the cashbook are:
To provide financial operationsin a given time period.
To keep an audit trail of all financial transactions.

To provide easy accessibility of financial records
To provide a bank reconciliation
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Getting Started

Enter your user identification and then enter your password. Upon accepting your
password, the system authenticates it and if invalid, an “invalid password” message will
appear at the bottom of the login box. When acknowledged a menu bar will appear with
programs and reports for different users depending on their different tasks. Your
password will not be displayed on the screen since you should be the only one who
knows your password. To run the Cashbook Module ssimply double click the Tera Term
icon on the desktop. When you double click thisicon alogin menu appears

If you have successfully logged into the system, depending with your permissions and
rights you will only get the menu options you are allowed to use. When you login, a
menu appears below is an example of the menu of the cashbook module

Cashbook Management
. Cash Receipts
. Cash Payments
. Staff Imp rest
. Banking

. Cash Book
. Cheque Printing
. Bank Reconciliation
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1. Cash Receipts

1. Cash Receipts
. A/R Debtors Receipts Screens
. Sundry Receipts Screen
L oans Repayment Receipts Screen

. View Posted Receipts
Posted Receipts
Unposted Receipts

a. A/R Debtors Receipts Screen

This screen allows the user to insert areceipt from a debtor who has an open systemi.e.
an invoice number from the system. Once you insert the data, escape to save the
transaction in the receipt table. To view all the posted invoices the user can zoom. To
print areceipt from the menu option, the transaction isfirst posted to the General Ledger.
The receipts print programs pops up immediately if the posting was successfully. The
debtors receipt screen has a multi-currency feature and maintains. Below isan example
of the A/R Debtors Receipt Screen
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Below isa brief description of some of the fields used in this screen.
Subsidiary

This field describes the company’ s main ledger and other branches.
Receipt No.

Thisis asystem generated receipt number. It is unique.

GL Doc

Thisis adocument number that is written when you post the document. If the document

is not posted the GL doc is aways zero or null.
Debtor Code

Thisisaunique code from the debtors. It is azoom in from the debtors.

Type

Thisfield allows you to select the type depending on what the debtorsis paying i.e. Rent

Receipt Date

Thisisthe receipt document date, systems will default it to today.
Payment Method

Thisisthe type of apayment i.e. Q for cheque, C for cash, T-transfer
Cheque No.

Thisfield allows one to enter the cheque number

Bank Code

For cheque to be unique put bank code

Cheque Date

The date on the cheque
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Amount

Thisis the screen header amount

Description

Give abrief description of the receipt

Cash Amount

Thisisthe general ledger account for cash coming into the company
Withhold VAT

Thisfield allows you to withhold vat if you type ‘Y’ if not type ‘N’
Cert

Thisisthe certificate number given to aclient by KRA.

No.

Thisisthe open item number, which is generated when you post an invoice; zoom to get
all openitemsfor that debtor

Type

Thisisthetype of the receipt i.e. rent

Ref

Thisis the reference number

Inv. Date

Thisistheinvoice date for that particular open item
Due Date

Thisisthe date when the debtor is supposed to clear the debt
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Balance

Thisisthe balance the debtor has to pay

Vat

This the vat amount

Amount

Thisisthe line amount field, which is entered per open item
Ex Rate

Thisisthe exchange rate

Cashier

Thisisthe name of the cashier who keyed in the receipt
Time

Thisis the time the documents was entered

Total

Thisisthetotal value of amount on detail line
Unallocated

Thisisthe amount, which has no open item

Once posting is done, updating, deleting or altering of that document can never be
done.

When posting is done, two or more accounts are affected. For example: -
The cash account

Debit the credit/the bank account.
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The control account

Credit the control account

The sub ledger account

Credit the debtors' account to reduce the invoice amount posted earlier.

Debit Credit

Cash Account Control account

Sub ledger account

Remember for any document to be posted to general ledger accountsthe debitsand
credits must balance.

Thisisasample posting output:
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b. Sundry Receipts

Thisisascreen that inserts information about the debtors other than the open item
(invoice). Anything else other than the debtors’ invoice can be entered into this screen.
Screens can be as many as the number of currencies used by the company. Cash receipts
can take the form of actual liquid cash, cheques or direct bank transfers. For cheque
receipts, a cheque inwards register will be maintained.

After you insert new information and escape to save you then print areceipt and before
any receipt is printed, the posting is done automatically. If posting is not successful a
report output pops up explaining why the posting failed. If posting is successful then the
general ledger accounts will be updated. The major difference between debtors' receipt

and sundry receipt is that with sundry receipt one doesn’t need an open item (invoice).
Find a screen sample below

Receaived from
Thisisthe debtor’ s name.
Alloc. Code

Thisisthe alocation code
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Acct

Thisisthe general ledger accounts code, once you key in the allocation code, the system
fillsin account code automatically.

Dept

Thisisthe department code

Description

This field describes the general ledger account code
Amount

Thisisthe detail line amount

Vat Amount

Thisisthe Vaue Added Tax amount If allocation codeisflagged ‘Y’ to charge vat
amount the system calculates
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c. Loan repayment receipt Screen

This screen is used to insert information about employee repayments on the loans they
have taken from the company. An open item is used to knock off aloan that is been paid.
When adding a new document the payment type is generated by the system. Thisis done
so that during posting, the employee’ s account is credited. The debtors screen and the
loan payment screen are identical, the employee’ s code should be inserted instead of the
debtor’ s code because the money is been received from the employee. Thisisa sample
illustrating the L oan Repayment Receipt Screen

d. View posted cash receipts

Thisis ascreen that shows all the posted receipts. Other than the display of data,
updating, deleting or even adding cannot be done. The General |edger document number
iswritten back once you post each document.
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e. Posted Receipts by date

Thisisaprint out to show all the posted receipts and it is ordered by the date. With this
report you have a choice to select a date range.

f. Unposted receipts

Thisisareport output, which lists all entered receipts that are not yet posted. When the
general ledger document number is zero or null and receipt is not yet posted.
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2. Cash Payments

. Cash Payments
. Sundry Non A/P Payments
. A/P Cash/Cheque Payment

. A/P Pre Payments

. Payment Voucher Screen
Batch Payment Screen
. Cheque Correction and Replacement
. Reports

a. Sundry (non A/P) Payments

Thisisasundry payment screen that is used to insert all non-account payables. The
payment can be done through cash or by cheque. To add a new document, highlight the
Add option and then press Enter To print avoucher highlight the Print button then press
Enter. A voucher number is uniquely generated by the system. The diagram below
showstheinfor mation displayed when printing the document.
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b. A/P Cash/Cheque payment

This screen is used to insert all the payments made to the creditors who have invoices
entered and posted. It is an accounts payable voucher. During payment, posting of the
invoice has to be done to ensure that the invoice is credited in the creditors accounts to

balance with the initial debit. Below isan illustration of the A/P Cash/Cheque
Payment

Posting When posting is done, two accounts are updated, the general ledger account and
the sub ledger account. The cash account will be credited and the creditors account will
be debited.

Below isa brief description of some of the fields used in this screen.

Subsidiary

Thisfield describes the company’s main ledger and other branches

Ref no

Thisis the document reference number

Voucher

Thisisthe voucher number that is uniquely generated by the system.

Date

This is document reference date
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Module

This field shows the module the screen is using.
Currency

Thisfield enables you to put adesired currency

Jnl descry

Thisisthejournal description field.

Cash account

Thisisthe cash account field that types the general ledger accounts code
Payment batch no.

Thisis the batch number for a batch of documents.
Chequeno

Thisis the cheque number

Date

Thisisthe cheque date field

Withhold vat

Type ‘Y’ inthisfield if you want to withhold vat
No.

Thisisthe open item number (from invoice posting)
Reference:

A field automatically field by the system to describe the kind of transaction you are
paying.
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Date

Thisistheinvoice date

Duedate

Thisisthe payment due date

Balance

Thisfield shows the balance of the creditor.
Vat amt

Thisis the Vaue Added Tax amount
Amount

Thisisthe line amount of a particular item.
Ex. Rate

Thisisthe exchange rate in a particular date.
Cashier

Thisis the name of the cashier.

Total

Thisisthe line total amount to pay

Date

Thisisthe date when the transaction was committed. It is generate by the system.
c. A/P prepayment voucher screen

This screen is used when a creditor is been paid in advance. When posting is done, the
cash account is credited and the control and creditors accounts are debited.
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d. Payment voucher screen

This screen is used to insert direct payments once this is done the creditors account is
debited. The screen is used only when payments on liquidation or for prepayments of a
particular sale.

e. Batch Payment screen

This screen is used for payment of multiple creditors. When posting is done, the creditors
account is debited.

f. Cheque Correction/Replacement

This screen is used to insert the corrections on a cheque that had been previously inserted
and was wrong. It allows the uses to insert the correct cheque by replacing the damaged
cancelled cheque that had already been inserted. When the dataisinserted in the screen
and saved, the cheque register and the general ledger activity will be updated.

g. Reports

Thisisamenu that contains a number of reports that are vital for evaluation in the cash
payments. Some of the reports include Payment reports, Posted items, Cheque outward
register, Print period summary. The Cheque outward report will show that the cheques
that have been paid out, cancelled, damaged or replaced. Below isan example of a
payment report sorted out by cash account.
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3. Staff imprest

Thisis asubmenu that gives various reports that deal with staff imp rest. These are some
of the reports in the submenu post staff imp rest; staff returnsimp rest, view outstanding
imp rest and view posted imp rest.

3. Staff Imp rest
a. Staff imp rest Voucher

b. Staff imp rest Returns
c. Reports

a. Staff Imprest voucher

Thisisascreen that is used to insert staff imprest information. These include the staff
name, amount, date, cash account and the general ledger imprest account. Once you
insert the data and save, the system automatically assigns a payment type value that is
used when posting. The staff imprest account will be debited and the cash account will be
credited. The employee is adebtor until he/she returns the money. The diagram below
shows how accountsin the; system will be updated.

Debit Credit

Staff imprest account| Cash Account

Staff imprest Returns

This screen isused to insert all the staff imprest returns. It is an update screen because it
isonly possible to update the data in the screen rather that add in new data. This screen
performs three functions,

When the employee returns money, all the expenses and the returned amount
should be keyed in. A receipt isthere after printed.

The staff account is credited with the original amount and the expense account is
debited. Thistherefore reduces the imprest in the employee’ s account.

The returned amount is posted in the cash account.
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The diagram below is a sample screen of the staff imprest returns;

Below isan illustration of the posting;

Debit Credit

Expense account staff imprest account

Return cash account

When the employee spends more than the original imprest, the expenses are keyed in the
detail screen, the overspent amount in the balance recoverable field. Printing a voucher
can then be done to pay this employee his’her amount overspent. When posting is done
the employee’ s account will be credited and expenses account debited. The cash account
is credited and staff imprest account debited.
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4. Banking

4. Banking
a. Bank Deposit Slip Screen

b. Bank Deposit Posting

a. Bank Deposit Slip Screen
This screen is used to insert the data on the deposit slips fro the bank. For deposit slips to
be used it isimportant that cash is received into a control account. When the cash is

banked, the bank account is credited. The system will give a print out of the deposit slips
on request by the cashier. Below is a sample deposit slip screen

Slip no.

Thisisanumber that is generated by the system
Stage

Thisisthe deposit stage e.g. B for banking
Date received

Thisisthe date the money was received
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Dep. Date

Thisisthe deposit date

Bank a/c

Thisisthe bank account the money is been deposited into.

From a/c

Thisisthe account the money is received from

Centg/shillings

Thisis the denomination of monies received either in notes or coins or both
Value

Thisisthe value of money banked and it is generated by the system
Total cash

Thisisthe total cash deposit

b. Bank deposit posting

Thisisaroutine done for reversing a banking already posted into a control account
(cashier account). The bank account is credited.
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5. Cash Book

5. Cash Book
a. Payment Reversal

b. Cashbook Set-up
c. Cash Control Account

a. Payment Reversal

This report will do acomplete reversal of the first posted document. The debited account
will be credited and the credited account will be debited to reverse the posting.

b. Cashbook setup

This screen is used to setup the cashbook code, which include; system control codes,
bank codes, and statements e.t.c Coding setting is done once when the system is being set

up.
c. Cash control account
This screen isused to set up al cash account with their bank codes and the currency.

Only the codes set up in the screen can be used. Other codes that aren’t set up will not be
used by the system. Thisis a sample of the cash control account

G/L account

Thisisthe actual general ledger account from the general ledger module
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Department

Thisisthe actual general ledger department from general ledger module
Cb code

This cash book code that is set up in the general ledger accounts

Bank code

Thisisthe cash bank code

Bank acct

Thisisthe company bank account.
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6. Cheque Printing

This module mainly deals with the printing of cheques and all the reports involved hence
have details on the cheques.

6. Cheque Printing

View Request Batches

Print direct cheques

Print Bank Cheques
Cancelled Cheque

Reprint Cheques

Print Bank Advice Slip

Print Cont’ /Direct Advice Slip
Credit Slip Bank Transfer
Reprint Bank Cheaue

a
b.
C.
d.
e.
f.

g.
h.
i.

a. View request batches

This screen displays the payment details of the creditors. It assists one to view only that
batch payment. Below is a sample of the screen.

b. Print direct cheques

This method of printing of cheques is used when the company would like to send direct
cheques to the creditors.
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c. Print bank cheques.

This method of printing occurs when the company would like to send an accumulative
cheque to the creditors.

d. Cancelled cheques

Sometimes cheques get damaged when printing is done. When this occurs, the cheques
have to be cancelled using this program.

e. Re-print cheques

Thisreport is used to reprint damaged cheques. The initial cheques printed will be
overwritten by the new cheques.

f. Print bank advice dlip
Thisisabank dlip report that shows the bank name, cheque number and alist of all the

creditors paid on that one cheque through the bank. It also shows the amount of money
paid to each creditor. Below isa sample of a bank dlip.
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g. Print cont/direct advice dlip

Thisisareport that gives alisting of the creditors’ name, the amount paid to the creditor,
the cheque number and the date the transaction was carried out. This report is attached to
the cheque printed. Below is a sample of the report explained above.
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h. Credit dip — direct pay

Thisisareport that is used to pass to the creditors to show that the money owed to them
has already been paid. One copy is attached to the creditors' cheque and thisistaken to
the bank. This report contains the payee name, date and the amount paid. Below isa
sample of thereport.

Copyright © FourTell eAfricaLtd 2005 All rights reserved



i. Credit dlip - bank transfer
Thisisareport that is used to pass to the creditors to show that the money owed to them
has already been paid. One copy is attached to the creditors' cheque and thisistaken to

the bank. This report contains the payee name, date and the amount paid. Below isa
sample of thereport.
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j. Reprint bank cheque

Thisreport is used to reprint the damaged cheques. The batch number, doc number,
starting cheque number and payee doc should be inserted. The original cheques will be
overwritten by the final ones. Below is a sample of the report.
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7 Bank Reconciliation and Statement

. Bank Reconciliation and Statement
. Update Bank Statement
. Print Bank Statement

. Un —reconciled Report
. Reconciled Report

a. Update Bank Statement

This screen is used to update bank statements that are loaded into the system if there are
no errors. It also allows one to view item that has been loaded onto the system.

b. Print bank statement

This report prints out the bank statement. It shows the statement date, number and details
of that transaction.

c. Un- reconciled report

This report will show you detailed information of al theitemsin the bank statement that
did not reconcile.

d. Reconciled report

This report will show you detailed information of all the items in the bank statement that
actually reconciled with cashbook.
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Conclusion

The analyzed cashbook system represents the maximum level of an administration that
should be undertaken by the largest of financial operations. Its purpose is to provide the
financial operations done on adaily basis. It is designed to give operational income and
expenditure which include, purchase, wages, sales, expenses etc from non operational
items which include loan repayment, taxation payments, finance inputs etc. The balance
shown on the cashbook should be reconciled to the bank statement. The most important
feature in this module and for any accountant for that matter is the bank reconciliation.
This chapter explains more of the bank reconciliation in acompany and why itisvita in
any business.

Bank Reconciliation

Bank reconciliation has been implemented to carry out reconciliation between the cash
book and the bank statement. At the end of each month, the balance of the bank account
in the cashbook is reconciled to the bank statement.

The bank reconciliation is designed to look at two sets of books mainly the cashbook and
the statement book whereby it endeavors to match to the bank account all presented
cheques, direct deposits and direct charges. It will list out all the unreconciled items that
are not matched automatically. Company banks issue the daily electronic bank
statements which are used as source documents for recording all direct debits, i.e. bank
fees, dishonored cheque fees, electronic debit payments and direct credits such asterm
deposits and electronic credit payments. The bank reconciliation of the bank account is
carried out monthly and the bank reconciliation procedures are as follows:

Below isa sample of import bank statement file date
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Great Lakes Financial systems Operations Manual
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The Fixed Assets Module

Introduction

Fixed Assets are assets whose lifetime in business covers more than one year with the
aim of facilitating the income earning capacity of the company. The benefit to be derived
from the fixed asset is spread in more than one accounting period. The equivalent of the
benefit is charged to the operating incomes as depreciation, and thusis retained in order
to facilitate replacement of the asset.

The fixed asset module provides management with vital information about al the
properties of the company/organization that is fixed e.g. land, buildings and vehicles.
GreatL akes financial software ensures that the information is efficient, effective and
productive

Operations

When goods are received, they are taken to the stores department. Only after
categorization by using a coding system, are the assets then sent to the fixed asset
department. In the fixed asset department, the assets are recorded in the register. Hence,
there is interconnectivity between the fixed asset and the stores department.

This module provides details of stock levels of assets and how often assets are issued out
of the company or brought into the company. This module helps the fixed asset
department to manage the finance cost effectively. The department is able to ascertain:

When a particular Asset isto be re-ordered?
How many should be re-ordered?
Whether to keep this Asset in stock at all?
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Getting Started

Enter your user identification and then enter your password. Upon accepting your
password, the system authenticates it and if invalid, an “invalid password” message will
appear at the bottom of the login box. When acknowledged a menu bar will appear with
programs and reports for different users depending on their different tasks. Your
password will not be displayed on the screen since you should be the only one who
knows your password. To run the Fixed Asset Module simply double click the Tera Term
icon on the desktop. The screen below will appear on your desktop.

If you have successfully logged into the system, depending with your permissions and
rights you will only get the menu options you are allowed to use. When you login, a
menu appears below is an example of the menu of the fixed asset module.

Fixed Asset Management

Fixed Asset Register
Fixed Asset Transfer
Retired/Boarded Assets
Asset Disposal
Depreciation

Asset Revaluation
Asset Store

Reports

Fixed Asset Setup

1.
2.
3.
4.
S.
6.
1.
8.
0.
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Already Started

This Chapter provides an overview for users of the Fixed Assets Module and associated
tasks position. It also includes a matrix of those tasks and where to input or find data
throughout the Fixed Assets module documentation set. The Fixed Assets Module Sub-
Menus

1. Fixed Assets | ssues

1. Fixed Assets|ssues
. Non-lssue Asset Form
. Motor Vehicle Register Form

. Edit List

a
b
C. IssueAsset
d
e. Post Asset Listing

a. The Non-Issue Asset Form

This form allows Assets that cannot go through the Store e.g. land to be inserted into the
Fixed Assetsregister directly. The Asset is assigned a unique code i.e. asset code.

Thisis an example of the screen done at a site.

Notice that the company name appear s on the top of the screen.
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To run this screen, highlight ADD on the ring menu by using the arrows keys on the
keyboard and press Enter. The Revalue Date is highlighted. Enter the revalue date. By
default if you press enter it enters that days date.

Thereisazoom for all the class codes and their descriptions. To get the zoom/help press
F1. For instance Asset Class is a zoom, Other fields that are required to be filled in are;
Asset Description, Asset Class, Plot size, Remarks, Asset Cost and Serial No.

b. Motor Vehicle Register Form
This form allows the user to input Motor Vehicle directly into the Fixed Assets Register

without passing through Stores. The Motor Vehicles are assigned unique codesto help in
the follow up of every vehicle. Below isan example of the screen explained above.
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C. Issue Assets

This screen is used for inserting issued assets in the respective department that have
requested for the asset. This screen is joined to the stores using the part_no. The issues
made are what are available in the stores. Thisis an example of an issue form.

d. Edit List

Thisis areport that gives alisting of al the assets that have been issued and are waiting
to be posted to the General Ledger. The edit list alows the user to check the information
for any correction before posting it to the General Ledger. .

e. Post Assets
After running the edit list, this report is run to post the information to the General Ledger.
When the posting is done, the cred_acct is credited and the cost_acct is debited.
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2. Fixed Assets Transfer

. Fixed Asset Transfer
. Transfer Asset Form
. Edit List

. Post Transfer Listings
. Print History Report

a. Transfer Asset Form

This is a document for transferring Assets from one store/Department/Station to another.
To transfer the Assets means to both physically and electronically adjust stock of
inventory items in the Store. This module processes the transfer of Assets electronically.
The store/Department/Station shipping the items has to have its Asset count reduced; and
the store/Department/Station receiving the items has to have its Asset counts increased.
On the other hand, transfers also present danger: if you do not have the right controls, in
place merchandise can be lost or stolen while it is in transit. Fortunately, this module
gives you the tools you need to effectively control the transfer process. Below is an
example of a Transfer Screen.
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b. Edit List

Thisis alisting that is used to crosscheck the Assets that are being transferred are being
posted to the right accounts in the General Ledger. The user has to ensure that the
Store/Department/Station being affected are being debited or credited correctly.

c. Post Transfer

After the user has crosschecked that the Accounts being affected are correct,

Posting to the GL can now be done using this report. When the posting is done, the
cost_acct of the department where the asset is coming from is credited and the
department on the recelving end the cost_acct is debited.

d. Print History Report
This is areport which shows the user how many times an asset has been transferred and

to which locations. This is made possible by the unique code that is assigned to every
asset right from the time it enters the Asset Register.
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3. Retired Boarded Assets

. Retired/Boar ded Assets
. Retired/Boarded Form
. Retired Asset Listing

Boarded Asset Listing

a. Retired/Boarded Asset Form

Retired/Boarded assets are assets taken out of service pending disposal. They remain in
the current asset register. This screen prompts the user to put in the Date the Asset was
retired/boarded and the reason. An example of this screen is shown below.

b. Retired Asset Listing.
Thisisareport that givesalisting of all the assets that are retired.

c. Boarded AssetsListing.
Thisisareport that gives alisting of all the assets that are boarded.
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4. Asset Disposal

4. Asset Disposal
a. Asset Disposal Form
b. Edit List

c. Post Disposal Listing
d. List Disposed Assets

a. Asset Disposal Form

This is a screen that is used for Disposing off Assets that are no longer useful to the
organization. The screen is fed with information e.g. how much the asset has been sold
for and whether it has made aloss or profit. It also gives the Net Book Value of the asset
as at the time of disposal, the buyers name and the receipt number. The Disposed Assets
do not appear on the asset register, but they still remain in the History data. The screen
below isan illustration of the Asset Disposal Form.

b. Disposal Edit Listing
Before you post the Disposal Information to the General Ledger, the user is given an
opportunity to verify the Information whether it is correct in this listing.
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c. Disposal Posting
After verifying that the Information is correct posting to the General Ledger can now be
done using this report. When the posting is done, the depr_accm_acct is credited and the
depr_acct is debited.

d. List Disposed Assets
Thisisareport that gives alisting of al the disposed assets in a given time period
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5. Depreciation

5. Depreciation
a. List Depreciation Assets

b. Edit List

a. List Depreciation Assets

The process of depreciation immediately begins once the Assets have been issued. When
an issued asset has been posted to the General Ledger it automatically updates the Edit
List awaiting depreciation. Depreciation can be done Monthly, Quarterly or annually
depending on the type of Asset. An example of thisreport is shown below

b. Edit List
The edit list is run to confirm that the depreciation amount is correct and all credits and
debits have been done correctly.
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6. Asset Revaluation

6. Asset Revaluation
a. Revaluation Form
. Edit List
Post Revaluation Listing

b

C.

d. List Asset Valuation
e. List Asset History

a. Revaluation Form
Thisis a screen that is used to revalue assets so that they can either be sold at a profit or
loss or put back in use. An example of the evaluation form is shown below;

b. Edit List
Thisisareport that is used to check the listings before the data is posted.

c. Post Revaluation Listing
Thisisareport that posts the reval uation assets to the General Ledger.

d. List Asset Valuation
Thisisareport that givesalisting of all the assets that have been reval uated.
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e. List Asset History
Thisisareport that gives alisting of the asset history data.
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7. Fixed Asset Reports

\l

. Fixed Assets Reports

List Assetsin Register
List Non Store Assets
Print Assets by Class
Print Itemsin Store
Print I ssued Assets
Print Transferred Items
Printed Retired Assets
Print Boarded Assets
Print Disposed Assets
Print Depreciated Assets
Print Asset Valuation
Print Ledger Details

a.
b.
C.
d.
€.
f.
g.
h.
i.
j.
K.
l.

a. List Assetsin Register
Thisisareport that gives alisting of all the assetsin the register

b. List Non Store Assets

Thisisareport that givesalisting of all the assets that are not in the store e.g. land.

c. Print Assetsby Class
Thisisareport that givesalisting of all assets and the asset class ordersiit.

d. Print Itemsin Store
Thisisareport that gives alisting of all the assets in the store.

e. Print Issued Assets
Thisisareport that givesalisting of all the issued assets.

f. Print transferred Items
Thisisareport that gives alisting of al the transferred items.

g. Printed retired Asset
Thisisareport that givesalisting of al the retired assets.

h. Print Boarded Assets
Thisisareport that gives alisting of all the boarded assets.

i. Print Disposed Assets
Thisisareport that givesalisting of all the disposed assets
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j. Print Depreciated Assets
Thisisareport that gives alisting of al the depreciated asset\ in a given period.

k. Print Assets Valuation
Thisisareport that gives alisting of the asset valuation in a given time period.

[. Print Ledger Details
Thisisareport that gives alisting of all the ledger information. It is a detailed report.
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8. Setup Fixed Assets

. Setup Fixed Assets

. Fixed Assets Control

. Fixed Asset ClassesListing
Update NBV in Ledger

. List Fixed Assets Control
List Asset Classes

a. Fixed Assets Control

This is a default screen, which gives the minimum balance an asset can depreciate to.
When the asset is disposed it is noted in the Profit and Loss account in the General
Ledger. An example of the screen is shown below;
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b. Fixed Assets Classes

This is a screen that is used for inputting the Asset codes according to their classes and
Subclasses and the accounts that they affect in the General Ledger. An example of this
screenisillustrated below;
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c. Update NBV in Ledger
This is a screen that is used to update the Net Book Value according to the financial
period in use. An example of thisscreen isillustrated below

d. List Fixed Asset Control
Thisisareport that gives alisting of the fixed asset control.

e. List Asset Classes
Thisisareport that givesalisting of all the asset classes.
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Conclusion

The fixed Asset Module User Guide is supposed to guide users on how to operate the
system. This is a user friendly system and with minimal computer skills, a user can
quickly adapt to the system., The user guide empowers the operations staff to improve the
system by implementing ideas that can assist in amore efficient and effective Fixed Asset
Computer System.
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