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CONTENTS - CHAPTER 7 
 
 
 
 

This chapter covers the 7 th pull down menu set.  
 
 
 
Clicking the Financials  button as shown below in the file menu opens the drop down menu. 
 
 

 
Figure 1 File Menu Options, Financials 

 
 
 
 
 
 
The drop down menu looks like this. 
 
 

 
Figure 2. Financial menus. 

 
 
 
 
 
 
 
1. File Payments.  
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     Figure 3 Document Tracking Drop Down Menu 
 

 
 

 1.1   File Payments Received.  
 
Payments received are usually imported in bulk as a file from the bank. Payments received must 
be receipted and allocated to the correct defendant. 
 

Select the correct file number for the defendant and enter the payment details. Please complete 
the form as accurately as possible, to assist in speedily resolving future queries quickly and 
accurately. 
 

 
 
Enter the file number or 

Click the Open File icon to 
help select the right file 
number. See the lookup entry 
form below. 
 
 
 
 
 
 
 
 
 
 
Add the bank and receipt 
number if defendant paid at 
Client 
 
 
 

Figure 4. Payment Recieved Form. 

 
 
 

Click the EXIT button to exit without saving any changes. 
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The lookup entry form allows you 
to look for the correct file number.  
 
The defendant /debtor you are 
working with has a unique 
number. 
 
 This is the number to use for the 
new actions you are adding to 
this record. 
    
  
 
 
 
 
 
 
 

   
           Figure 5 Open Defendant File menu 

 
Incorrect file numbers or incorrect file numbers will not be found. Only 
active and correctly entered file numbers will be accepted and opened. 
 

Receipt numbers are automatically generated by this program. 
 

Figure 6. File not found - Pop Up 

 
Payment Date. 
Enter the date the payment 

was made by Clicking.   
The drop down menu arrow to 
select from the Calendar.  
 
 
 
 
 
 
Use the back month  to 
select the date. You should not 
need the forward month 

button, as future payments 
are not recorded until they are 
actually paid. 
Enter the amount paid. Enter a 
Note referring to the deposit. 
 
 
 

Figure 7. Open Payments Received form. 

 
Enter the Bank where paid, and if a Receipt must be printed. 
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The VIEW DOCUMENT looks like this. 

 Use this screen to view that the correct details are correct. 
 

 
Figure 8. Receipt of Payment. 

 
Click  Save to file to save report to file. 
Click  E-Mail to send this report via email to selected recipients. 
Click  Print to print report to printer. 
Click  Exit to exit the report screen, without printing or sending. 

 
The controls and buttons are explained in The Document View – Document Controls. 
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 1.2   Edit Payments Received.  
 
This option works on the open or current file. Select this option to change amount and payment 
type and Bank where paid. 

 
Select the payment to edit, Highlight the one, which is 
correct. To select it Click with the left mouse button. 
 
 
 
 
 
 
 
 

Figure 9. Payments Received form. 

 
 
The payment details form opens. Change the detail. 

 
 

Click the   
button. 
 
This action will be recorded in 
the Actions Taken List on the 
main screen.  

Click    button to 
exit without saving any 
changes. 
 
 
 
 
 
 
 

Figure 10. Edit Payment Received Detail Form. 
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 1.3   Reverse payments Received.  
 
Payments reversed or rescinded. Payments incorrectly allocated to an account. These would be 
reasons for using the reverse payments option. 
 
The removable File payments Form will open. 

 
Select the payment to edit by Highlight the one, which is 
correct. To select it Click with the left mouse button. 
 
 
 

Click.  to leave this option without Deleting. 
 
If you have the correct payment, Click  Delete Button. 
 
 

Figure 11. Removable File Payments Form. 

 

 
Figure 12. Delete Payment. 
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 1.4   Import SBSA Statement.  
 
This option imports the Standard Bank Statement. The various payments are then reconciled to 
balance the accounts. 
 

Select the file name by Clicking the file lookup 

button.   
The import button will also open the file Open 
window 

To see the file lay out select the  
button. This is in the EXCEL™ format. 
 
 
 
 

Figure 13. Bank Statement Import Form. 

 
Select the correct location of the import file, and Highlight the one, which is correct. To select it 

Click with the left mouse button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 14. File Open Window 

 
 
 
If no file is selected, and the Open Button is selected, then there 
is no file. Select a file to continue or Click Cancel to exit this 
option. 
 
 
 

Figure 15. No Path selected. 
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To see the file lay out select the  button. This is in the EXCEL™ format. 
 

 
Figure 16. The File Layout View. 

 
Click  Save to file to save report to file. 
Click  E-Mail to send this report via email to selected recipients. 
Click  Print to print report to printer. 
Click  Exit to exit the report screen, without printing or sending. 

 
 
The controls and buttons are explained in The Document View – Document Controls. 
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 1.5   Create BEST Import File.  
 
  The BEST File import option allows the import of BEST file data. The file is created by Standard 
Bank. 
 
 

 
 
 
 
 
 
 
 
 
 

Figure 17. BEST File Import Form. 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 18. Open File Window. 
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 1.6   Credit Card – Imports Direct Payments.  
 
This option imports the Standard Bank Statement. The various payments are then reconciled to 
balance the accounts. 

Select the file name by Clicking the file lookup 

button.   
The import button will also open the file Open 
window 

To see the file lay out, select the  
button. This is in the EXCEL™ format. 
 
 
 

Figure 19. Direct Payments Form. 

 
 
Select the correct location of the import file, and Highlight the one, which is correct. To select it 

Click with the left mouse button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 20. File Open Window 

 
 
 
If no file is selected, and the Open Button is selected, then there 
is no file. Select a file to continue or Click Cancel to exit this 
option. 
 
 
 

Figure 21. No Path selected. 
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To see the file lay out select the  button. This is in the EXCEL™ format. 
 

 
Figure 22. The File Layout View. 

 
Click  Save to file to save report to file. 
Click  E-Mail to send this report via email to selected recipients. 
Click  Print to print report to printer. 
Click  Exit to exit the report screen, without printing or sending. 

 
The controls and buttons are explained in The Document View – Document Controls. 
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 1.7   Retail – CACS Payments.  
 
Payments made at the client are imported via file import. The payments are automatically 
allocated to the correct accounts. Any payments not allocated or incorrectly entered will remain as 
payments not allocated. The payments must be allocated to the correct files. Select the payments 
and use the arrow to allocate them to the file. 
   
The Retail Payments via CACS form will open. 
First select dates of interest. 

 
Figure 23. Retail Payments via CACS. 

 
 
Use the back month  to select the date. You should not need the 
forward month button, as future payments are not recorded until they 
are actually paid. 
 
 
 
 
 

Figure 24. The calendar selection form. 

 
The Files are listed in the left window space. Select the file, and all payments listed will be in the 
centre window space. Select these files to reverse CACS payments from the open file. 
The Right window space has the unallocated payments for the file, Select the payments and use 
the arrow to move / Allocate them to the file. 
 
 
 
The dates are selected and there is a file list with payments that require allocation. 
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Select the file number by Highlight the one, which is correct. To select it Click with the left 
mouse button. 
   

 
Figure 25. Retail Payments Form. 

 
 
 
If you select a payment from another source it will be in error. This Information Warning will advise 
you of that error. 
 

 
Figure 26. Warning Payment Type 

 
If the payment is wrong or must be modified, then Use the Edit Payments or Reverse Payments. 

Click Here to GOTO those Chapters. 
Select the correct file number; Highlight the one, which is correct. To select it Click with the left 
mouse button. 
Select the payments to action. 
Highlight the one, which is correct. To select it Click with the left mouse button. The check box 
must be “Ticked”  to select. 
 
 
Use the arrows to move the payment to the file or remove from the file. 
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If the payments you are interested in are not visible in the payment on file section, ensure you 
have selected the correct file, Included CACS allocated payments or Rejected payment. 
 
The Retail Payments form explained. 
 
 
 
 
 
File Selection      Payments on File                                Payments to action 
 

 The add arrow, moves Payment to file, to allocate it to the file.         
.The remove arrow, removes the payment from file to                                                                                      
unallocated. 

                                                                                     The X button, unselects all payments.                        
                          
Figure 27.Retail Payments Part Form. 

 
The selected file with payments allocated. The window space is empty where the Not Allocated 
payments were. 
 

 
Figure 28. Retail Payments - Payments Allocated. 

 
 
 
 
 
 
The file close error will pop up if you work on a CLOSED File. Closed files will remain on system 
until the matter is removed from the system. It then goes in to archives.  
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Figure 29. Error   File Closed. 

 
 
 1.8   Export SBSA Credit Card Payment File.  
 
This option imports the Standard Bank Statement. The various payments are then reconciled to 
balance the accounts. 

Select the file name by Clicking the file lookup 

button.   
The import button will also open the file Open 
window 
 
 
 
 
 

Figure 30. SBSA Export Credit Card Payment File 

 
 
Enter a relevant file name. 

Click  The Create Button, to create the file. 
The “Save In” window will give you the opportunity 
to save the file in the correct folder on your hard 
drive. 
 
 
 

Figure 31. Enter name of file to Export. 
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Select the correct location of the import file, and Highlight the one, which is correct. To select it 

Click with the left mouse button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 32. File Open Window 

 
 
 
If no file is selected, and the Open Button is selected, then there 
is no file. Select a file to continue or Click Cancel to exit this 
option. 
 
 
 

Figure 33. No Path selected. 
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2. Suspense Accounts.  
 
 

 
      Figure 34. Suspense Accounts Menu. 

  
 
 2.1    Payments Received.  
 
The suspense account is a collection pool of non-allocated or rejected payments. The account 
must be cleared each month to allocate funds to the accounts. 

 

Select the correct date by Click   the drop down 
menu arrow to select from the pre-defined Calendar. 
 
Use the calendar buttons to select the correct month.  
 
Use the back month  to select the 
date. The forward month button. 
 
 
 
 
 

Figure 35. Suspense Account Payment Received Form. 

 
Enter the Payment amount. 
 

Enter the correct bank detail, as this is important in reconciling the suspense account. 
 

Enter a Note as a reference for the payment. If you do not enter a note an Information warning 
will pop up. You must fill in a note to continue. 
 

 
Figure 36. Enter Note Warning 

 
 

Click   to add payment. 

Click.  to leave this option without printing. 
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 2.2   Edit Payments Received.  
 
This Option is currently not available for use. 
 
 
 
 
 
 
 2.3   Reverse Payments Received.  
 
This Option is currently not available for use. 
 
 
 
3.0 Payment Allocations.  
 
For the open or current file, all payments can be allocated. The payments are held in the 
suspense account until allocation. 
 
The Distribution Report Archive Form opens. 
Select the year and month. All data is pulled from the file. If there is no data for a selected month, 
then there were no payments made for this file or received for this file. Select another month. 
 
 

 
Figure 37. Distribution Report Open. 
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Select the date, to use this form. 
 
Select the year and month. 
Highlight the one, which is correct. To select it Click with the left mouse button. 
 

 
Figure 38. Select dates 

 

 
Figure 39. Active data in Distribution Form. 

 
To view details about the payment, select it, by highlighting the one, which is correct. To select it 

Click with the left mouse button. 
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Use the Edit or Allocate payment as required. 

Click.  to leave this option without changing payments. 
 
The Edit Button opens the Edit Payment Form. 
 
 
The allocate Payment Button open the Allocate Payment Form. 

 
 
The recipe number is 
automatically generated. 
 
The current or open file 
number is open and the file 
detail filled in. 
 
Enter a note as reference and 
if required click the Print 
Receipt option. 
 
 

 Click The Add Button to 
allocate. 

Click.  to leave 
this option without printing. 
 
 
 
 
 

Figure 40. Payment Allocation Form from Suspense account 

 
The printed Receipt will look like this. 
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Figure 41. Allocation Receipt. 

 
Click  Save to file to save report to file. 
Click  E-Mail to send this report via email to selected recipients. 
Click  Print to print report to printer. 
Click  Exit to exit the report screen, without printing or sending. 

 
 
The controls and buttons are explained in The Document View – Document Controls. 
 
 
 
 
 Reverse Payments Allocation.  
 
This Option is currently not available for use. 
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3. Over Collections.  
 
 
 

 
     Figure 42. Over Collections Menu. 

 
 
 
 

 3.1    Refund Debtor Over-Payment.  
 
This Option is currently not available for use. 
 
 

 3.2    Reverse Over Payment Refund.  
 
This Option is currently not available for use. 
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4. Monthly Distributions.  
 

 
      Figure 43. Monthly Distributions. 

 
 4.1   Rollover to Next Month.  

 
The roll over function has an effect on all reporti ng and costing. Changing the month is 
also known as performing month end accounting proce dures. 
 

 Be very sure you are authorised and allowed to do t his step. It cannot be reversed 
or undone. 
 

The month and year must be selected. Do this carefully as 
mistakes are not undone, only as restore from a back up will 
fix a mistake. 
 

Click  Update to continue.  
Click                .  to leave this option without printing. 

 
 
 
 

Figure 44. Distribution Rollover Form. 

 
A Question, Action required. Be very sure this is the correct step. 

 
 Click Yes to continue, But  be very sure 

you should be performing this step. 
 

This action can not be undone. 
Click  No to exit. 

 
Figure 45. Rollover Month Question Warning. 

 
Just to highlight how important this step is a second question and warning. 

 
Figure 46. Second Rollover Warning. 
 

  The new month Starts and all reports and costing values are calculated for last month 
and New month totals are set. 
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 4.2   Recon (Excel™).  
 
Recon or Reconciliation is a very important step in  accounts management. 
 
With large amounts of transactions there is a very good chance there may be error made. A recon 
is a excellent way of finding possible errors.  
 

 
A recon is basically a matching exercise. 
Select the month, and year of interest, then Click Report 
to create a file in the Excel™ Format to work with. 
 
 
 
 

 
Figure 47. recon Report Month. 

 
 
Highlight the one, which is correct. To select it Click 
with the left mouse button. 
Select the Month and year of interest. 
 
 
 
 
         Figure 48, Recon Month Select. 

 
Give the file a relevant name and save in the correct folder. Use the Save As Window to do this. 
 

 
Figure 49. Save As Window. 
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The Recon File will look like this as a spreadsheet. 

 
Figure 50. The Recon Data Spreadsheet. 
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 Monthly Distribution Report.  
 
 
The Client List. 

 
Figure 51. The Client List 
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Figure 52. Select Distribution Details. 

 
 

Select the relevant date for the report by Clicking  the drop down 
menu arrow to select from the pre-defined Calendar. 
 
Use the calendar buttons to select the correct month.  
 
Use the back month  to select the date or the forward month  
button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Cover letter in Afrikaans. 
 

Select Client. 

Enter the English Cover Note details here. 
Click Save to save or View to view your 
cover letter. 

Enter the Afrikaans Cover Note details here. 
Click Save to save or View to view your 
cover letter. 

Select the report date, and Report 
Payment dates. 
 
Use check box to select items to 
print. 
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Figure 53. Cover Letter in Afrikaans. 
 
The Cover Letter in English. 

 
Figure 54. Cover Letter in English. 
 

Click  Save to file to save report to file. 
Click  E-Mail to send this report via email to selected recipients. 
Click  Print to print report to printer. 
Click  Exit to exit the report screen, without printing or sending. 
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 4.4   Open Distribution Report Archive.  
 
This is past distribution reports. The distribution  report deals with payments for a period 
per client. 
 
Select client and the required historical month and  open. 
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5. Import Update Balances.  
 

 
Figure 55.Import Update Balances. 

 
 5.1   SBSA Credit Card.  
 
This option imports the Standard Bank Credit Card Payments. The various payments are then 
reconciled to balance the accounts, through the suspense account. All errors in the file import will 
end up in the suspense account. 
 

Select the file name by Clicking the file lookup button.   
 
The import button will also open the file Open window 

 
Figure 56. Credit Card Balance Update Form. 

 
Enter a relevant file name. 

Click  The Import Button, to star the import process. 
The “Open” window will give you the opportunity to find the file in the correct folder on your hard 
drive. 

 

Click.   The 
drop down menu 
arrow to select the 
file from the folder 
you select. 
 
 
 
 
 
 
Select the correct 
location of the 
import file, and 
Highlight the one, 
which is correct. To 
select it Click 
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with the left mouse button. 
 
 
 
Figure 57. File Open Window 

 
 
If no file is selected, and the Open Button is selected, then there is 
no file. Select a file to continue or Click Cancel to exit this 
option. 
 
 
 

Figure 58. No Path selected. 
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 5.2   SBSA Retail.  
 
 
This option imports the Standard Bank Retail Payments. The various payments are then 
reconciled to balance the accounts, through the suspense account. All errors in the file import will 
end up in the suspense account. 
 

Select the file name by Clicking the file lookup button.   
 
The import button will also open the file Open window 

 
Figure 59. Retail Updated Balances Import. 

 
Enter a relevant file name. 

Click  The Import Button, to star the import process. 
The “Open” window will give you the opportunity to find the file in the correct folder on your hard 
drive. 

 

Click.   
The drop down 
menu arrow to 
select the file 
from the folder 
you select. 
 
 
 
 
 
 
Select the 
correct location 
of the import file, 
and Highlight the 
one, which is 
correct. To 
select it Click 
with the left 
mouse button. 
 

Figure 60. File Open Window 
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If no file is selected, and the Open Button is selected, then there is 
no file. Select a file to continue or Click Cancel to exit this 
option. 
 
 
 

Figure 61. No Path selected. 
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6. Export SBSA Cost File.  
 
This option exports the costs associated with each file. The steps are to open the correct folder on 
your Hard Drive. Then click the save button. The file is an Export file in Text format.  
 
 
The file can then be e-mailed or imported into another program. 
 

 
Figure 62. The Save As Window. 

 

Click  the drop down menu arrow to select from the pre-defined list. Find the folder to save 
the file to. 
 

Find the correct folder then save it to complete 
this option. 
 

 
 

 
 
 
 
 
 
 
 
 

Figure 63. Save File in Folder 
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The file can be found using Windows Explorer™ 
 

 
Figure 64. Find saved file. 

 
The Text File will look like this. 
 

 
Figure 65. The text File. 
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Drop down menu arrow button 

7. The Document View – Document Controls.  
 

 
Figure 66. The Document View Explained 

 
 7.1   The View Document – Zoom Feature.  

 
 
There is the ZOOM feature to help size the document in the screen. This better enables a good 
view of what you will be sending by email or printing to printer. Click the highlighted option to 
make your selection. 
 
 
This option only works on your screen and not on 
the document.  
 
 
 
 

Figure 67. The Zoom Feature. 

 
 
 
 

Number of pages 
Export to file 

E- mail Button Print Button 

Exit Button 

ZOOM Selection 

Important  – Read the document to check 
your selections are correct. 
Correct Recipient. 
Correct Details or document type. 
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 7.2   The View Document – Page Advance Feature.  

 
The number of pages is shown. Use the direction arrow to advance the next page. To go back to 
the previous page select the direction arrow pointing in the opposite direction. 
 
 
 
 
 

Figure 68. 
The Document Page Control. 

 
 
 

 7.3   The View Document – Document Output Type Fea ture.  
 
 
The view documents allows the output method to be selected.  
Select PRINT TO FILE, E-Mail, PRINT or EXIT.  
 
 
 
 

Click.  to leave this option, without saving any changes. 
 
 

 7.4   The View Document – Print to File Document F eature  
 
Print to file will create a file on the hard drive for later use.  
You can save the file in a specific location on your hard drive. The format will be an Adobe™ pdf. 
 

This option will open this save as  
form. 
 
 
Use the save in  drop down menu to 
save the file in the correct location.  
 
Give the file a name. Use the client or 
file number to keep the file name easy 
to use and understand. 
 

Click.  to save the 
document.  
 

 Click.   to leave this 
option without saving the file. 
 

Figure 69. The Save As Window. 

 
 
 

Page number 

Go back  Advance page or go to next page 
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 7.5   The View Document – E-Mail Document Feature.  
 
The E- Mail selection will send the document to the recipient via email. 
 
The E-Mail Report form. 

 
Select the file address by highlighting 

and Click the  arrow to make 
your selection. Multiple selections with 
each receive an email.  
 
Type your subject line in the space 
provided. 
 
Add a short message to inform the 
reader that this is a mail and the 
documents you are sending are 
attached to the e-mail. 
 
 

Click  button to send e-
mail to the selected recipients. 
 

Click  button to leave 
without sending e-mail. 
 

Figure 70. the Email Report Form. 

 
 
 

Select the file address by highlighting 

and Click the  arrow button to 
make your selection. Multiple selections 
with each receive an email. 
 
To remove a selected recipient, highlight 
the recipient by Clicking with your left 
mouse button, and then Click the 

 arrow. 
 

The double arrow    and   

  will move the full or entire 
recipients list. 

 
 
 

 
Figure 71. The Email Document Form. 
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The MS Address book will open the MS Address book form. 
 
 
 
 
 
 
 
. 
 
The form looks just like your 
Microsoft™ Outlook™ Address 
Form. 
 
This is the address form from 
the e-mail program on this 
computer. 
 
 
 
 
 

Figure 72. The Email Address Book. 

 

 Use this form to send mail to internal staff.  
 
 Click the OK button to send e-mail to the selected recipients. 
 Click Cancel to leave without sending e-mail. You will go back to e-mail form. 
 
Add new e-mail address form. 
 

It may be necessary to add a new e-mail 
address.  Then select cancel. Go to the add 
new   address selection, on the e-mail form. 
 
Enter the name. The correct format is 
important. 
Enter as Surname, First name. 
 
 

Figure 73. Add New Address 

 
The e-mail address is identified by this name.  
E.g. Somebody, Anon 

Enter e-mail address in lower case.      NOT UPPER CASE, LIKE THIS. 
 
E.g. asomebody@company.co.za 
 

Click   button to add the new address to the selected recipients. 

Click  to leave without crating a new address. You will go back to the e-mail form. 
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Figure 74. The Choose Profile Form. 

 
If this choose profile form is opened, then the e-mail program is not running in the background.  
You have two options. 
 

· Option 1 Exit e-mail selection by Clicking .                  Then start your email program in 
the normal way. Come back to the e-mail form. 

 
· Option 2 If you know your profile, select ok and continue as normal. 

 
 

 7.6   The View Document – Print to printer Documen t Feature  
 
The PRINT selection will print to the printer. 

 
Figure 75. The Default Printer 

 
The default printer is selected. If this is not the correct printer, change the default printer in the 
“printer and faxes” section in Windows™, 
If you are unsure, call your Supervisor or system administrator. 
 
The print range selection is if there is a specific page or pages to print. To print the document 
normally, select ALL. 
Click the arrows next to the number of copies number to increase or decrease the number of 
copies to print. This number is usually 1 copy. Select collate copies to keep each document 
printing completely, before the next copy prints, or else you will get 5 page one, five page two and 
have to sort the documents yourself. 
 

Click OK to print. 
Click CANCEL to exit without printing. 

 

This is to keep record of the action made and add and applicable correspondence costs. This 
action will be recorded in the Actions Taken List on the main screen. 
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