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Sky Tax V Proseries Tax
The major difference between Professional Series - Tax Manager and Sky Tax is 

one of technology as Sky Tax has been developed using state of the art 

technology. Virtually all the features found in Pro Series have been provided in 

Sky Tax.

To start Sky is web enable and cloud ready. Practices can run the system on 

their own network or use a private or public cloud. The system runs in a browser 

or a smart client (small java applet) and owing to the technology that we use we 

are now in the position to provide an unlimited user licence, simply because there 

is virtually no installation of the software on each terminal.

LICENCING OF THE DIFFERENT TAX PRODUCTS
Pro Series Tax products were sold as 3 separate products Tax Manager, Tax 

Advisor and iTax Connect. The user firms were allowed to decide on which 

products they wanted and how many users of each they want. Typically what 

happened is that part time users did not obtain a licence because of the cost of 

the licence. The unlimited user licence now takes care of this as there is no 

additional cost on rolling the system out to all people in the firm who would 

require viewing or editing capabilities. It’s important to understand that the new 

Sky Licence makes full usage of the software and if a firm does not use a 

particular aspect say like actually filling returns they are penalising themselves. If 

the firm does not roll out to all users who would have an interest in tax they are in 

fact penalising themselves.

LICENCING OF THE EFILING CONNECTION
With Pro Series we always recommended that one user became the eFiler and 

there was normally only one eFiling licence in use. In Sky Tax the so called iTax 

Connect licence now falls away and every user can become an eFiler. The 

system now caters for multiple efiling profiles. E.g. A 4 partner practice can now 

have a separate profile for each partner and when the system interacts with 
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SARS the correct profile will be selected as the Profile number is kept against 

each taxpayer. It is now up to each firm to decide how they want to interact with 

SARS and how to restrict rights.

SQL DATABASE
We use the world’s best open source SQL database called PostgreSQL which is 

used in 70% of the world’s cloud based applications. Comparing to Tax manager 

there now is no necessity to run a re-index, pack or conversion of data. Program 

updates can be run with any user having to log out of the system.

PAPERLESS OFFICE
Sky Tax allows the movement of returns around the office without printing out 

any report. The best way to illustrate this is by way of an ITR14 example. 

As part of the financial statement preparation one does the company tax 

calculation and prepares the schedules. This can be part of the working papers 

or outside of a working paper system, its actually irrelevant.  The important thing 

here is the final trial balance includes the tax calculation and moves seamlessly 

into SKY Tax.

Using SKY Tax the staff on the client site move the data from working papers to 

SKY Tax. In SKY Tax this is done via an Excel spreadsheet. 

The audit staff members can complete the tax return in SKY Tax in minutes as 

they are the most familiar with the client’s taxes and all the information is on the 

client site. 

STATUS - THE NEW TASKING SYSTEM
In SKY we have introduced a system of displaying a user defined STATUS 

against a tax return or provisional tax form and together with very strong data 

filters a partner can monitor the whole preparation process in real time when 

status filters are set and changed.

Changing the STATUS moves the return to the next point in the process. I.e. the 

partner or tax department.                                                                                          
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STICKY NOTES
Traditionally the way firms work is to produce a report on paper and then mark all 

the requirements with a red pen. With Sky this is not necessary as the 

instructions can be indicated in a sticky note and moved around the office 

electronically.

FILTERS
Pro Series filters are very powerful but can only be used in the production of 

reports. Sky Software filters work on the data and are built successively. E.g. 

build a filter on top of a filter and on top of a filter until the desired results display. 

E.g. February companies – One partner – provisional tax clients only – last 

assessment greater that R1million - etc.

The screen below shows the advanced filters. As you select a filter the list panel 

shuffles to display the filter selection. You can then select another filter and the 

list panel will shuffle again with the desired result.
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PROVISIONAL TAX EFILING
There is no more iTax grid like in Pro Series. Each user can interact with SARS e 

Filing from the review record on an individual taxpayer basis. This means each 

taxpayer can be reviewed, finalised and submitted virtually at the same time.  

Despite this global submission can be processed. 

The review screen below shows how the interaction with SARS eFiling works. 
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TAX RETURN EFILING
File a tax return directly from the tax return record instead of an iTax Grid. The e 

Filing tab will keep a record of the status with SARS. The system displays more 

meaningful error messages and produces the xml code for error checking making 

the support on efiling far simpler. 

The screen below shows how the enhanced error checking on submission of a 

tax return works.
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By right click on the response button the xml code sent to SARS can be 

produced as indicated in the screen below.
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DATA ENTRY
All the data entry screens have been redesigned to show virtually all aspects of a 

taxpayer. There is therefore no need to jump all over the place to see what has 

transpired with a taxpayer. The screen below will give you virtually every aspect 

of an assessment.
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All aspects of a tax return can be seen on the single screen above. The 

assessment and correspondence can be obtained on the above screen by 

clicking on the appropriate buttons. The refund can be processed here. 
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Sky Sec V Proseries Sec

 DIFFERENCES BETWEEN SKY SEC AND PROSERIES SECRETARIAL ASSISTANT

This document highlights some of the differences but not necessarily all.

The major difference between Professional Series – Secretarial Assistant and 

Sky Sec is one of technology as well as a completely new design in the way 

transactions are processed and stored. Sky Sec has been developed using state 

of the art technology. Virtually all the features found in Pro Series have been 

provided in Sky Sec.

The emphasis in the design of the product has been in ease of use. I.e. the 

ability to perform a transaction quickly and easily.

To start Sky Sec is web enabled and cloud ready. Practices can run the system 

on their own network or use a private or public cloud. The system runs in a 

browser or a smart client (small java applet) and owing to the technology that 

we use we are now in the position to provide an unlimited user licence, simply 

because there is virtually no installation of the software on each terminal.

MASTERFILE

It is easy to set up a secretarial client

In Sky Sec the only thing that you have to do in order to open a secretarial client 

is to mark the entity as a secretarial client, and this you will do under the Sec 

Client tab in the Master file. There is just a few bits of data that you have to enter 

like registration date and incorporation date and company type and this will 

automatically open the client as a secretarial client.  

In regard to any other aspects of setting up a secretarial entity it is not necessary 

to tag shareholders and directors in any way.  Any individual that is contained in 

the Masterfile can be appointed a director and any company can be a 

shareholder of the company without any kind of tagging.
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For each company it is necessary to open up a Share Capital Class screen for 

each class of share. For each share transaction you will have an opportunity to 

ensure that the capital and share premiums balance after each transaction taking 

the necessary steps to balance where necessary.

In the screen below by clicking on the Capital Button the necessary adjustments 

to share capital can be made. It will be necessary to do this where one is paying 

back Share Premium.

Page 16 Accfin Software Sky Software



TRANSACTIONS

In the transaction screen (example below) you can see every transaction that 

was done for a particular client across all aspects e.g. directors, officer’s shares 

etc.  On the screen below you will be able to see what happened for transaction 
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number 1 and you will see that Aurial Naidoo resigned (red icon) and the three 

directors on the top have all been appointed because there is a little green plus 

sign.

The screen below indicates that if we click on transaction no 2 and we can see 

the existing situation at that point in time.  Transaction no 2 shows the three 

current directors of the company.  You can click on transaction no 1 and it will 

show exactly what happened for transaction no 1, i.e. the resignation and the 

appointments of the various directors.  
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The two screens above illustrate the fact that at any point in time you can go 

back to an old transaction and see exactly what transpired.  This will happen for 

every type of transaction including all the different share types of transaction.  

This feature makes it very easy to audit share capital and to see what happened 

with transactions going back into the past. What’s more is that you can produce 

the paperwork going back to any transaction in the past! Imagine being able to 

produce the info sheet at any point in time and it will show you the correct 

position.
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This new design in transactions gives you the ability to roll back transactions to 

any point, to cancel transactions and to regenerate them.

RESOLUTIONS GENERATOR

The system has a meetings tab as part of the transactions and it is only a matter 

of setting up all the different parameters for the meeting and then selecting 

various standard paragraphs to generate the notice and resolution.  The screen 

below indicates the pick list of the resolutions. The ones that you pick will 

automatically be written onto the meetings tab.
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Once all the parameters have been selected as in the screen above the final 

result will display as indicated on the screen below by clicking on the switch 

button or calculate button which will convert all the merge codes into the end 

result.
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STICKY NOTES

The screen below shows an example of a Sticky Note.  One can move 

transactions around the office by changing the status and you can see on the 

screen below we have selected the status e-mail and that SNAZZY SOFTWARE 

has a sticky note, there is a sticky note indicator and you can filter on records 

that have a sticky note for finalising and clearing.
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ENQUIRIES

We have designed a new set of enquiry screens for Sky Sec and the screen 

below shows an example on one of these for a particular share class by clicking 

on Botha RJ we can see by the purple arrow heads on the left that this share was 

transferred and the bottom part of the screen indicates to where the shares were 

transferred.
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DIRECTORS ENQUIRY

The screen below indicates the situation with Directors by clicking on a Director 

one can see all of a particular Directors interest.
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Introduction
Sky Software is a back office suite for accounting firms and despite the different 

modules for different disciplines is in fact one product that is totally integrated 

and available to the whole accounting firm. Although totally integrated the 

software retains the 3 most important back office disciplines for an accounting 

firm. These are Tax, Company Secretarial and Time. The products are  called 

SKY TAX, SKY SEC and SKY TIME. We have now added an additional product 

called ACCFIN CLOUD. 

Sky Software retains at a minimum the same functionality as Professional Series 

but in many instances much much more. In the development of the product we 

used the concept of less is more which has resulted in a much smaller, intuitive 

and easier to use program, but adds a whole lot of new modern state of the art 

functionality. The program works using the concept of work flows which makes it 

very easy to use.                            

SKY software products are the only integrated software suite in South Africa.  

When you load the application you have access to everything, provided your 

administrator has given you rights.  This means every single aspect of a client is 

available to you, for example if you are working on a secretarial client and you 

wish to view how much the client owes - two clicks and you are there.  There are 

no other competitive products in South Africa that does the same. In order to see 

what debtors are with a competitive product, you have to load another 

application, and then the company secretarial position load another application.

The core of our systems is the main data base or client file where all the 

applications  Tax, Secretarial and Time work off the main database.

A SQL database is called PostgreSQL and is used in 70% of  cloud based 

systems in the world is our SQL database of choice and the programing 

language is Java. These aspects lends themself to producing an application 

which is cloud ready and web enabled which can handle an unlimited amount 

of data.
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Sky Software is installed on the server and various terminals across the office 

can access the system via browser or smart client (very small Java applet that is 

downloaded to the terminal). There are no complicated software installations on 

terminals and users can roll out the software to as many users as they want as 

we now offer an unlimited licence.

Sky Software will run on any server and any terminal device including tablets 

(available soon). The software has moved to being totally screen based or 

enquiry based allowing the user to access any aspect that they want, provided 

they have been given the access rights.

Sky Software now runs in the Accfin Cloud or can run on your firms own private 

cloud or local area network. 

Sky Launch - march 2013
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Menus
Each menu item in SKY software is represented by an icon as depicted on the 

screen below.  The user just has to click on an icon and the next level of menus 

will display showing additional program icons or menu icons as illustrated in the 

second screen below.

By selecting the Master menu option the next range of menus will show - client, 

partner, manager, category and classification.  These are various data entry 

screens where various items like partners, managers or category types can be 

attached to an individual client which will allow the user to filter on any of these 

criteria.

Sky makes use of partner, manager, category etc to sort or filter the list of clients 
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so that a subset of the total number of clients displays

In the tax work flow menu screen below you can see that the TAX icon has been 

selected and a new menu shows a whole list of items like EFREGISTER, TAX 
LEDGER, PROF P1 etc. Click on  the PROF P1 and it shows the next menu 

level starting from SARS IRP6 etc.  

It is important to note that the menu items work in a work flow starting from the 

left and moving towards the right.  Users who wish to process various options in 

the correct order should be working from the left to the right. If you select the P1 
CALC menu above this system will take you to the screen that will allow you to 

calculate P1 Provisional tax. 

A menu selects either the next menus or a process or data entry. 

Video On Menus
This video shows how the menu options works.
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Client File
Sky Software has a central or single Client Maintenance screen which serves all 

the Sky  applications. A client is entered in the system once and that information 

is then available in all the Sky applications. The Client Master information is 

therefore vital to the successful operation of the various applications of Sky.                                  

.

Before you can enter clients into the system there are certain supporting 

databases that you should set up first. Each client you take on will be linked to a 

Partner, Manager, Client Type and Business Category. These links are 

mandatory, but if you decide that you don’t want to use them you can mark them 

not applicable by inserting a NA in the database been linked.
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Client Screen Structure
The Screen below depicts the Client  File screen. You will notice that there are 3 

panels, the 1st panel on the left hand side is a list of all the clients that have been 

entered into the system. This list will display all the clients unless you have a filter 

set to show selected clients for a particular manager or partner or other filter.

The top (horizontal) panel is what we call the header and links to other files like 

partner and manager that are required for the client on the screen.  The bottom 

or 3rd panel or detail screen indicates additional information on a tab like 

demographics, user fields, tax details, sec client and billing information.  

Depending on which applications you are using you will need to address some of 

these tabs.

By clicking on any client listed on the left hand panel  the client selected will 

automatically display on the header in the top right panel and the relevant 

detailed information will display in the bottom right panel.  

It should be noted that most screens will have  3-panels throughout the software.  

The ability of the software to find the client that you want is contained on the left 

hand panel and full details of the clients are contained at the top (the header ) 

and the bottom (the detail ) right hand panels.   
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Client Takeon
The screen depicted below is the most important information that needs to be 

taken on for the client in question.  You will see that there are a lot of small icons 

on the top above each panel and we will explain them shortly.  You will also see 

that there is a set of radio buttons after Type (header panel) and to the right of 

this you need to indicate what kind of client it is.  If it is a company, a close 
corporation,  individual or trust or other if it does not fit into these categories.  

For example this could be a school or a non client shareholder then you would 

need to tick other. 

Create new client

If you look at the icons on the top  of the header panel and the icon  

further most to the left of this, this will allow you to take on a new client 

record.  If you click on this icon the system will automatically create space to take 

on a new record which will look like the screen below.  Note that all the entry 
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fields are  yellow and this will allow you to type in the information required into 

the yellow field.  The system automatically puts in February as most taxpayers 

are February, certainly all individuals are February and you will notice that the 

icons at the top show clearly the green tick and this is in order to save a record, 

and the red X is in order to abort what you have entered or any changes that you 

have made if in edit mode.

It is then just a question of typing into the yellow area the items like Partner, 

Manager, Business Category and Classification which have been entered into 

there own unique  files.

Once you click on these items the other file will open as follows, and then it is just 

a question of scrolling down to the name you want and clicking on it and this will 

display in the record that you are opening. If you click on the Partner area the 

following screen will display indicating all the partners to select from. 

When you acquire SKY there are numerous ways of getting the data into the 

system.  If you are a small practice and you have say less than 50 clients it may 
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be a good idea to type the data into the master files. A client file in particular as is 

indicated in this manual.  If you however have your data contained in a 

spreadsheet at least the name and a tax number then we will gladly import the 

data for you.  This would be of great benefit where you are a high volume 

practice and you have a number of clients.

Client Master File

This video tutorial illustrates all the basics of the client master file. Click on the 

blue area and make sure you have an open internet line with sufficient band 

width.
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Client Details
Each Client record has a various details tabs. Each tab is a page where pertinent 

information is added depending on which applications you are using i.e. Tax, Sec 

and  Time.

The detailed tabs  are found below the header.  The information on each tab may 

be added or edited by clicking on  which is the edit icon.

You can create new data on a tab by clicking  on the edit button which will 

change all the editable fields into yellow. After you have edited the data you can 

click on the green tick to save or the red X to abort which will work  the same 

throughout the system. 

There are 7 detailed tabs which should be addressed as follows:

Demographics - various address details and details for tax returns are kept here. 

This screen will allow you to switch data between clients master and SARS and 
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vice a versa. User Fields - additional extraneous information which you can keep 

for any purpose like birthdays.

Other Details - other tax numbers eg Vat and Paye

Tax Details - this tab has to be opened if the client is a tax client.

WIP Details - this tab has to be opened if the client is to be a WIP client

Sec Details - this tab has to be opened if it is a Company Secretarial client.

Billing Info - this tab has to be opened if it is a client that is going to be billed.

For the purpose of this manual we are not going to detail each field that needs to 

be entered, however you should go through each screen on your system to see 

what is required.  In terms of running the tax system it is most important that you 

deal with the demographics in total and the tax details. All the information 

contained in the Client file will be used in all the applications.
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Client Editing
A client screen is shown below. We are now going to illustrate how to edit a client 
record.

The second icon to the left (under the words Client Details)  which is 

depicted to the left will allow you to edit the record header. All the items that 

you are able to change will change to yellow as depicted on the screen below.  It 

is then just a question of going to the fields that you want to change and making 

the necessary changes.  
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     Make the necessary changes and then click on the Green tick to save. If 

you wish to abort the changes click on the Red X. 

Client Editing and Icons
This video tutorial once again shows the differentiation in the menu panels of the 

client file in regard to reporting and email, how to edit a client and how to take on 

a client. 
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Change Status
On each client file screen to the right of the different entity types you will see a 

button called status.  If you are a new user to SKY you will notice 

that the status options have been activated, however if you click on the status 

button and then you click on the new icon    which is a page with a pencil 

you will have the choice of setting the entity record as active, dormant or 

resigned.  Select the option that you want and then click on the green tick and 

the record will then show that the client as active, dormant or resigned.

and the status will show as below. Note the word Active behind status.

The status remark can be used in filters to list clients e.g. a list of resigned or 
dormant clients.
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Client Lists
We are now going to talk about the panel on the left hand side and how to 

manipulate it so that you display a list of only those clients that you want to see.  

In the screen below you will see that we have got the left hand panel and the top 

right hand panel.  There are various options that you need to select in order to 

show a list of clients that you want.

In the screen below we have got a depiction of various filter options that can be 

selected, so the first thing that can be selected relatively easily is the type of 

entity i.e. Co, CC, Ind or Trust.  The screen below will show all the clients 

because we have got the All radio button selected.

You will notice that there are blank spaces for the Partner and Manager and if 

you place your cursor on the partner white area a box will open with all the 
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partners available. Scroll down and select the partner you want. The same will 

apply for manager.

On the screen below we have selected a Partner and a Manager and only those 

clients attached to the particular manager and particular partner will display on 

the screen.

The power of this is that if you want a list of one particular partner or one 

particular manager, by selecting the print icon on the top it will list only those 

clients that display on the screen.  A bit later we will talk about how to make use 

of filters and break down client selections even further.

The system allows you to build filters on top of partners and managers as well as 

on other filters. We call this successive filters which we deal with later on in this 

manual.
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By using the above mentioned simple filters users can configure lists to their own 

requirements.
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Client Switch View
 This icon allows you to switch the view of clients  either by tax number or 

company registration number.  By clicking on this icon the system will alternate 

between the two different numbers, so it is pretty easy to find a taxpayer by tax 

number or by registration number. The screen depicted below shows what the 

panel looks like when we have selected the tax number view.

Type the tax number you want into the tax number area and the system will find 

that record. Shown below is the ID or Reg number view.
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Foundset
The screen below shows various arrows and then a little circle in the middle 

indicated by the arrow.  If you click on this, this will show you the numbers of the 

record that are displayed on the screen.  Either the full records in the table or the 

records that are selected by the various filters, partner and manager settings.

In the screen above record 7 has been selected and there are 350 records in the 

table and all 350 are shown as their is no filter set. Where you set a filter the 

number of records in the foundset will reduce.
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Client -Change Client Code

Traditionally in most systems the developers of such systems never allowed the 

changing of any client codes.  Typically if a user wants to change the client code 

because of a name changed then they would have to delete the record of the 

current client in its entirety and create a new one under the new code.

Unfortunately in the accounting profession this is not a good idea as name 

changes take place on a regular basis and the name changes are processed 

through the CIPC and everything in regard to the company’s name is changed.

SKY Software can make the necessary name changes.  Recently we put in a 

facility to allow a user to change a client code.  It should be remembered that 

changing a client code is a critical transaction as the system has to process 

every instance of a client on the file and depending on how long you may have 

had the company, this might involve literally thousands of different transactions.

In SKY we have come up with a solution that will allow you to change the client 

code at any point in time provided that the user wishing to do so has the 

necessary rights.  It will not be necessary for any other users to log out, or to stop 

working.  It is also not necessary to bring the system down and take a backup 

before you run the process.

The way you do this is by putting a client record in question in edit mode as 

indicated in the screen below.  You can see that the company details are in 

yellow, this means this it is in edit mode.  Place your mouse curser over the client 

mode and right click.  A new dialogue opens and gives you the ability to put in 

the new code that is necessary.

If you wish to change the client name then do so.  In the description area you can 

just type in the new name.
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PARTNER CODES BUILT INTO CLIENT CODES

There are a number of firms who built the partner code into the client code.  For 

example they would start the client with partner one (1) and then an alphabetical 

listing like 1FAST and if that client moves to partner 2 then there would be a 

need to change the client code to partner 2FAST.  
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Resigning a Client
WHAT HAPPENS WHEN YOU RESIGN FROM A CLIENT?
You have an ability to mark a record as resigned, however sometimes the record 

may appear on some lists and it might not be indicated clearly that the client has 

resigned.  So in this instance it may be a good idea to change the client code and 

put in say a ZZZ, so in terms of an alphabetical listing these clients will appear on 

the bottom of the lists.  You may also use a pre-fix indicator to determine if a 

client is dormant.
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Client Filters
When we first wrote our software in the late eighties we devised a method of 

producing a sub set of the total records.  These are called filters, which were only 

available on reports.  In SKY we have taken filters to the next level because the 

filters can be built successively, for example, if you want to set a filter on a 

particular Partner, by selecting the partner filter the screen will refresh to show 

only the partner selected clients in the client panel. If you then  want to find a 

filter with say February year ends, then by selecting the February year ends filter 

the system will display the february year ends within the partner selected. The 

new filter system has the ability of  adding a filter on top of a filter in an unlimited 

fashion and that is why we call the filters successive.  

In this section we are going to show you how successive filters work as well as 

how advanced filters work.
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Filter Icons
In this section we are going to show you how successive filters work as well as 

advanced filters.  zzzz

There are two main filter icons that you will need to use, the first one shown in 

the picture above will open the advanced filter window as depicted in the screen 

below and the second one will remove any advanced filter set by refreshing the 

list panel.  Once you select a filter the left hand panel of clients will display the 

filter set and once you select the clear advance filter icon (2nd icon above) this 

will have the effect of removing the filter set and displaying the full list of clients.  

By selecting the filter button you will have a number of filters that can be used 

which will display.  These filters are in fact user definable.  Some of the filters are 

shown below. Click on Advanced Filter to create a user definable filter. It is our 

intention to create all the user definable filters for the benefit of all our users.

Filter Sets
The video tutorial shows how we can make use of filter sets, using the basic filter 

of type eg Co CC Ind etc, Partner and Manager and advanced filters. By  filtering 
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the clients you need, one can produce a report with only those clients or send an 

email to only those clients. 

Use of Partner Filters
The video tutorial shows how we can make use of partner filters.  

Page 50 Accfin Software Sky Software

http://www.screencast.com/t/cuz8w225m


Advanced Filters                                                                                          
If  you select the advanced filter icon a window will pop up with the filters 

displayed as depicted below. You will notice that at the top of the list is a menu 

option called advanced filter. It is not within the scope of this manual to teach 

how to set up advanced filters. This is where you would set up or edit your filters. 

Listed below are the advanced filters that you may use.  During the course of all 

the updates we are going to  put in as many filters as users want so that users do 

not have to worry about creating advanced filters so please advise us what filters 

you want and we will insert them for you. If you require a filter that is not in the 

system call support for the filter that you want.                                                                                                               

By selecting any of the filters you will notice that the list of clients displayed in the 

left panel will refresh indicating the clients that fall within the filter set, for example 

if you choose provisional tax clients then only provisional tax clients will display in 

the left hand panel.  If you wish to display provisional tax clients for a particular 

partner, click on the partner area and select the partner that you want and the 

filter will build on a successive basis.  If you then want manager for that particular 

partner, click on the manager area and select the manager that you want and so 

on. This method of finding a client is extremely powerful.

Let us say that after selecting provisional tax clients you want to see February 

clients only you may select a second filter for February clients. It is listed as year-

end February on the advanced filter list on the screen below.
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Examples of filters

In the screen above you will see a list of all the filters that are available.  

Provisional tax – if you make use of this filter this will only display those 

taxpayers that are marked as provisional tax clients.

Tax Return Clients – If you use this filter this filter will only display those 

taxpayers that are tax return clients.

There are various other filters which are self-explanatory.  

You can off course use these filters together with the partner or manager 

parameters and company individual etc. and if you select a partner and then you 

select year-end not February it will give you the list for that partner and all those 

taxpayers who are not marked as February clients.

The same will apply with dormant clients and resigned clients which works off the 

status.

The first option of the menu advanced filter  is where you would set up the 

advanced filter, if you click on it the following will appear.
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Building Advanced Filter
This video lesson will show you how the create a basic and advanced filter.
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Searching SQL
Accfin Sky uses an SQL database, specifically PostgreSQL.

An SQL database is a query based database unlike a flat relational database like 

Foxpro which is the database used in Pro Series. The SQL database is more 

conducive to uses across LAN, WAN and more specifically cloud based 

applications.

A database contains many separate tables that are related to one another.

When the application is launched a connection only is made with the database, 

no data is loaded (except for the required data for logon , credentials, access)

When a form is loaded within the Sky application, only a subset of the data called 

a foundset of the table data is loaded, initially only 200 records. Any other data 

from related tables for these records are also loaded. Depending on the 

connectivity speed there may be a slight delay while the screen refreshes.

Where there are many more records in the table and you do a search or scroll 

down passing the last loaded record, the application than requests and loads the 

remainder of the records in batches of 200 adding to the data already loaded. 

This can be done until all the records in the system are loaded.

When a refresh of the form is required or database calculations need updating, 

ALL of the now loaded records and its related table info are then re-queried and 

reloaded from the database server. Clearly the more records you have loaded 

will have an impact on the connectivity speed.

Therefore where you have large databases in play its best to work with subsets 

of the data like partner and manager etc
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For example let’s say there is a client base of 1000 clients.

When the form initially loads, the 1st 200 clients’ information (with all related info, 

links, tax, sec, wip debtors etc) will be queried from the server and loaded on the 

form in a foundset.

Any refreshing or database calculations are performed only on these 200 

records. Queries to the database server is only on these 200 records.

When you then select a client not in this 200 records either by search or scroll 

down, than the rest of the clients are loaded into the foundset.

You now have 1000 clients loaded on the form’s foundset. 

Any refreshing or database calculations is now performed on all 1000 records 

and its related info. Queries to the server has to be on ALL 1000 records.

A better and more streamlined approach to using the system is to divide the 

clients into groups either by partner or manager or both.

Eg 1000 clients to 4 partners / Managers

A  with 300 client

B with 250 clients

C with 200 clients

D with 250 clients

When working with the data select which Partner/manager you want to work on.

This will than load only the data for that Partner/manager into the foundset. All 

searches/scrolling will then only apply to this subset.

At any time the max records loaded will be 300 as per above when partner A is 

selected.
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When a Partner/manager is changed the new foundset will then be loaded 

replacing the old data and not adding to it.

All refreshing / re-querying again will be only on this subset, hence speeding up 

the processing and traffic to and from the server.

This amount of records (200 – 300) together with its dependant related data is 

the optimal amount for better performance in regards to speed and processing.

The above example of the client file and form applies to all forms where the list of 

clients is available for selection.

It is better to use the predefined filtering on partner/manager or even client types 

(Company, cc, individual trust) to limit the subset of clients that you are working 

on thereby reducing the overhead of traffic and data transfer to and from the 

server.
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Emailing Reports
This section deals with some aspects of emailing.
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Email Reports
Right Click on the reports menu and click the report pack option.
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Email Message Template

Just go to Settings>Email. Click on Add button. Fill in necessary details Type in NAME and FROM 
field mostly important. BODY message can assist in doing different scenarios.

You can set multiple email preset messages.
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Setting up SMPT Host for Outlook
How to setup the SMTP Host for a client to use MS OUTLOOK to email reports or letters in 
Accfinsky

1. Get the IP address or Mail server name I think first from the clients IT person

2. Keep server running and go to http://localhost:8080/servoy-admin via internet explorer.

3. Click on SERVER PLUGINS on the left hand side.

4. Next to mail.smtp.host, type in the IP address or Mail server name

5. If this still doesn’t work, I had to disable my antivirus program for 1 hour and then it 
worked.
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6. So next step is to find out how to add AccfinSky as a safe program then or the IP address 
to be safe on the local server.

7.

8.
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Letter Writing
How to Load Standard Letters in the System
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Standard Letters
How to Load Standard Letters in the System
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Letter Logo
Steps to setup a letter logo, physical address and signature

1. Go to Masters Menu. Select Partner menu option. Once there, you will 
need to search for your specific partner code that you working with. Click 
on the Detail view button on the top right. It will show all the details of the 
partner. 
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2. Then click on the EDIT button on the TOP LEFT section to edit the screen. 
Take the mouse pointer and go down to the bottom. You will see a field 
called the LetterLogo field. RIGHT CLICK on it and you will get a MENU. 
Choose “”Load Media””. Select the bitmap file from a location. Once 
selected, you will see that it shows on the top left hand side on a standard 
letter.

3. Signature field. Apply same concept. RIGHT CLICK to get a menu. 
Choose Load Media. Choose the signature bitmap (bmp) files.

4. Letter head section. Type in the Physical address.

5. Click on the SAVE button on top (Green button). It will save the changes 
for the Partner and this will print on all letters.

6.

7.
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Data Entry Tax Transactions

Overview Tax Transactions 

Data Entry or Daily Transactions are where you process the daily tax 

transactions required to keep the Tax Management system up to date. Each data 

entry routine updates one of the ledger Files - where the posting of the Data input 

is permanently stored.  Sky Tax has been designed around the way the tax office 

works and the flow and movement of paper or electronic forms.  By carrying out 

one data entry routine as many as 4 or 5 manual tasks are carried out 

automatically and simultaneously. By just carrying out these routines huge 

savings can be achieved for each tax office.

Data Entry is triggered by the movement of documents or electronic forms, e.g., 

when a tax return is submitted or lodged a screen must be completed in Data 

Entry Submissions. When an assessment is received on Assessment data entry 

routine must be completed. 

Many of the tasks that we do manually are now done automatically like the 

eFiling of tax returns and the retrieving of assessments totally on an electronic 

basis.
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Data Entry Transaction
The data entry menus are shown below;

The data entry options start from SUBMISSION and moves to the right until TAX 
REFUND.

The TAX RETURN icon will open up the tax return program, the full details of 

which you will find later on in this manual.

A Data Entry option looks as follows;

The above screen is in a list view. We can select a record and make it  a 

detailed view by selecting one of the switch items on the top.  To edit an 

existing transaction click on the edit button and to create a new record click on 

the new button.

Page 67 Accfin Software Sky Software



If you select the first icon the detailed view displays.

Detail Tab - This allows the input or the edit of a transaction. 

To find a client already entered click on the list icon so you can view all entries 

for a particular transaction type by entry number order or by client code order by 

clicking on the column header in the list view mode. You can also re-sort the list 

into different orders.

Print Audit Trail option - select the printer icon - allows the printing of an audit 

trail - a list of what has been entered. i.e. what you can see on the screen.

All the data entry transactions in Sky Tax are entered in the order received and 

the transaction is date stamped. If you print out an audit trail it is easy to audit.

Letters Option - allows the demand printing and emailing of letters. 
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If you access any of the submission or assessment screens it gives you the full 

tax history of a taxpayer, almost like the equivalent of the tax ledger in 

Professional Series.
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Submission

 
To access the submission screen click on the submission screen icon  and the 

screen below will open. 

You will note that there are in fact two columns one being for the submission 

and one being for the assessment.

As a rule the submission file is generated when the tax return is completed and 

efiled to SARS, then the submission screen is automatically updated. If for any 

reason you are not going to be using SKY Tax to file your tax returns then you 

can enter the submission here by placing the record into add mode and enter the 

summary of details of the tax return filed.  

On the right hand side of the screen you have available the assessment details 

and again you can enter the assessment details when you process an 

assessment.  After the assessment has been processed the assessment will be 

displayed here so that you can see if there are any discrepancies. The 

assessments are downloaded automatically into the system from SARS when 

you retrieve the assessments.
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This one screen above will give you a list of all the details of the tax return 
process.
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Retrieve Assessments
 

By clicking on the assessment icon and then the retrieve assessment the 

screen will display.  The assessments can automatically be retrieved from the e-

Filing system and the record or the amounts that you see on the right hand side 

on the screen below will automatically be updated by the system.

In some instances you may want to enter the assessment amounts manually.

After you have run a retrieve assessments every day you need to monitor which 

assessments have come through and generate the e-mails or the letters to 

clients advising clients about the status of their tax return process.
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Once the retrieve has been run you need to then go to the assessment file to see 

the result and take corrective action if an  assessment is wrong.
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Assessment

By clicking on the assessment icon the assessment screen will display.  The 

assessments can automatically be retrieved from the e-Filing system and the 

amounts that you see on the right hand side on the screen below will 

automatically be updated by the system.

In some instances you may want to enter the amounts manually.

By having the two columns on the screen you can automatically see the 

difference between the submission and the assessment.

The screen below will also give you an ability to create an objection record and 

also to process a refund if there is an indication that one is due.

You can get a list view of the assessment file by clicking on the view item on the 

top.
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 The first icon is for detailed view and the 2nd icon is for list view.

The assessment received from SARS is the culmination of all the tax work that 

you have done and if the tax return have been processed correctly the 

assessment will agree with the calculation that the Sky Tax system has 

produced.  If there is an error it behooves the tax practitioner to go out and sort 

out the error.  The error may be because of something that was entered 

incorrectly or it could be an error on the SARS side.  Whichever it is it will be 

necessary for the practitioner to obtain the correct result.  In the event that there 

are revised assessments then the assessment screen will allow you to scroll 

backwards and forwards between the various revised assessments.

The assessment entry routine will allow you to produce a report of differences if 

you click on the report icon above and if you click on the button with the P, this 

will allow you to open the PDF assessment file.   The system will also allow you 

to send an e-mail to the client with the assessment as an attachment.  

Click on the reports icon to get a list of reports. 
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Objections

This option is used to process and control Objections to assessments.

The procedure until very recently was if there was something wrong with an 

assessment. You had the ability to complete an ADR form and then submit that 

for correction and then that would go through the various processes at SARS.  

Now you have the ability to revise the original return if the return is done 

electronically.  Use this routine to track and control request for objections or 

errors to be corrected if you detect and error.

This process can be run from the assessment transaction screen.

You have two electronic mechanisms:

1. Notice of correction - This can be requested from the eFiling module.

2. Notice of objection - This can be requested on the SARS eFiling 

website. 

However if the assessment is wrong and the inputs are correct I then think that 

you still have to go through ADR objection process or online objection.  The data 

entry routine in Sky Tax is just a mechanism so that you can keep track of what 

assessments needs to be changed.  When the correct assessment comes 

through you can mark off that assessment as having been properly processed.
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Receipts

This option is used to process receipts for payments made to SARS.  This 

transaction updates the Tax Payments File and accumulates the receipts against 

each type of payment.

There are 5 categories of payment that are kept:

P1, P2, P3, Top Ups, Bal of Acc

The problem with this routine is that for the user to process receipts one has to 

receive the receipts.  In the past getting the receipts were erratic and unreliable.  

What we are trying to do now is encourage SARS to send us the receipts 
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electronically.
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Tax Refunds

Use this option to process tax refunds expected and to make sure that all refunds 

are received.  This option will allow the firm to track that all outstanding refunds 

have been received.

Sometimes the notice for receiving a refund and the actual receiving of the 

refund takes a long time.  SARS sends out an assessment, but sometimes with 

notices.  It is  only when all the queries have been attended to that the refund will 

actually be processed and refunded to the client. 

This process can be run from the assessment transaction screen.
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SARS Connection

The screen below shows the connection of SKY Tax with e-Filing.  You will see a 

list of taxpayers and you will be see what aspect has been registered with the 

SARS e-Filing system.  If you look at the column that says Taxpayer status you 

will see the word success then the next PTAX Status and return status you will 

have the words ACT for activated.  If  any of these records say failed for any 

reason that a taxpayer cannot be connected, click on the response button and 

you will see the reason.

It is most important that before you continue with any e-Filing aspects that you 

make sure that you have registered your clients with  SARS e-Filing.

If you already have a profile set up then it is a simple matter to connect your 

profile with SKY.  Notice that on the top you have an ability to select the profile 

that you want on the Select Profile area.
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Setting Up Your SARS Profile
Steps to follow when setting up your profile:

1. Go to Tax>>>Setup>>>SARS Profile
2. Switch to detail view, and on the new icon to create a new record, enter 

your details.

3. Click on  Profile clients, then at the bottom you will find Sync with Server 
click on it to get the Application Key. The system will bring through the tax 
numbers linked to that profile you have just setup
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4. You can hit the Retrieve Demographics button if there is returns available 
on the website, the system will create a record in masters for you Only for 
Individuals.

5. Click on Master Client next to profile clients and Update Statuses.
6. Good to go with retrieval and submissions of returns.

To change your password is it fine if I can show you when you come back to the 
office or maybe talk you through over the phone?
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Provisional Tax
One of the main features of Sky Tax  is the processing of Provisional Tax,  

calculating, producing IRP6 forms, letters, emails and invoices to clients.  Sky 

Tax  Software always conforms to the requirements of legislation and SARS 

Policy.  Accfin’s technical team always ensures that we are up to date taking into 

account the latest legislation and tax practice.

Provisional Tax is now done totally on an electronic basis and Sky Tax interacts 

with the SARS eFiling system. In fact this is the only efficient way of doing it. 

Running a tax practice today is fraught with difficulty and risk as the penalties 

imposed by SARS are onerous and the rewards are reducing because of the 

time everything takes.  By understanding the system and following the correct 

procedures you will be reducing and managing your risk accordingly and 

improving your profits.

Sky Tax covers all three Provisional Tax payments plus as many additional Top 

Up payments as required at any point in time.

It is important to ensure that all the necessary data has been entered before the 

Provisional Tax process is carried out.  The system has built-in checks to ensure 

that all clients who require Provisional Tax processing are actually processed.  

The principals in procedure discussed here are the same for all methods.  We 

will point out the differences where applicable between the methods. We are now 

running the whole provisional tax process with SARS on a totally electronic basis. 

Page 85 Accfin Software Sky Software



Take On
If you are a new user and you need to do provisional tax for the first time you 

should have rules for the take on procedures. The planning of the take-on is 

imperative. It is imperative that you plan your take-on very carefully. I.e. when 

doing the take-on of the tax database for the first time, you must bear in mind the 

point in time in relation to when provisional tax is to be done.  E.g. is it between 

P1 and P2 – you need to tell the system what the P1 payment is or if the take-on 

is between the P2 and P3 payment, you need to tell the system what P1 and P2 

payments are. If you have connected your system to SARS e-filing the system 

will download the P1 payments if you are doing the P2 payment.

Owing to the fact that Sky Tax is connected to SARS e-Filing one can process 

the whole provisional tax process without entering a single assessment or details 

of the payment as these items can be downloaded from SARS. In this case it 

would be important to have the client master file perfect in terms of data. 

By entering your take on data there is a basis of comparison.  SARS's data can 

be compared with your own. This comparison is an important check and risk 

control procedure.
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Legal and Background

Assessment Timing Rules
Once a Provisional Tax Calculation has been processed in Sky Tax 

you may continue to enter assessments without affecting the 

provisional tax calculation provided you understand the timing rules.  It 

is important to understand the rules of how the assessments update 

the various ledgers, and the effect of the various dates that you enter.  

The date of assessment which has always been the 60 day rule has 

now changed to 14 days.                                                                                                           

As a rule the system will always use the estimated income 

downloaded, however you can override it.

 

Below is some of the legal stuff we have received from SARS. 

This is how the system is going to calculate. 

 The taxable income of the latest preceding year of 

assessment is increased if the estimate must be made for 

a IRP6 for a period that is due:

 on a date beyond 18 months from the end 

of the latest preceding year of assessment 

that has been assessed
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 And is for a period more than one year after the end 

of the year of preceding year of assessment.

Then the estimate must be increased by 8% per 

annum from the end of the latest preceding year of 

assessment to the end of the current year of 

assessment.

latest preceding year of 
assessment that has been 
assessed

Period of IRP6 What increase

2012 First period 2014 0%
2011 First period 2014 24%
2010 First period 2014 32%
2013 Second period 2014 0%
2012 Second period 2014 16%
2011 Second period 2014 24%
2010 Second period 2014 32%

Some provisional tax examples
2014 tax year

Example 1
1. Provisional tax is in respect of the 1st estimate for the 2014 tax year.
2. The notice of assessment for the 2013 tax year of assessment was issued 

on 15 Aug 2013.
3. The submission date for the IRP6 for the 2014 1st period is 30 Aug 2013.
4. Notice of assessment for the 2012 tax year of assessment was issued on 1 

Feb 2013.

Example 2
1. Provisional tax is in respect of the 1st estimate for the 2014 tax year.
2. The notice of assessment for the 2013 tax year of assessment was issued 

on 19 Aug 2013.
3. The submission date for the IRP6 for the 2014 1st period is 30 Aug 2013.
4. Notice of assessment for the 2012 tax year of assessment was issued on 1 

Feb 2013.
Example 1 Example 2
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Latest preceding year
of assessment

Due to the 14 day 
requirement being met, the 
latest preceding year of 
assessment is the 2013 tax 
year of assessment.

Due to the 14 day requirement 
not being met, the latest 
preceding year of assessment 
is the 2012 tax year of 
assessment.

Should the basic amount 
in respect of the 2014 
1st period be increased?

 Estimate made more than 
18 months after the end of 
the latest preceding year 
assessment (i.e. 2013)?
Answer: No

 Estimate in respect of the 
period that ends more than 
1 year after the end of the 
latest preceding year of 
assessment (i.e. 2013)
Answer: No

Conclusion:
 Due to both requirements 

not being met, the basic 
amount must not be 
increased.

 Therefore, the 8% 
increase is not applicable.

 Estimate made more than 18 
months after the end of the  
latest preceding year 
assessment (i.e. 2012)?

Answer: No
 Estimate in respect of the 

period that ends more than 1 
year after the end of the 
latest preceding year of 
assessment (i.e. 2012)

Answer: Yes

Conclusion:
 Due to both requirements not 

being met, the basic amount 
must not be increased.

 Therefore, the 8% increase 
is not applicable.

Assessment issued not 
less than
14  days  prior  to  
submission  of provisional 
tax estimate?

2013 assessment issued 15 
days prior to submission of 
provisional tax estimate.

Answer: Yes

2013  assessment  issued  11  
days  prior  to submission of 
provisional tax estimate.

Answer: No
The Two Tier  System
If estimated taxable income is over a R1 million then the basic amount together 

with any adjustments does not apply as mentioned above and you have to make 

an estimate of the amount over R1 million and be within 80% of the final income 

when the tax return is assessed.  This means that together with your clients you 

have to make a reasonable estimate for all taxable income over R1 million rand. 

This only really becomes a factor when you are calculating the P2 payment as at 

that point you will have a closer understanding of what the income is likely to be.

In regard to an estimated taxable income that is below R1 million rand  you may 

use the basic amount subject to the amended definition. Using this method you 
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have to be within 90% of the final income if you lower the P2 basic amount. For 

the rules see above.
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Processing Provisional
We have shown the various menu items below for a P1 provisional tax 

calculation.  The first menu item would be SARS IRP6 and this is where you 

would actually do the retrieval of the data that is contained on the SARS website 

by clicking on the P1 RETRIEVE. You would see the data retrieved by clicking on 

SARS P1 DATA.  

The next item is the P1 CALC which is the item that will allow you to do a global 

provisional calculation with various filters which you may set.

The next item is a P1 REVIEW and this is the place where we will be able to view 

the calculations and the last item on the menu is where you actually submit the 

forms to SARS.

The summary of the steps necessary to calculate provisional tax.

1. Retrieve the IRP6 data from SARS.

2. Run a P1 Calculation.

3. Go through the review process.

4. Get confirmation from your client.

5. E-file the returns.

6. Make sure your client pays
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Provisional Tax Calculation P1 2014
This video tutorial will show you all the steps in the provisional tax calculation
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Retrieve IRP6's

Select the above menu item to retrieve IRP6's

Select the client grouping that you want to retrieve, by getting the screen below 

to reflect the clients that you want to retrieve. Once this is done click on the 

retrieve button at the bottom of the screen. 

You may want to do this by partner or manager or to select a particular filter type. 

What you see on the screen is what is going to come down.
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This will cause all the IRP6 data to be downloaded into the SARS IRP6 data file 

for you to start working with.
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After Retrieval
Once a retrieve process has been run by selecting the menu icon below  the 

following  list view of the IRP6 form data retrieved will display.

Once a retrieve has taken place A record can be selected and the view mode 

can be changed by selecting the view mode icon.

 which will cause the  screen to change to detail mode as displayed below;
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The basic amount appearing here will be known as the SARS Estimate. The 

figures downloaded from SARS are in the top left hand block and is the basis 

used is for starting the calculation. The calculation of the basic amount will be in 

terms of the new interpretation.

SARS will only provide the last assessment or basic amount and the P1 payment 

in the case of a P2 download. Please note that SARS may supply the PAYE 

figure. Tax practitioners will have to obtain and accurate PAYE figure from the 

taxpayer clients in order to prepare accurate IRP6 forms.

 Procedure where an IRP6 has not been received?
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Where no IRP6 form has been received or downloaded you will be unable to 

submit a provisional tax form. The golden rule is that you have to receive the 

data first before you can send it back to SARS even if it is zero.                                                              

Various other bits of information may be downloaded like PAYE and medical 

credits if they are available.

Where the SARS figure Downloaded is Incorrect
Where you wish to use you own figure as per your ledger rather than the SARS 

figure because its wrong set Ledger check box on the review page in the ledger 

as is indicated  below.
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Where you wish to use the ledger figure for the whole database click the check 

box indicated below and calculate.
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Calculating Globally
You can calculate provisional tax for the whole client base and the screen 

depicted below shows you the calculations screen with all the clients listed that 

you are going to calculate.   You can set the screen so that all the clients display 

or clients for a particular partner and manager or the particular client type, like 

company, cc, individual. 

On the top of the screen you will notice the retrieve button.  You can also retrieve 

all the IRP6 data from SARS from this screen.

You will notice at the bottom of the screen is a calculate button and by clicking on 

this button the system will calculate all the records that are displayed on the 

screen and will put in a time and date stamp to the right of the button.

You will also notice that there is a column called Calc Status, and by making use 

of the update status button below the column and clicking on the down arrow 
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head to the right of that you can set the word that you want to attach to each 

calculation. 

On the screen below you will see all the words that are listed.  It should be borne 

in mind that you can create your own words.  The purpose of these words is that 

when you are reviewing the provisional tax ledger you can filter on the word 

status which is any one of these words and you will find that is very useful in 

finalising a review process and submitting the provisional tax form and payment 

to SARS.
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Calculating Interactively
There is another way of calculating provisional tax returns and that is one at a 

time. The review process can be done at the same time. In order to do this set 

your filter in the side panel to the list you want to work with. It is a good idea 

when you are reviewing each provisional tax record that you can in fact step 

through the records by setting the filters that you want and then making the 

changes as you go.  You would do this by selecting the menu option called P1. 

By using the status flag you can track and  control every aspect of provisional 

tax.    

  .                                                                          

In regard to the P1 where you lower the basic amount you will still need a 

motivation  and an area has been provided if you click on the Motivation Button. 

There is a note on the new electronic IRP6 form on the SARS website that says 

Unless agreed to by SARS, your estimate must not be lower than your 
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basic “amount” Practically it is not feasible to get this agreement beforehand, 

but you should keep a record for later,  should SARS query this.

It is a good idea to insert the motivation for the reduction of the basic amount. 

There is also a sticky note icon which will allow you to enter a note about this 

taxpayer. 
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Submitting IRP6

Once the review process is complete and a clients provisional tax calculated and 

the income known and there is confirmation from the client that they are going to 

pay the necessary provisional tax the practitioner is then in a position to file the 

provisional tax return in bulk making use of the menu option EFILE P1 IRP6 (as 

above) which will be found under the Prof P1 menu tree.

  

Make sure you have selected the correct SARS profile, and you display the 

clients that you want to submit.  It may be best to use the ledger status making 
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sure that it is set to finalised and when you are satisfied with the result displayed 

you may hit the submit button.  

The e-Filing status will change to show the correct status once you have updated 

the SARS status.
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Updating Status

The calculation status is used to track and control where taxpayers are in 
the tax process. All the status words are user definable. Make use of this 
option to track and control the stage of  eFiling a tax return.

The status setting is a very powerful function and in the screen below we have 

set the status on some records to finalised and you will see that in the left hand 

side it displays a lock. When we are efiling we can control the taxpayers we want 

to submit by just displaying those that are finalised.  

By using this approach you have total control over what can be submitted to 

SARS.

You will note that the calculation screen allows the status to be changed 
globally or individually.  You can globally change the status quickly by 
clicking update button on the bottom of the screen. 
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The status can be updated when you calculate or input an IRP6 form received by 

clicking on the update status button and then selecting the status that you want. 

Make sure you are displaying the correct clients on the screen when you run this 

process.

Each taxpayer can be updated on the review screen by putting the record into 

edit   mode and then changing the status on the bottom.
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Provisional Tax Calculation Status
Video lesson showing how the provisional tax calculation is done.
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Farmers Calculation
Make sure that the Farmers flag in the tax tab of the client file has been checked. 

The calculation of farmer tax is subject to average.  In order to put this into effect 

the system must calculate provisional tax on the rating amount.
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Where the taxpayer is a farmer the assessments data entry will have an 

additional field to enter as the rating amount.  The rating amount will be kept on 

the ledger page.  We refer you to changes in the way provisional tax is 

processed in particular in regard to the SARS Estimate and Taxpayer Estimate.  

We believe that the SARS Estimate in eFiling will not take into account the rating 

amount.

Note that farmers (individuals) now have to process the first provisional tax 

payment for the first time from the year 2004.

The amount shown as the rating can be edited if need be.

The average method does not have to be used as the normal method can be 

used. 
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P3 and Top Ups
The P3 or Top Up calculation routine must be done for the previous year 

whenever you run the P1 process where the need arises.  When doing the 

calculation for P1 2015 you will be doing the P3 for 2014 simultaneously.  A P3 

or top up payment is a voluntary payment that should be paid in order to avoid 

interest been levied by SARS. Please note there is no filing of any form, all that 

has to be done is for a payment to be made with the correct payment reference 

number. P3’s or top ups should be done in consultation with your clients.

A P3 payment is due 6 months after the year end and in the case of a February 

year end by the 30th September, i.e. 7 months after the year end each client 

should be evaluated as to whether a P3 payment is required or whether the 

taxpayer wants to make a payment.  You should do this by producing a 

provisional tax review report evaluating each client and once you have the 

necessary information it will be necessary to do each calculation interactively.  A 

global calculation is not available for P3 as the client or practitioner should make 

the decision as whether to pay.  

The problem is that where there has been substantial growth at the taxpayer and 

the practitioner is not aware of this there could be some fallout or risk for the Tax 

Practitioner if there is any interest to pay.  The system should be set up which will 

protect the Tax Practitioner against this risk. 

Click on the top up tab and then click on the new icon   which is the first 

icon. This will create a new top up record. You can create as many top up 

payments for the taxpayer as you want.

On the review ledger select the top up tab
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Edit the actual income amount on the right hand side and the system will 

recalculate with the required payment. The history of the payments will show in 

the left hand panel.
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Using Sticky Notes
Take note of the sticky note in the list panel.

By clicking on the square in the list panel a sticky note window will open as seen 

below. Type in the note that you want and close the sticky note dialogue. The 

yellow note icon will then appear in the list.
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When the action area of the sticky note dialogue is completed and the dialogue is 

save the sticky note will disappear.

The video below will show you how sticky notes works.

Making Use of Review Notes in a Provisional Tax Calculation
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IT12 Tax Returns
The tax calculation part of SKY Tax fully integrates the ledgers and management 

of SKY Tax.  The SKY Tax Module will handle individuals, companies and trusts.  

This system integrates with the SARS E-Filing system.

By entering the data into SKY Tax's modules the data can be submitted straight 

through to SARS E-Filing.  

SKY Tax Calculating system is not only a tax calculation system but a data 

collection and a communication  system which will allow you to collect all the 

necessary data, income and deductions for the tax return over a period of time.

You will find it much easier to enter the data straight into SKY Tax rather than go 

onto the SARS E-Filing system.  By planning the way you do Tax Returns and 

completing them on the system you will save yourselves a fortune of time.  

Based on the research that we have done it will be as much as 40 minutes per 

tax return per year.

It is important to note that this manual is not a tax reference manual and if you 

need to clarify any tax issues you will need to go to the Acts and the various text 

books.

In regard to the ITR12 the whole system is based on source codes which  appear 

on the tax return.  SKY Tax has a pre-configured source code data base which is 

updated by us when we are notified of any changes.

3/9/2014
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Retrieve IT12
Before you can commence with any tax return production it is necessary to do a 

tax return retrieval. This option will allow you to retrieve all the IRP5’s on the 

SARS e-Filing system which are loaded automatically into the SKY TAX System 

as well as all the demographic data. Select the retrieve icon under the IT12 

menu and a list of all the taxpayers available will be downloaded. You can either 

do them globally or  one by one making use of the single client selection filter.                                                                  

Once you have performed the retrieval it is then necessary  to go and have a look at the data 

downloaded in the IT12 part of the program. In the same line as the IT12 menu you will see an 
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icon for e-Filing. The screen below will open to give you a history of all the e-Filing activity that 

has taken place as shown below.

If there is a failure of a retrieval  and you click on the response button you will 

obtain an error message which will hellp guide you to determine what  the 

problem is.

3/9/2014
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IT12 Input Screen
We show the IT12 input screen below and you will see that it consists of 3 panels 

on a very similar basis to the Client Master that we have already discussed.

The left panel is a list of clients and you will see that some client codes are an 

orange colour.  The orange means that this particular client for the year in 

question which is indicated next to tax year on the top of the screen has not 

been created.  When the tax return is created, not necessarily submitted the 

orange code will disappear.

There are various methods of searching which we have discussed under client 

master.  The method here will be the same.

Structure of ITR12
This video tutorial will show the structure of the IT12 input screen.
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IT12 Income
When you click on the income tab the following screen will display.  The screen 

below has the IRP5 button highlighted and this will show the inputs for the 

various IRP 5's, you can have multiple IRP 5’s and using the arrow heads on the 

top right of the screen below you can scroll between them.

All the income tabs are displayed on the left hand side and in this manual we will 

deal with some of them. It is only necessary to click on the button that you 

require in order to display the necessary screen.

In order to create a record you need to click on the new button on the top, just 

above the IRP5 income button and then enter all the client detail and then if you 

want to add line items to the IRP5 you should click on the new button with a little 

green plus sign on the left of the source code.  The delete button which is a red X 

on the right hand side  will  delete that line.
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As a rule the IRP5’s are down loaded from SARS by doing the retrieval function 

that we have discussed previously.

When you have put the screen into edit mode and you wish to access the source 

code it is simply a matter of clicking on the source code and then you will get a 

list of source codes that are in the system as in the screen below.  You can scroll 

down to the one that you require and click on that one.  The same principle would 

apply if you are in add mode that is when you want to create a new line item of 

source codes.  The screen below depicts what the screen will look like if you are 

adding source codes. One would only add an IRP5 in the event that the 

taxpayers IRP5 has not been retrieved from SARS.

Entering IRP5's
This is a video showing how we enter an IRP5 on the system.

If you have run a global retrieve on commencement of the tax return you should 

run an individual retrieve. This button will be found on the eFiling tag.
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IT12 Business Income
Detailed below is the business income screen which opens when you select the 

business income button under the income tab.  The screen below is shown in 

edit mode and in fact has four sub tabs which need to be addressed in entering 

the income.  These are summary, expenditure, adjustments and additional info.  

The link below will run a video showing how the business income works.

Business Income Video

We have shown all these screens below. 

The summary screen above shows the totals of the income statement like 

turnover and expenditure when completed.
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EXPENDITURE

The expenditure screen shows all the items that need to be entered and these 

items can be taken from the sole trader’s income statement.  After the tax return 

has been efiled and you pull up the history of the tax return on the efiling website 

you will find all these amounts entered in the correct slot of the tax return.

ADJUSTMENTS

The adjustments allow for adjustments to the taxable income like non-allowable 

expenditure amounts and doubtful debts as indicated on the screen below.  You 

can either increase the taxable profit or reduce the profit depending on whether 

you use the left or the right hand column.
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ADDITIONAL INFO
In regard to each income statement that you enter there are additional questions 

that you have to answer and these you will find on the additional income screen 

shown below.
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IT12 Other Income
The other income screen is shown below.

Take note on how the assessed loss from previous years has been entered.

Entering Other Income Video
This video shows how other income is entered. 
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Farming
You will notice the farming button at the end of the buttons on the screen below. 

Click on this button to open up the farming screens. You basically have three 

areas of farming that you need to deal with.
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IT12 Deductions
The screen below depicts a summary of all the deductions when you click on the 

deductions bar.  

In order to insert the deductions click on the tab on the top to the right of the tax 

calc tab for a list of the deductions for data entry.  It will then be necessary to 

address all the buttons on the left hand side as indicated in the screen below.

Page 126 Accfin Software Sky Software



Page 127 Accfin Software Sky Software



Retirement Fund Contributions
When you select the retirement fund contributions the following screen will 

display.  It will be necessary to put the screen into edit mode and then click on 

where you see source code and then you can pick from a list of source codes.  

The system will automatically calculate all the deductions.
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Medical Deduction
When you click on the medical expenses button which is contained on the left 

hand side on the screen below, the medical deduction screen will appear.  It is 

important to know that some of the information will come in from an IRP5 and 

some of the information you will have to enter.  If the taxpayer is say with 

Discovery then one could take the Discovery Data and enter it onto the screen 

below and the system will do the necessary calculation. Make  sure that you 

have entered the dependents in each month correctly.

Medical Deduction Video
This video shows how to enter the necessary information for entry of the medical 
expenses.
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Travelling Allowance
The screen below shows the travel allowance screen.

Travelling Allowance Video
This video shows how to enter the necessary information for entry of motor 
traveling expenses.
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Company Car Deduction
The screen below indicates the company car details which should be entered 

from the log book.

Entering the Company Car Video

This video shows how to enter the necessary information for entry of the 
company car deduction.
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Assets and Liabilities
The screen below indicates a summary of the capital reconciliation on an IT12 

tax return.   On the right hand side you have the Capital Recon with the living 

expenses calculated  and the monthly living expenses on the bottom right hand 

side.  On the left hand side you have a summary of assets and a summary of 

liabilities.  There is a button called assets and liabilities and if you click on this, 

this will take you to the asset and liability screen which you will see shown further 

below.  Just below the asset and liability button is a refresh tab, which you should 

click on to get the latest calculation.

If you are being professional and doing your IT12 tax returns properly then it is 

fundamental that you carry out this test.  It is necessary to work out that the living 

expenses in fact fit in with the income that the taxpayer is declaring to SARS.  

The beauty about the assets and liabilities is that you only have to enter the 

assets once as it works across all years.  For example if you enter the primary 

house which has been acquired 10 years ago and it has not been sold it will be 

there for each year’s tax return.  When there is a change for example you do 

improvements or you sell the house, you would need to tell the system what the 

sale price is and the system will calculate capitol gains.. 
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The screen below shows line by line assets and liability maintenance which is 

just a schedule of all the assets.  You can change to this  view by clicking on the 

view mode icons and you will then get the screen  below. 
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The screen below shows the assets and liability maintenance for one asset and 

this is where you would need to go and make all the necessary changes for one 

asset.   On the screen below you will see that the asset acquired in 2012 for 

R500 000 now includes an alteration of R25,000 April 2014 and this has now 

made the total asset R525 000.  When the asset is sold you would need to 

complete the bottom part of the screen showing the sale. 
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Filing ITR12's
After retrieving a tax return this is what you will see on the eFiling Tab. 

Notice that the status has automatically been changed to received. You cannot 

file a tax return until you have retrieved the return from SARS eFiling.

Once the tax return is complete and it is ready to be efiled click on the submit 

button and the following screen will show after it has been assessed. Just after it 

has been submitted instead of the status showing ASSESSED the status will 

display QUED. When the assessment comes in on the next day the status will 

have changed to ASSESSED.
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The eFiling tab will give you a full record of the interactions with SARS.

3/10/2014

E FILING TAX RETURNS - MAKING SURE WHAT OUR SYSTEMS 
SAYS GETS THROUGH TO SARS

When we started the E-filing tax returns a few years ago, we bumped our heads 

with larger clients who insisted that the tax returns we produce on the system 

should be the same as the Adobe Form that SARS were producing.   It was in 

fact a very difficult process to do this, and we encouraged our clients to accept 

the reports that the systems produced.  
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Now because of the technology that we are using in SKY we now have a preview 

which will allow you to print out a report and validate exactly what is going 

through to SARS.  

This is another major feature that will improve the usability of the system.  
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ITR14 Tax Returns
The tax calculation part of SKY Tax fully integrates the ledgers and management 

of SKY tax.  The SKY Tax Module will handle individuals, companies and trusts.  

This system fully integrates with the SARS E-Filing system.

By entering the data into SKY Taxes modules the data can be submitted straight 

through to SARS E-Filing where a Tax Form is generated and an assessment is 

issued.

SKY Tax Calculation system is not only a tax calculation system but a data 

collection system which will allow you to collect all the necessary data for an 

ITR14.

You will find it much easier to enter the data straight into SKY Tax rather than go 

onto the SARS E-Filing system.  By planning the way you do Tax Returns and 

completing them on the system you will save yourselves a fortune of time.  

Based on the research that we have done it will be as much as 40 minutes per 

tax return per year.

It is important to note that this manual is not a tax reference manual and if you 

need to clarify any tax issues you will need to go to the Acts and the various text 

books.

In regard to the ITR14 SARS no longer uses source codes. We however use our 

own source codes for the purpose of processing trial balances. Most of the 

source codes that we use are based on the original SARS source codes

The single most important feature of processing an ITR14 is the processing of 

the Trial Balance. The trial balance can be entered manually or imported.
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ITR14 Menus
The menu options for entry of the ITR14 options are shown below.  The options 

are basically similar to the ITR12 in that there is a retrieve option where you 

retrieve the tax return from SARS.  Some of the demographics will come down 

with the retrieval. There is a place where you input all the financial information 

and answer all the questions under ITR14 input and there is a e-File option, this 

is where you can file the tax returns in bulk.
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ITR14 Retrieve
By selecting the retrieve option the following screen will display.  You may use 

filters to only display a selected group of taxpayers.  You may use Partner and 

Manager filters and you may select a group of clients based on the ledger status. 

You may also If you are running a practice with multiple profiles make sure that 

you have got the correct profile against each taxpayer.  If you are going to work 

in bulk, work with one SARS profiles at a time.

In the event that you want to request a correction you can do it from the screen 

above as well by displaying the taxpayer you want to correct and by clicking on 

the Request Correction button. You can set a filter to only show one client at a 

time  The best way to do this is by specifying ledger status e.g. you can set the 

wording to 2nd request. 

It is a good idea that whenever you are interacting with the SARS system that 

you make use of the ledger status for control purposes.  
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IT14 Main Screen
The picture depicted below shows the three panels that you are familiar with.  

The panel on the left hand side is a list of all the ITR14 clients, you can filter this 

down to a selected partner or manager or particular year-end type.  Notice that 

some of the client codes listed have orange colours and this means that no tax 

record has been created for those clients for that particular year.  Select a client 

that you wish to work on or make use of the search parameters to find the client 

you want.  

The first tab return information is of fundamental importance and needs to be 

completed correctly.  Based on the information inserted here, the system will 

force other bits of information required to be completed to be inserted,  namely 

size. Depending on what you put here SARS will generate various other bits of 

information that is required, so it is pretty important that you enter the right 

information on the front screen, in particular the Gross Income and the Total 
Assets.  This will generate the container type. If you look at the top right hand 
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side of the header line you will see that it says Micro business, there is also 

Small business and Large business.

The parameters for the container type are listed below.

Micro business: If the gross income specified is equal or less than R1 million 

and the total assets is equal or less than R5 million, the business will be 

classified as a Micro Business, the Micro/ Body Corporate / Share Block : 

Balance Sheet, Income Statement and Tax Computation container must be 

completed.

Small business: If the gross income specified is equal or less than R14 million 

and the total assets is equal or less than R10 million and the business is not 

already classified as a micro business, then the business will be classified as a 

Small Business and the Small Business: Balance Sheet, Income Statement and 

Tax Computation container must be completed.

Medium to Large business: If none of the above conditions apply, then the 

company will be classified as a medium to large business , then the Medium to 

Large Business: Balance Sheet, Income Statement and Tax Computation 

container must be completed.

It is also important to enter the main industry source code and profit code.
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ITR14 Financial Items
Under financial items you will see the screen below and on the left hand side you 

have got a whole series of buttons and by clicking on a button the screen will 

change and then it is just a question of entering the relevant information that is 

required for that screen.  For the purpose of this manual we are not going to go 

through each item, as we will just point out some items that are important.

The screen above indicates what it will look like for a micro enterprise. Notice 

that all the buttons are grayed out as they are not required for a micro enterprise.
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IT14 Contributed Tax Capital
Detailed below is the screen that you are required to fill in for contributed tax 

capital.  The list is only a requirement for medium large companies and it is 

necessary to do one for each type of share class that the company has.  

Contributed Tax Capital is a concept that the preparers of tax returns should be 

familiar with.

Webinar on Contributed Tax Capital

http://www.accfinstore.co.za/WEB_CTC_16MAY13/WEB_CTC_16MAY13.html
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ITR14 Trial Balance
The importation of a trial balance is the most important aspect of an ITR14 as it is 

the core of producing an ITR14 tax return. Get this right and your tax return 

production flows.

The system can import any TB in a csv format. The system will lead you through 

this importation process. Click on the import button to proceed.

One of the most important aspects of importing a trial balance is the ability to pick 

up an excel spread sheet and bring the TB figures in.  The basis of the 

importation works on source codes, so it is very important to have the source 

codes in the excel spreadsheet.  Later on as there is more usage in SKY we will 

create a mapping situation on account code to source code, but in the meantime 

you have to insert the source codes in the spread sheet. 

It is important to note that SARS does not use source codes anymore, we have 

basically taken the SARS source codes from the past and added our own codes 

to the new line items that they have added to the tax return from the 2013 tax 

year.

The screen below shows the financial information tab highlighted with the 

balance sheet open.  You will see source codes on the right hand side.  You will 

also note tabs going across the top.  The screen below depicts non-current 

assets and to the right to that there is a tab called current assets and so on.   As 

you click on each one the respective assets  will display with the source codes 

that are used. 
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Click on the button Trial Balance to import and the following screen will display.  

You will notice there is Import TB CSV and this is the one we are going to use 

because we have saved the trial balance in its csv format.  You will notice that 

there is also a delete button and you can edit the trial balance as many times as 

you want, but delete it before you re-import.
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After you have clicked on the IMPORT TB CSV the system will display the 

following screen and you will see that the browse button is highlighted.
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Click on the browse button and the system will then go through a process of 

allowing you to browse until you find the Excel file that you want.  

Below is the folder where all the excel spreadsheets are.  
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The screen below indicates that the file has been opened by the system with 

various data.   Note that the use separator has been highlighted.  Now click on 

the next bottom on the bottom right hand side.  
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The next screen displayed below will ask you to choose the separator that has 

been used in the excel file in this case it is comma delimited.  
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In the screen above you would have noted that the various fields in the trial 

balance have been placed into a column, click on the next button and the 

following screen will display.
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In the screen above it is now necessary to click on the down arrow next to each 

line listed and select the name of each field,  after we have done this the screen 

below depicts the name of each field, you will see that:

SRCCODE is for source code, 

GLREF is for account number

GLDESC is for the name of the account;

GLVAL is the value of the amount that is reflected against the account.
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Click on the next button and the system will then go through a process of 

importing the TB, and eventually it will display the number of rows that have been 

imported, and then you will be able to see the trial balance displayed in the 

import trial balance file.  Now if you go back to the actual system by closing the 

trial balance window and then you will notice that the various financial screens 

have been populated with the figures of the trial balance
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Video showing how to import a Trial Balance
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ITR14 Financial Statements
If you select the Financial Info tab you may select the bar on the bottom of the 

screen being Balance Sheet, Income Statement, Tax Computation and Tax 

Allowance on the bottom bar as seen below.

The source codes on the right of the screen (white area) will show the trial 

balance imported. By putting the screen into edit mode you can enter the figures 

manually or edit figures that are already there.
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Sky Sec - Starting
Sky Sec is a software program that has been written to handle all the 

administrative functions relating to the running of a company secretarial practice.

What is more Sky Sec forms an integral part of the professional automated office 

and is fully integrated with Sky Time and Sky Tax.

The Software philosophy is consistent throughout the program.  Once you know 

how to work with one aspect of the program you will be able to operate all levels 

of Sky Sec or any of the other products in the series.

It is important to note that the client details are shared by all the applications in 

the Sky Series.

File Maintenance files contain permanent information about your Sky Sec clients.  

There are also transaction files which are used to process daily secretarial 

transactions which update the various registers and produce the forms required.
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Create New Client
Before you can create a SKY Sec client it is important that you understand 

exactly how  the master file in Sky works.  In order to do this please go through 

the Section on Master files?

Below we have a screen, that is the master client file screen open on the Sec 

Tab. It is necessary for us to address a few parameters in order to create a new 

secretarial client. Click on the new button   ; and 

enter the date the company was registered ; and 

the date the company was incorporated.  

You can also insert the main business although this is not necessary for the 

CIPC or Companies Act purposes.  It is necessary to indicate the kind of 

company that is required and there is place for voting percentage needed for an 

ordinary resolution as well as space for the default signatory.  In many cases the 

default signatory should be left blank because when we produce the necessary 

forms you wont be sure who is going to do the signing.

In regard to the other types of entity like an individual etc there is no need for 

tagging as they will all be available for adding as a shareholder or director or 

officer by the mere fact that they are in the client files. i.e Any record in the 

master files can be attached to an entity as a company.

All that is necessary is for an individual to appear in the master file and to be 

tagged as an individual. The individual can be selected as an officer director or 

shareholder. In regard to auditor, tag as other. 
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The screen above is the Sec tab that is blank and the screen below shows the 

sec tab duly completed.

Video to open a Sky Sec Client
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This video is a tutorial on how to open a Sky Secretarial Client. 

4 March 2015
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Sky Sec Menus
The screen below depicts the various menu options for SKY Sec and the one 

that you are going to be using most is company and beneath company we have 

formation, transaction, annual return and an overview screen.  The formation 

is where you form a company and take on an entity where you are appointed as 

the Secretarial Practitioner. The transaction is where you carry out your daily 

secretarial transactions.  The annual return is where you  manage the whole 

annual return process and the overview is where you will get a good idea of the 

Company Secretarial status of any particular entity.  

4 March 2015
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Take On Procedures
Where a company is formed for the first time one has to enter various bits of 

information which you will find under the Formation screen.  In this case  it is 

necessary to have the entity information in the client file. All the other links need 

to be taken on in the master client file i.e. Incorporators or directors, officers and 

shareholders. The take-on for all these work in the same way. There are areas 

under formation to set up all the necessary components of the company like 

shares directors and shareholders.

In other situations you may take on an existing company that comes from 

another secretarial practice. In this case you need to make a decision as to when 

you would like to start the transactions from.  If there is a lot of history and you 

need to get forms and documents into CIPC it would be a good idea to take on 

the current situation i.e. the current director’s position as well as the current 

share certificate position for each company.  In certain instances where there is a 

lot of history you may decide to process all the history for that client making sure 

you enter everything at the correct dates.  It is nevertheless a good idea for you 

to take on the subscribers and the first appointed directors in the take on area of 

formation.  After this you will then proceed with the transactions to get the 

company secretarial position up to date.  

The same would apply to a close corporation in regard to the first appointment of 

the members.  If you do not get the take on position right, you will never get the 

end result for any transaction right.  

GENERAL TAKE-ON PROCEDURE
Carry out the master take on routines first referring to the master part of the 

manual. Complete the client file together with all the necessary information. 

It is very important that you understand the significance of each field in the client 

maintenance file and which fields are mandatory from a Company Secretarial 

point of view.

After you have set up your clients you need to:
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Set up the following in Master – Files in the case of a company:

 Share Capital Class 

 Auditor 

 Registered office

Once the master files have been established it will then be necessary to set up 

the links

 In the case of a Company 

 In the case of a Close Corporation 

 In the case of a Trust 

SECRETARIAL CLIENTS

Note that the Shareholder, Members and Directors are contained in the same file 

i.e the client file and are linked together by linking for the purpose of maintaining 

one set of details for a company.

4 March 2015
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Sky Sec Incorporation of a Company
FORMATION OF A COMPANY
The formation of companies under the new Companies Act is quite different from 

that of the old Act.  There are fewer forms to produce and an incorporator is 

responsible for all the documents and is the signatory on all the forms on 

formation. Secretarial practices requiring shelf companies can just form a 

company making use of the Registration Number as the name, making 

themselves the incorporator using the standard 15.1A MOI and probably 

generating these companies very quickly on line with the CIPC.  

When they sell a company all they would need to do is go through the name 

change procedure, changing the company to the new name that the client wants 

as well as issuing shares and appointing the directors.  

It is no longer necessary to appoint subscribers when one forms a new company, 

one can take care of all the shareholdings after the company is formed. This also 

applies to directors as the Incorporator is in fact the first director of the company.

The long term aim of the regulators is to have one company’s Act that governs all 

entities and this will include close corporations in the future. 

It will be necessary to address each tab on the screen below in order to form a 

company. Once you have completed the screen, print the forms adjusting the 

data on the screen until the forms are right.

14 March 2015
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Notice Of Incorporation
From the sec menu click on company and then click on formation and the 

following screen will appear.  

The screen indicates the three panels that we have already explained in masters.  

The panel on the left hand side lists all the clients that have a formation record.  

The header at the top indicates the client that is displayed on the screen, and by 

selecting a client on the left hand side or using the search facilities, you will be 

able to find a client that you want.  

Remember that you can set a partner or manager filter, you can also select 

whether you want to see a company or a close corporation and you can also find 
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a client by status.  In the header area you will see that you have the status and it 

will be a simple matter to decide about what statuses you require.

For more information have a look at the Section on filters and advanced filters.  

When one is forming a company or entering the necessary information that you 

have received back from the CIPC after a company has been formed it will be 

necessary to enter certain information on the notice of incorporation screen.

4 March 2015
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Adding Incorporators
In order to add an incorporator make sure that the screen is set in edit mode by 

clicking the edit mode icon  and then click on the add incorporator icon to  

the left of the incorporator box which will allow you to add a new incorporator.  As 

in the screen below you will see that there is now a list of all the possible 

incorporators in the master file, scroll down to the one that you want and add 

them as an incorporator.  If you want to delete an incorporator, click on the red X 

on the right hand side and this will delete the incorporator. If you select the 1st 

letter of the incorporators name the cursor will jump to that incorporator

OTHER AREAS TO ADDRESS 
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In order to produce a CoR15 form it is necessary to complete the rest of the 

screen with as much information as you can.  At the early stage of formation 

some of this information will not be available.  If you are creating the 

circumstances of a company that has already been formed it is best to enter as 

much of the information as is in your possession.
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Adding Directors
The screen below depicts the company incorporation screen with the Directors 

tab selected.  In this area you would indicate who the first Directors are of a 

company are.  It is also necessary to indicate the incorporators in this screen as 

the incorporator are in fact the directors.

In order to add a Director it is important to click on the new icon     and then 

click on the blank area which you can see on the screen below and this will open 

a drop down with a list of all the potential Directors.  In order to find a Director 

that you want type in the first letter of the Director’s surname and the system will 

automatically jump to the first client that starts with that letter.  You will note that if 

there are any shares held by that Director they would be indicated next to his 

name and if the director has resigned the date will display here.
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Adding Officers
The screen below is set on the officers tab and will allow you to enter any officer 

to the company. The individual officer must be resident in the master file.  In 

order to enter a new transaction click on the new icon and this will add an 

additional line to the officer grid.  If you wish to change something on an existing 

officer appointment click on the edit icon.

The system will allow you to differentiate between an auditor and a officer and 

where you click on auditor you may enter the designated auditor and this will 

appear on the CoR44 when printed.

It is not necessary to appoint officers  at the incorporation stage.
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Share Capital and Shares
The new companies act uses the word securities instead of shares. One needs 

to look at the definition of securities which includes shares.

Depicted below is the formation screen of share capital. The tab is set to 

shareholders. 

This is where you would set up the share capital class in terms of the MOI. There 

can be an unlimited number of share classes.

This is where you put in the initial shares of the company when a company is just 

formed i.e. the initial subscribers of the shares.  Where there is a requirement to 

allot additional shares or do any kind of transfer or share transaction this must be 

done under transactions.  Please note you can only enter the initial subscribers 

to the shares in this area.

There are various boxes in regard to shares and it would be necessary when 

starting out to put the share class in by clicking on the new icon and there is 

space to put in a share class code.  Make the share class code unique for all 

types of shares for a particular company.  You can indicate whether they are par 

and if so the nominal value of the shares, if they are not par you do not have to 

indicate anything.  It would be a requirement for you to enter the qualifying 

number of shares, this is the number of shares that a director must hold in terms 

of the MOI.  The authorised number as per the MOI should be entered here. 

There is a box where you can enter the subscriber details, the balance quantity 

premium balance and the premium.  On the right hand side there is certificate 

pre-fix and decimals that you can enter,  the dividends taken and accumulated 

dividends for this particular share class.

A company may have an unlimited number of share classes and each time you 

want to create a new share class click on the new button. 

The principal of using this screen is that on the bottom part of the screen you do 

the allotments, making sure that the top part shows the correct information in 
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regard to issue and the number of shares that are available. These should 

always reconcile.

SHARE CAPITAL CLASS
This file keeps details of each class of share for every company. Each company 

may have an unlimited number of share classes. This file caters for Par Value or 

No Par Value shares. Please ensure you understand the new laws in terms of 

the new companies Act. You cannot create a new PAR VALUE share class after 

1 May 2011, but can do a take on for shares created before 1 May 2011. You 

can issue par value shares provided you have sufficient authorised shares.
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You require one screen as above for each share capital class.  You may make 

notes on the class by clicking on the notes button.   Where there are multiple 

premiums at the take on point click on the capital button and enter them 

otherwise the premium will not be correct.

It’s a good idea to use the notes button to set down rights of any particular share 

class.

Where you establish a new class of no par value shares build NPV into the share 

class code so that NPV shares are easy to identify.

If you click on the Capital Button there is an ability to adjust the share class 

balances so that they reconciles with schedules produced.
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Where you establish a new class of no par value shares build NPV into the share 

class code so that NPV shares are easy to identify.

Video Creating a Share Capital Class
This video shows you how to make a share capital class.
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The MOI
The last tab on the incorporation of company screen is the MOI tab and this is 

where you build an MOI for your own requirements.  The system works on 

various paragraphs that you create under setup, you then create a template and 

you can use the templates to create your MOI’s.  
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Sky Sec Transactions

The transactions are where you do your daily company secretarial routines and 

all the changes that you need to perform for all companies that you have on your 

system.  It is important to note that before you can do a change on any company 

it must be opened as a secretarial client and the various formation information 

must at least be completed.

In this section we are going to deal with all the various types of transactions. 

These are the company secretarial jobs that have to be processed on a daily 

basis. Behind each type of transaction is a legal basis for performing the 

transaction. Some of which is based on current company law and some of which 

is based on standard company secretarial practice.

The SKY Sec transactions work on the basis that when you wish to create a new 

record, you click on the new button.  You then enter all the details of the 

transaction and then you click on the green tick to save or the red X to abort.  If 

you wish to edit a transaction click on the edit icon, make your changes and then 

click on save.  We make use of various status words to track and control the 

work that you do on a particular transactions, like client signature, CIPC etc.  

When you mark the status as finalised then this makes the transaction final.  

DATE OF CHANGE
There are a number of date entries when it comes to doing a transaction.  The 

date of change is in effect the date that we actually generate the transaction, i.e. 

the date that the company records are changed.  You will also notice that there is 

the date registered.  This date will be when the transaction is finalized and when 

you get the paperwork back from the CIPC.  You will note that where you appoint 

directors and officers there is also a place to put in the date of appointment and 

the resignation dates, and these are the dates that print on the various forms.  
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Under the meeting tab we have some very important dates, these are:- Notice 

given and the date of the meeting, and these are the dates that will print out on 

the notice and resolutions and attendance registers. 

Page 183 Accfin Software Sky Software



Structure of A Transaction
Shown below is a picture of all the panels of transactions in SKY Sec.  On the 

left hand side you have got your list of clients with all the various icons and 

filters which allow you to select the client that you want.  On the top right hand 

side you have got the header information for the transaction, the name of the 

company that is selected and various other bits of information. Just below that 

you have got all the transactions that have been done against this client starting 

from one at the bottom to six at the top, and by clicking the little down arrow 

next to entry you can reverse the order. Then the last part of the transaction is 

the tabs on the bottom right hand side and by selecting the various tabs you can 

do different kinds of transactions or see the history of a transaction.
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Roll Back of Transactions
An amazing new feature of SKY Sec is an ability to roll back transactions and 

track all the changes that happened on the company from the current time right 

back to the inception of the company.  On the screen below we have got a 

transaction screen and we can see that we have got transaction entries from 1 – 

8.  We can of course reverse the order by just clicking on entry heading and it will 

put the 1 at the top and the 8 at the bottom and we can stretch this screen as 

well as use scroll bars, if there are a lot of transactions.

This is going to be very useful and a high volume share environment where it has 

always been a struggle to balance the share certificates with the various 

registers.  
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In the screen above, if for example we wanted to see various transactions going 

back let us say transaction number 5, all we need to do is click on the 5 entry 

and then we can re-print all the paperwork for that transaction.  If we found that 

we have got an error in transaction 6 and we want to roll back and redo these 

transactions, then all we need to do is the delete the transaction number 8 and 

then number 7 and then number 6, and then reprocess those transactions.

This is an amazing new feature and will go a long way to making company 

secretarial  life so much easier.
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Printing Transaction Back In Time
In Professional Series we had a system that all  secretarial transactions were 

pending until updated.  We did have a facility to un-update, and in fact you could 

delete transactions starting from the latest going backwards.  What you could not 

do is if there was a transaction say a year ago, re-print all the paperwork for each 

transaction. All the paperwork had to be printed in pending mode first.

In SKY the design is such that if you have gone through all the transactions on 

the top as indicated in the screen below you can click on any transaction and 

produce a full set of paperwork for this transaction.

The above feature is really fantastic when it comes to share transactions, 

because no matter what kind of share transactions you have done, whether they 

have been transferred at a particular point in time one can go back and get the 

register just after that transaction.

If by chance that some errors are made in the way share transactions are 

handled then it would be a simple matter to delete the latest transaction working 

backwards.  
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This feature is a fantastic new feature that would allow you to roll-back 

transactions and improve the audibility of transactions, especially when it comes 

to complicated share transactions.
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Meeting Tab
You will note that there is a tab on transactions called Meeting.  The Meeting 

screen has been designed to set the parameters for generating minutes and 

resolutions with the correct selections.  The meeting tab also allows the user to 

indicate what kind of meeting it is, shareholder, director or combined and various 

other bits of information about notice period, whether it has been waived etc.  

Under the New Companies Act there are many different kinds of special 

resolutions.  Not all of these special resolutions have to be submitted to the 

CIPC.  It is still necessary to produce special resolutions that do not have to be 

submitted to the CIPC.  The meeting tab is where you can set up these special 

resolutions and you will see that there is place for typing free form text that will fit 

into the special resolution or by selecting a paragraph code which will 

automatically be put into the special resolution.  

It is also important to note that the meeting tabs works with other parts of 

transactions, for example if you change an MOI or appoint or resign a director 

you can use the meeting tab to specify what kind of meeting it is, the dates of 

notice etc and produce minutes and resolutions.
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Ensure that you put in the date of the meeting, the time and the place and 

attendance i.e. Directors Shareholders or Combined. Click  the type of resolution 

– general or special.  Once the meeting tab has been completed you are then in 

a position to produce the forms with the correct parameters. 

Once you are satisfied with the transactions you are then in a position to print the 

necessary forms 

You will notice two tabs on the left hand side, one notice and one resolutions.  

This will give you the opportunity to set up the minutes and the notice to your 

satisfaction by placing the screen into edit mode, you will be able to pick from a 
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list of standard resolutions as shown below. If you click on the new tab you will 

be able to add paragraphs as indicated in the screen below.

To print resolutions print on the printer icon and select resolutions.
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Directors Transactions
The screen below shows the structure of a directors transaction screen 

describing some of the icons.

To start a transaction click on the director tab to appoint and resign directors and 

the following screen will display.
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An appointment and resignation of a director is always done as part and parcel of 

the same transaction. However before you start it is always a good idea to 

ensure that the directorship situation of the company that you are working with 

reflects the correct position. You can do this by viewing the directors in the 

transaction screen above. If there is nothing to the left of a director name, the 

director was previous appointed in earlier transactions.

 the green plus means the director was appointed 

this transaction. If the director was appointed previously there will be a blank 

square.

APPOINT DIRECTOR

To appoint a director work in the director tab and select the new button  and 

the following screen with the drop down box will display. Navigate to the director 

you want and by clicking on it the director it will be added to the grid.
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Once you have selected the director you want click on the green save tick and 

the screen will change to look like this below;

To edit an existing transaction click on the edit icon  and you will be able to 

change your selection or abort the addition. 

You can also make the director appointed an alternate to an existing director of 

the company by clicking on the  Alternate to field and entering the Alternates 

code. 

RESIGN DIRECTOR
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The resign director works in a similar way to appoint. Click the Edit button and 

then the blank square next to the director (on the left) that you want to resign 

and the following will pop up

Click yes to resign and the screen will look like this.

Click the green tick to save. Note the red mark to the left of the resigned director 

indicates that the director has resigned in this transaction.
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Directors Documentation
Depicted below is a transaction screen for changes in Directors with the system 

set at the meeting tab.  

It is important to make sure that the screen is in edit mode and then set up all the 

parameters, the date of the meeting, the place etc.

Click on the new button and the window of all the different resolutions 

paragraphs will open.  Tick the ones that you want, you can obviously scroll 

down until you find what you are looking for.  These paragraphs can also be 

edited to your firm’s requirements.  
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Tick the resolutions that you want.

After you closed the resolution selection window the following screen will show 

and there will be a box for each resolution selected, you can have as many 

resolutions as you want.  
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In this screen we have clicked on the view icon which is then for all the merged 

parameters to display text.  This is what the resolution will look like at this stage 

and you can print it out or e-mail it in a PDF format.  

The following is a list of the forms that are required for Director changes;
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Form CoR36.4 – Notice of Directors financial interest

Form CoR39- Notice of change of Director, this will also include all the Directors 

of the company.  It will include those Directors who have reside in this transaction 

but not who have resigned in a previous transaction.  This form will print out in 

the form of labels.

Consent – This form is in fact a consent to the appointment of a Director and 

once a Director has signed this form he in effect becomes a Director of a 

Company.

Notice of shareholders meeting.

Minutes of shareholders meeting.

Minutes of shareholders meeting – Attendance register.

Resignation letter of Director. 
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Officers Transactions
You will note that we have an Officer’s tab and this will work on a very similar 

basis to the way the appointment and resignation of director’s work.  The 

appointment and resignation of an Officer will apply to any one defined as a 

Prescribed Officer and these would include the auditor, members of the audit 

committee, members of a board committee, etc.  Sky Sec will maintain these 

records and produce the necessary registers.  In this section we explain how this 

will work. When you appoint an officer it will be necessary to add a designation.

HOW WE PROCESS AUDITOR OR OFFICER IN SKY SEC
This option is used to appoint or resign an auditor or officer. Click on the Officer 
tab of a new transaction screen then click the add or edit icon; 
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The screen above shows the situation after an auditor that has been appointed 

with a designated auditor. Note that the auditor radio button has been checked.

In order to resign an officer or auditor make sure you are in edit mode (yellow) 

and enter the resigned date in the space provided on the line of the officer that 

you wish to resign. Click on the 3 dots to the right of the appointed date and type 

in the resigned date.

You will note that when you open the appoint officers by clicking on the edit 

button you will get the screen above.  There are a few important things to 

understand.  On the left hand side where you have got the new button     (the 

green button with a plus sign), you have got a radio button for Auditor and 

Officer.  Depending on what kind of appointment you have got to do, for 

example if you want to appoint an auditor, click the new icon  and then click 

the auditor radio button.  If you want to appoint an officer (not auditor) click new 

and then officer radio button.   Once you have checked one of these radio 

buttons you will then be in a position to put in the auditor or the officer code 

depending on what is chosen.  When you place your cursor in the cell under 

officer code the system will display the following;
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In the case where you have to have a designated auditor in terms of the 

companies act, you would need to type in the designated auditor name in the 

space provided, so that this prints correctly on the COR 44 form.  

Page 202 Accfin Software Sky Software



Officers Documentation
Forms that need to be printed are:

CoR 44 – Notice of change of auditors or Secretary

Notice of combined meeting of shareholders and directors

Minutes of the combined meeting of shareholders and directors

Attendance Register.
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Shares and Share Capital
The CIPC is no longer interested in share capital maintenance and it is therefore 

no longer necessary to produce CM15’s as we did under the old act. It is now up 

to each company to keep proper records of their share capital. Before you 

commence with the allotment of shares ensure that you have set up the share 

capital classes correctly. You will issue or allot shares where a new company is 

formed, where a company is raising additional capital and also as part of a share 

conversion process.

Before you allot shares, check to see if the directors have the power to allot 

shares and the resolution required, either a directors or a shareholders 

resolution.

Remember the companies act talks about securities which includes shares.
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Share Allotment
The allotment part of the Sky Sec program is found under Transactions. The 

screen below gives you the structure of a share transaction in relation to a share 

issue or allotment.

The share transaction screen will show you the shareholder situation by listing 

each share certificate and showing the balances on the share capital screen. 

Before you start with the transaction it’s important to see that the opening share 

position is correct. This you can see on the transaction screen below. It is also 

important to ensure that the necessary share capital class is in place before you 

start and that new shareholders (shareholders who are going to receive share 

certificates) are in the client file. Also print or view the various share registers to 

see the share position before and after the transaction.
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To allot shares make sure that you have opened a new transaction entry. 

The above screen shows a share capital class for a par value share and we can 

see that the authorised shares are 10,000 and there are available for issue 

9,800.  Because the shares of par value is R1 and the total share capital is R400.  

You are now going to allot another two share certificates.

We have already created transaction number 3. Make sure that you have clicked 

on the 3, then go to the share transaction tab and click on the new button.  This 

will then create a yellow area and it will put a little plus icon       to the left of 

the converted button as shown on the screen below.  Now if you mouse over on 

this plus button you will see that it actually says new allotment. Left click and it 
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creates a blank space for you to allocate the new shareholder.  You will see that 

it adds the certificate number 4 as indicated on the screen below.

You will notice that next the certificate number 4 is a blank line, click on the blank 

line and the screen will change as follows.
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Now all you have to do is scroll down to the shareholder that you require and 

click. The shareholder name will be inserted.  Enter the quantity allotted as well 

as the consideration for the allotment which must include the share premium if 

the shares are par value.  At this stage the screen will look like this:

Page 208 Accfin Software Sky Software



You will notice that in the above screen we have the certificates, 1, 3 and 4 as 

well as the share capital which still reflects the information which was the pre-

existing situation to the allotment.  In order to get this right you need to click on 

the capital button just to the left of the total capital.  The screen will then look like 

this:
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You will notice that you have got the share capital situation in the top part of the 

box  and the changes at the bottom for this transaction. If you click on the 2 up 

arrows this is going to move the contents of the current transaction to the main 

share capital account on the top.  The reason why we do this is to make sure that 

you are getting the share balances  right and balancing correctly.

After you have moved the transaction details up the screen will look as below: 

The total share capital has increased to R600.
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and when you close the share capital adjustment box the screen will now look 
like this.

The record now shows the correct position.

The screen above displays a share allotment, you can see that the shares are 

allotted by the green sign to the left of the date.  There is also a list of all the 

shares displayed on the screen.  You will note that these shares are par value as 

indicated in the description and the par amount has been ticked.  The authorised 
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share capital shows that there is 10000 shares that have been issued at a total 

value of R600.   Detailed below is the share ledger produced by the system.

Video Processing a Share Allotment
This is a video showing how a share is issued.

4 March 2015
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Share Transfer
This facility is used to transfer shares for the company for a particular share class 

from one shareholder to another shareholder.  There are various ways of 

handling the transfers.  Before we deal with the different ways please look at the 

Share Transfer diagram detailed below:

It is important to note that each transfer to a new shareholder creates a new 

shareholder link record or share certificate record.   A share transferred from an 

existing shareholder must always reduce the balance to zero, because if a 

shareholder reduces a portion of his holding the original certificate is canceled 

and a new one is issued.  If you do not do a balance certificate it will be done 

automatically.

There are different types of transfer

ONE TO MANY
In a one to many transfer an existing share certificate number will be selected 

and transferred to many new share certificate numbers.  Continue entering the 

new certificate numbers until all the shares to be transferred are allocated, i.e., 

until the available balance is equal to zero.  Do not leave any balance on a 

certificate that you are transferring from.  Allocate the remaining shares of the 

transfer to a new share certificate.  Refer to the note on split below:

Cert no. 1 A 50% ______B ____Cert no.2 1 A 50% ______C 
____Cert no.3
In this example the original shareholder A transfers all his shares to B and C to 

create certificates number 2 and 3. The original share certificate number 1 must 

be canceled.

MANY TO ONE
In a many to one transfer a number of existing share certificates will be selected 

and transferred to the same new share certificate.  The best way to do this is to 

buyback the original share certificates and then allot the share to the new share 

certificate.
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E.g. Shareholder A - 20%   B - 30%   C - 50%  transfer to D.  The transfer screen 

will be as follows:

   Cert no. 1 A___ 20%______D ____Cert no.4
2 B___ 30%______D ____Cert no.4
3 C___ 50%______D ____Cert no.4

Buy back A, B and C and allot a new certificate 4
SPLIT
In the case where a shareholder with 100 shares transfers 20 to another 

shareholder, split the shares by transferring them from the existing certificate to 

two new certificates, i.e., allocate 80 shares to the old shareholder with a new 

share certificate number.  Then allocate 20 shares to the new shareholder.

E.g.,     Shareholder A transfers 20% of his holdings to B
Cert No. 1 A____20%____  B Cert no.2
1 A____80%____  A Cert no.3
However if you are doing the split it is only necessary to do the first part i.e. the 

20%, and then the system will ask you if you want to generate the balance 

certificate.  If you say Yes the 80% will be generated automatically to a new 

share certificate number.

ACTUAL SHARE TRANSFER
In order to transfer a share click on the new button and create a new transaction 

and transaction number 4 will be created.
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Click on the square to the left of the shareholders name and the following screen 

will display after you have clicked on .
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Click on transfer and the following box will open. Click on  and then allocate the new share 

certificate to a shareholder in the client file. 

After the share transfer the screen will look like this. Note the  next to the new 

shareholder and the  next to the share that has been transferred. On 

Page 216 Accfin Software Sky Software



Video Simple one to one Share Transfer

Video One to Many Share Transfer

Video tutorials showing share transfers
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Buyback and Redemption
Sky software will allow you to perform a buyback of shares by acquiring the 

shares or by paying back share premium. For some of the legal issues on shares 

please refer to the companies act.

Sky Sec handles a buyback of shares and share premium under the same 

transaction. 

There should always be a valid business reason as to why this should be done.  

We are however not going to go through these reasons here as it is not within the 

scope of this document.  

There are various procedures to be followed by a company in order to 

repurchase its own shares.

Acquisition by company of its own shares must be by adoption of a special 

resolution or a director’s resolution depending on the MOI.  One would need to 

examine the MOI to see who has the power. However there are unalterable 

provisions in the act that govern the buyback of shares.

Solvency and liquidity provisions must be adhered to as it is a distribution in 

terms of the Companies Act.

GENERAL PROVISIONS OF THE ACQUISITION OF A COMPANY’S OWN 
SHARES
The acquisition by a company of its shares must be authorized by the MOI.

A special resolution can be by way of a general approval or a specific approval.  

If it is a general approval it is only valid until the next Annual General Meeting of 

the company.

There are a number of rules in regard to maintenance of solvency and liquidity of 

the company. 

There are also certain requirements in regard to book entries that have to be 

entered in the books of account. The company cannot acquire all of its own 

shares, there must always be some shares in issue after a buyback.

If you select the buyback screen it will look like the screen below. 
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One needs to distinguish between Buyback and Redemption.

The Redemption only applies to Preference Shares that are acquired by the company.

The Buyback normally applies to Ordinary shares. 

Split the shares 

1000

The way the new share grid has been designed one can easily manipulate the shares in order to 

prepare for a future transaction.  The screen below illustrates this, it is the end result of one 

share certificate, share certificate number 1 being split into share certificate number 2 and 3.  

This is just a question on clicking on the open space to the left of the line item shares 

certificates.
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2000

The share ledger below indicates the split in the share certificates.

3000
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The screen below shows the two share certificates 2 and 3 and you will see the left of the share 

certificate number 2 there is a little red icon, this means that it has been bought back.   We 

would normally click on this area and then we would indicate the buy-back price.  After we have 

done this we have clicked on the capital button which will be to the left of the brown share 

capital adjustment screen and you will see that we bought back 500 share certificates at R2 per 

share giving the total price of R1,000.  The share capital, the share capital above reflects an 

adjustment, a payback of R500 to share capital and R500 to share premium, leaving the balance 

of R500 each with a total of R1,000.

4000

It really is a simple matter to do a buyback of share.  Now all that is necessary is to do the 

paperwork.
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Conversion of Par to No Par Value Shares
Notes to follow
Video Conversion of PV to NPV Shares
Video tutorial show how to do a conversion of Par Value Shares to No Par Value 

shares.
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Finalising Transactions
In the previous version of our software Professional Series we had a system of 

updating the transaction when we were satisfied that all the paperwork was 

signed and that the transactions were finalised.  The system then recorded the 

fact that if a transaction was not updated then it was not finalised. 

In SKY we have adopted a different approach in that all the secretarial 

transactions performed are in fact in real time.  And it is then necessary for you to 

set the status on the transaction to reflect exactly where it is in the process, for 

example you can have a whole lot of status words like "gone for signature", 

"signed", "registered", "CIPC", and then the last one would be "finalised", and 

those transactions that are marked finalised cannot be edited and they in fact 

become final. Once a transaction is finalised the system reflects a lock icon 

against the transaction and the transaction cant be edited unless its unlocked. 

It is then a simple matter of setting up a filter in the transaction panel to 

determine what you want to see.  For example let us see all those clients who 

have gone for signature, we would then set the status as signature in the screen 

listed below.

You now have an idea of how powerful the statuses in the transaction screen 

are.   
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Sky Time
Sky Time is the third application in the SKY Software series and in fact consists 

of WIP – work in progress and a debtor’s module.

In this manual we will start off with the setup of the WIP as time is the most 

important aspect of running an accounting practice.  

At this point we have not built in the transactional billing but this will come soon 

from Sky Tax and Sky Sec.  If you are a user of Professional Series you will see 

that there are some notable differences in the design of the software.

First of all we have built a project management system.  This is a system that 

will allow you to allocate all your staff resources to a particular job and then you 

can monitor the time on a job as it comes in on a real time basis.  By setting up 

your staff allocations this in fact produces a budget which will allow actual time to 

be monitored against budgetted time.

Because we offer an unlimited user licence the various project inquiries can be 

opened on a partner screen and he can monitor the time spent on a client in real 

time.  By making use of these facilities the dream of a paperless office becomes 

a reality.

Sky Time has been built with state of the art software and can handle from the 

smallest practice to the largest. There is in fact no limitation in regard to size. The 

whole system is real time and there are no month ends or rolling of balances.
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Menus
Detailed below are the menu options with the wip menu option highlighted.  The 

next level shows all the various options that you are required to address in 

running the Sky Time system.  Again we have used the approach of a work flow 

so its important to address aspects from the left to the right. Although we have 

the setup option on the right it is clearly something that needs to be addressed 

first.

The menus consist of the operational menu options and the setup options. The 

menu screen below highlights some of the set up options for the WIP of Sky 

Time with Setup  highlighted indicating various setup items.
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Employee
Detailed below is the employee menu tree.  There are employee details and then 

all the items that employees will need to be linked to being Sector, Division and 

Classification.

The screen detailed below is a list view of employee maintenance and you can 

see that a particular employee is allocated to a partner or manager as well as a 

classification.
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Shown below is the detailed view of employee maintenance.  Make sure you 

enter all the links if any are not going to be used insert a dummy field *. For more 

information on Classification please have a look at the Section of Classification.  

In order to allow a user to access a time sheet click on the user area and enter 
the users who will have access to time sheets. You may drill down to the users 
that you want to give access to.
Enter the standard hours in the week that the employee should work.
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Classifications

Classifications relate to employees.

Classifications is a method that is used to group similar employees together for 

the purpose of controlling and changing charge out rates. In the classification 

setup screen we have defined various types of a classification setups. 

For example junior clerks, senior clerks, general audit, etc and the point of 

this is that if  a large firm needs to change rates one can change the rate once for 

the classification and all the employees attached to that classification are 

changed. We can use these employee classifications to change the rate 

including the date of the rate change and this will in effect change all the rates for 

that classification, for example. If there are ten clerks who are junior and they all 

have the same rate one would then just need to change the rate under employee 

classification and all the employees will be changed automatically.

Before you set up classifications employees must be set up.
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Sector

Sector relates to sorting employees by business division or branch office.

The Sector setup is just a method of defining a whole lot of matter or job 

categories into a section. i.e A section of the firm or a branch office.

This will be very useful for bringing out different reports or enquiries by sector.
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Division

Division relates to sorting employees by a particular business division.

Divisions is in effect another method of sorting time and will work ideally where 

you have branch offices and business units.
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Category
Category relates to the work type and groups a whole lot of work types grouped 

under category. It is a consolidation of charge codes. A whole number of charge 

codes will belong to a category.

Categories defines an overall grouping of different charge codes, for example if 

you have multiple audit charges, fixed assets, debtors, etc all these charges can 

be linked to categories.  A charge is like a sub category and they will all add up to 

give you the overall totals for the category.

The above categories can further be broken down into charge codes for further 
analysis.
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Charges

The charges are in fact job codes as used in Professional Series and is linked to 

a category.  A charge code breaks the work type down as to how the firm wants 

to describes the jobs it does. You can also use charge codes for producing a 

standard fee for invoicing.  

There are 2 views of the charge code setup screen.  The list view as well as the 

form view.  Click on the list view icon to    switch between the two views. You 

would use the form view to enter all the details about charges.

The forms view is detailed below.
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Matter

Matters are self-contained codes which will allow you to pull out work for any 

particular kind of sub code.  These are over and above the charges and 

categories.  In other words a line item on a time sheet can in fact have more than 

one sort field and this is in fact the second sort field. As a rule we would add 

matter codes to projects.
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Sky Time Project

The core of Sky Time is setting up a project. Every client must have at least one 

project set up before you can start recording time. A client may have multiple 

projects for example a secretarial project, an auditing project, a tax project 
etc, or one project that can be utilised for all charges. By making use of job codes 

or task codes the system will be similar to the way Professional Series works. 

By working on a Project basis the system allows time to be captured accurately.

On the screen below if you look at the left hand panel you will see that Bryanston 

Gardens CC. is highlighted and on the right we have details of the project. We 

created a project by clicking on the new icon.  A project name will automatically 

be allocated by the system based on the matter selected. You may also select a 

sector code for projects to differentiate between cost centres or branches.

Project name and Matter

In order to create a project click on a client on the left hand side and click on a 

the new icon.  Then select a wip year, a matter and a sector if required.  

The project name will automatically be inserted into the project name area.  

Underneath that we can detail a  description of what the project is.  In the screen 

below you will see that there has been no resource allocation and we are in the 

process of selecting an available matter.
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Resource Allocation

We would now need to click on the new button to the left of the words resource 

allocation. Click on the area provided and a list of all the employees will display, 

we can then scroll down to find the employee that we want to allocate that 

employee to the project.  When the  employee is selected, units under the budget 

column must be inserted and based on the rates of that employee this will 

automatically calculate the amount.  
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Once the employees have been allocated the system will calculate a budget and 

in order to save the budget, click on the green tick on the top of the page and the 

calculation will be done as on the screen below where we have a project ready to 

receive time sheet entries and disbursements.

..
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This now completes the setting up of the project and as the time is allocated into 

the project the system will automatically give you the difference between budget 

and actual.
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Where a resource has not been allocated

There is however a situation which may arise during the progression of a 

particular job in that an employee charges time who was not originally allocated 

to the project. In this instance one needs to allocate a blank record as a resource 

as is indicated on the screen below.

Page 241 Accfin Software Sky Software



Video showing how to set up a Project
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Sky Time Transactions

Sky Time Transactions consist of Time Sheet, Disbursements, Project 
Invoicing and Write Offs.
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Time Sheet

The screen below shows what a time sheet looks like in its graphical form.  There 

are various components of a time sheet screen, you will have the panel of time 

sheet employs on  the left hand side which lists all the employees. On the top 

you will have the header of the time sheet employee reflected, and then you will 

have the detail of the time sheet for the week in question.

An employee list will have the various dates of the time sheets (which you will 

see on the top left hand panel) and you can navigate backwards and forwards on 

dates to find the various time sheets required for an employee.
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The time sheet above indicates a green area, this is where work was actually 

done and charged to a project and an orange area indicates non-chargeable 

time.

To open a time dialog double click on any cell. To modify a dialog double click on 

the colour to open the dialogue and the following dialogue will display.

When creating an entry for an employee you have a choice of projects that are 

allocated to the employee as indicated below.

The drop down of the projects indicates all the projects allocated to the person 

for which time sheets are being entered. Where a blank line has been entered to 

a project that project will appear for all employees.
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It will be necessary to enter the correct charge type. place the cursor over the 

charge out area and the above drop down box will appear as in the screen 

below.

 

By placing your cursor over the start time cell or end time cell the units are 

calculated  to the right in the units cell  

A double click on any time sheet grid on any cell will open the time sheet entry 

dialogue for the person in question by clicking on the start time or the end time, a 

drop down will display the time which you may select.  The units will 

automatically be changed accordingly to the length of time between the start and 

end time selected.

By clicking on the project area a drop down list box will open and you will then 

again be in a position to select a particular client by typing in the first letter of a 
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particular project.  The system will jump to the projects available for that 

employer. 

When you select an employee the projects allocate to that employee will display 

automatically and then you have an option of selecting the year and the matter 

code.  Once this is done you can go and again click on the charge type to select 

the type of charge.  You can enter in the remark area  any free form narration 

that you require, on the right you can set the rate selected. 

Video showing the operation of a Time Sheet
..
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Time Sheet Units
Before you start with time sheets its important to understand how units on the 

time sheet works. One unit is equal to one hour. The way we enter time sheet 

time is to enter the Start and  End Time and then this calculates the units. In the 

screen below a 10 minute time interval has been entered.

Note that the units is calculated at .17 of 1 hour being 10/60. In the screen below 

the graphical representation of the time slot is shown on the time sheet. It shows 

as a very thin line on the time sheet.
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Click on the Timesheet log tab and a transactional view will display as in the screen below.

Instead of working on the graphical timesheet interface the Timesheet log can be 
used to capture the timesheet. 

To enter a new record it is simply a matter of clicking on the new icon and then 
clicking on each cell and a drop down list will allow you to enter the data that is 
required.
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After entering a few line items switch to the weeky graphical interface which will 

look as below.
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..
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Disbursements

The screen shown below is a disbursement entry screen and disbursements are 

allocated to a particular project. You need to put in an employee code and a 

disbursement code, for example when it is traveling you enter in units and the 

rate and there is space for you to type a detailed remark.

You can change the view from disbursement entry to a list view.
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Project Invoicing

There are 2 ways of billing a project one can do it line by line or on a global 

basis. The first example below is billing out each employee line by line.

This is where you do the project invoicing. By invoicing here the WIP balance on 

the project will be reduced. What is extremely powerful is the fact that the wip 

time of each employee is stored and can be reduced by billing.

Before we start lets look at the project enquiry screen which will give us the detail 

of what needs to be charged.
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In the above screen you will see the wip balance for each employee. This screen 

should be used by the partner or the manager when it comes to the 

determination of the amounts to be invoiced.

The project invoice will look like the screen below.

After the line items have been billed the screen will look like the screen below.

Page 256 Accfin Software Sky Software



After the invoice has been processed the project enquiry screen will appear as 

below. Notice that the invoices that have been billed reduce the wip balances for 

each employee. 
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We can now decide what to do with the remaining balances and write them off if 

we so wish. 

Another method of billing is to invoice globally as indicated on the screen below.

A global invoice can be processed with many line items as is required. Click on 
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the Billing allocations and then enter the Billing Amount. The invoice will reflect 

as a global invoice in the enquiry screen.
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Write Offs

This is where you write off project balances.

The above screen has been created with the necessary data being entered into 

the yellow area. The end result of the transaction is that the balance of R660 
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against Rob Stark has been written.
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Sky Time Enquiry
The menu options below will shows the various menu options.
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Project Wip Enquiry

The Project WIP enquiry is where one can get the balances and status about any 

project. The screen below shows all the projects on the left hand side with details 

of the the project highlighted on the right hand side. The project enquiry will be 

the main source for obtaining the correct information when on determines what is 

to be billed.

If you right click on the line item of what has been actually charged the following 

detailed screen will display the make up of the actual charges for the employee in 

question. The actual time charged amount can consist of many items.
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Time Sheet Enquiry

The Time sheet Enquiry will give a summary of the time sheets processed as 
shown below.
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Sky Debtors
Sky Debtors provides a full open item and balance forward debtors system.
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Debtors Menu
On the screen below you will see the Debtors menu tree.  The Debtors menu tree 

will give you an ability to prepare an invoice, credit note, process receipts, do a 

journal adjustment and to view the ledger which is in fact the enquiry screen.  

The setup is where you would need to set up various aspects for billing.  

For example the billing entity, SKY software works on the basis that you can 

have multiple billing entries against each record.  There is also a place where 

you can set up your fee paragraphs.  This is automatic narration that you can use 

for your invoice.
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Billing Entity

The screen below will display after we have selected Billing Entity.  In the left 

hand panel you will see a list of all the Billing Entities and on the right hand side 

you will see the Billing Periods.  By selecting any of the billing entities the billing 

periods with that entity will display on the right hand side, showing the respective 

dates associated with the billing entity.

We have switched the mode of the billing entity by selecting the view switch and 

 you will see the details of the Billing Entity below and this is used for 

merging onto an invoice or statement.  If you wish to change anything on the 

billing entity then it is just a question of changing the view mode.

You will notice on the right hand panel there is a column called Closed and some 

of the periods may be  marked with a tick.  This means that these periods are 

closed and no transaction can go to the period.
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You will see on the screen above there is a field called current period.  This is the 

current default period that the system is working in and the screen above says 3 

Aug 2014 to 3  September 2014 and that would be the period that we are 

working in.  In order to change the period, let us say you need to go back to the 

prior period (remember you can see all the periods on the right hand side and in 

the billing periods panel). In order to change a period for example you want to go 

back to a prior period place the left hand panel in edit mode and click on the 

down arrow and choose the period that you want.  Use this change  with caution.  

The screen below shows the list of billing entities and on the right hand side 

invoice number range.  Please note that we have the number ranges tab 

selected.  This will allow you for each billing entity to select a range of invoices 

for different departments.  Say there is a Secretarial Department then you can 

select the Secretarial Department and the ranges will display.
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When invoicing a drop down will allow you to select the Billing Entity and the 
Number Range required.
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Fee Paragraph

List View

Form view 
Create a new paragraph just the way a new record is created. In form view just 

type as below.
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Invoice

The screen below shows a list view of the invoice maintenance.  

Click on the switch view icon and you will get the form for entering an invoice.  

You will notice at the top we have got the Billing Entities so by clicking on the 

down arrow we can select the billing entity and on the right hand side we have 

got the Number Range.  The principal of this  invoice works in the same way as 

the project invoicing works.  The only difference here is that you have a choice as 
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to whether you want to do a direct invoice against the client (does not reduce 

work in progress) or you want to do it against the project.  To get an idea of how 

the invoicing works please refer to the section on Project Invoice

Page 274 Accfin Software Sky Software



Credit Notes
Credit notes the same as invoices.

Credit notes work in a very similar way to an invoice.  The point of doing a credit 

is to reduce the balance on an invoice so it is important that you indicate which 

invoice is affected by the credit note.
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Receipts
RECEIPTS – 9000

Detailed below is the receipts list view and below that if you want to change to 

the form view click on the switch icon  .

The screen below indicates a receipt in process.  You enter the actual receipt just 

below the statement description and then in the window below you can allocate 

receipts to an invoice by clicking on the invoice number.  This will give you the list 

of invoices that you can choose from.  If you do not allocate the receipt then the 

system will automatically do what we call an auto allocation taking the receipt off 

the oldest balance or invoice.
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The screen below shows a receipt of R10,000 that has been allocated to AUD 57 

AUD 58 and AUD 59.
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Journal

Detailed below is a screen indicating the list view of journals minus amounts of 

credits and positive amounts are in fact debits.  It is necessary to allocate the 

journal adjustments to an invoice, if you do not the system will allocate to the 

oldest balance.
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Detailed below is a form view of the journal and you will see that we have 

allocated the journal to a particular number?
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Ledger Views

The screen below shows the ledger view.  

On the top you will get the total balances for debtors and various movements.  

You will see the current billing period.  On the left hand side is a panel with each 

debtor and the balance.  By changing the billing entity the system will 

automatically display the details for the new billing entity.  On the right hand side 

will be a list of transactions with the various balances for the client billing period.

The view below is a view of the statement and the system will automatically 

display the opening position and the closing position for the period in question.
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The screen below shows how the balance of each invoice is made up.  
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Technical Stuff
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Planning Guide
Accfin Sky

Conversion and Installation Schedule
Client : Code : ___

Contact :

Conversion From : 

Modules

Tax Manager : [     ] WIP/Time : [     ]

Tax Advisor : [     ] Debtors : [     ]

Sec Assist : [     ]

Data to be provided by client on 

Received on : By : 

Conversion and verification ( Allow min 2 days) 

Dates :   -  

Consultant :

Installation :

Accfin Cloud : [    ] On Premise  : [     ]

No of Users :

Consultant :

Training 
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Setup Checklist
 Make sure that you have either the installation CD or installation files with you before going out to 

the client. (Check to see if what you have is the Latest Files as well)

 Check to see that java is installed and is compatible to run Servoy on server.

 Run the Accfin Sky Installation Procedure (2 hrs Max).

 If you run the Batch file and get a Memory error message then make sure to check the procedure that 
that will help you fix this. (There is a word document that has been created to fix this)

 Setup at least 2 users work station and make sure that it connects and work fine including the setting 
up of the SARS CONNECTION (I-Tax Connect).

 Make sure when installing on the 2 users work station that you have either the IT Person or a 
company personnel present with you to show them how the installation is done as they will be doing 
the setting up of the other work stations.

 If you encounter a Memory problem where the batch file can’t open, revert to the Memory Word 
document fix on this problem. (Remember to try keep all documents with you before going out to 
client)

 Log in and setup the Software Registration and remember to Call Sini if you require a New Code as 
the system generates a code for only 10 USERS. (confirm with client on the amount of users)

  Once installation is complete and you have now logged in fine, Setup the Users and privileges 
accordingly. (There is a manual for setting up Users, Privileges and Organisations)  

 Log off and log on as one of the users that you have created and check to see that what you have 
created is all correct eg, screens that appear after logging in etc….

 Setup the Backup Batch file and make sure it works. (There is a manual for setting up the Batch file)

 Check to see that you can connect using Smart Client and also Web Client as this is important.
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 Go into settings and setup the Email Template.

MODULE BASED

 Print a Sample Letter to make sure it is there and prints fine.

 Make sure that the standard filters are there after installation.

 View and print an MOI to see if it works fine (Secretarial).

 View and print a Resolution to see if it works fine (Secretarial).
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System Requirements and Specification Amalysis

System
Requirements and 

Specification
Analysis

For

Date

Company Name :
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Postal Physical 
Address Address

Tel No : Fax No.

Contact person : 
Designation : 

Cell No : 

Email :  

Number of Partners :

Number of Staff :

Previous System
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Secretarial :
Name of System :
Version :            Years 

No Of users :
Reason for change :

Tax Management :
Name of System :
Version :            Years 

No Of users :
Reason for change :

Tax Returns :
Name of System :
Version :            Years 

No Of users :
Reason for change :

Time and WIP :
Name of System :
Version :            Years 

No Of users :
Reason for change :

Debtors :
Name of System :
Version :            Years 

No Of users :
Reason for change :

Current System
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Secretarial :
Name of System :
Version :            Years 

No Of users :
Reason for change :

Tax Management :
Name of System :
Version :            Years 

No Of users :
Reason for change :

Tax Returns :
Name of System :
Version :            Years 

No Of users :
Reason for change :

Time and WIP :
Name of System :
Version :            Years 

No Of users :
Reason for change :

Debtors :
Name of System :
Version :            Years 

No Of users :
Reason for change :

SECRETARIAL
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Person responsible :  
who will 

1. Able to provide an in depth requirement spec 
2. make the decisions

Cell No :
Email  :

Core Functionality Requirements: 
1. Formation of company/ccs
2. Appt, resign directors/members
3. Share allotments, transfers, buybacks
4. Printing of forms
5. Printing of Registers
6. Generate invoices
7.   
8.   
9.   
10.   
11.   

What is the good points of your old system?

What is the bad points of your old system?

What features would you like to have to make your system processes better 
and easier?

What is the most important reports that you absolutely must have ?
(provide samples)
1.
2.
3.
4.
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What do you dislike about Accfin Secretarial Assistant ?

What do you like about Accfin Secretarial Assistant, that will make or have 
made you chose it?

TAX MANAGEMENT
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Person responsible :  
who will 

1. Able to provide an in depth requirement spec 
2. make the decisions

Cell No :
Email  :

Core Functionality Requirements: 
1. Calculation of Provisional tax, 1st, 2nd, 3rd , Top Ups
2. Capture and track Assessments, objections, queries
3. ability to review provisional calculations
4. Print of IRP6
5. Printing of letters to clients
6. Generate Invoices
7.   
8.   
9.   
10.   

What is the good points of your old system?

What is the bad points of your old system?

What features would you like to have to make your system processes better 
and easier?

What is the most important reports that you absolutely must have ?
(provide samples)
1.
2.
3.
4.
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What do you dislike about Accfin Tax Manager ?

What do you like about Accfin Tax Manager, that will make or have made 
you chose it?

TAX RETURNS
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Person responsible :  
who will 

1. Able to provide an in depth requirement spec 
2. make the decisions

Cell No :
Email  :

Core Functionality Requirements: 
1. Calculation of Individual tax return
2. Calculation of Lumpsums
3. Calculation of car allowances
4. CGT
5. IT14
6.   
7.   
8.   
9.   

What is the good points of your old system?

What is the bad points of your old system?

What features would you like to have to make your system processes better 
and easier?

What is the most important reports that you absolutely must have ?
(provide samples)
1.
2.
3.
4.
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What do you dislike about Accfin Tax Advisor ?

What do you like about Accfin Tax Advisor, that will make or have made 
you chose it?

WIP AND DEBTORS
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Person responsible :  
who will 

1. Able to provide an in depth requirement spec 
2. make the decisions

Cell No :
Email  :

Core Functionality Requirements: 
1. Capture Timesheets, disbursements
2. do writeoffs, writeups
3. Print WIP and analysis reports
4. Do billing and invoices
5. capture receipts, journals
6. Print Invoices and Statements
7.   
8.   
9.   
10.   

What is the good points of your old system?

What is the bad points of your old system?

What features would you like to have to make your system processes better 
and easier?

What is the most important reports that you absolutely must have ?
(provide samples)
1.
2.
3.
4.

Time Sheets
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How Many Time sheets do you have? 
Does each person capture their own time sheet? 

What do you dislike about Accfin Time Right ?

What do you like about Accfin Time Right, that will make or have made you 
choose it?

GENERAL
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Network
Is your network managed in-house or externally?

Who is responsible for your network?

What network do you have?

Do you have a dedicated server?

What printers do you have ?

User Sec Asst TaxManager TaxAdvisor Wip Debtors
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TOTALS

DATA CONVERSION

I refer you to the letter regarding data conversions as attached hereto.

The pertinent points in respect of the letter and your data conversion is
1. The data conversion is NOT 100% guaranteed
2. It is dependant on the availability and accessibility by us of your 

information.
3. You are responsible for providing us with the data in a format suitable 

for us to convert as detailed below.
4. The time quoted is only an estimate; the actual time taken to convert 

the data may vary.
5. During the conversion process any work done on the old system will 

have to be re-done on Accfin Proseries.
6. We are not liable for time lost.
7. You must provide us with reports as detailed below to enable us to 

test check the data.
8. We do checks on the data as detailed below, but the responsible 

person(s) from your organization will have to sign off the data on 
delivery.

Analysis of Requirements

Page 301 Accfin Software Sky Software



Modules Required
No Of users

Secretarial Assistant
Tax Manager
Time Right 
Or
Professional Pack
Tax Advisor
Remote Time Sheets

Installation
Proseries
How many computers to install on?
How long to install ?
(ensuring that there is sufficient time to install and setup each computer)

Remote Time Sheets
How many computers to install on?
How long to install ?
(ensuring that there is sufficient time to install and setup each computer)

Training No Of Days
Masters Takeon etc
Secretarial Assistant
Tax Manager
Time Recording
Debtors
Tax Advisor
Remote Timesheets

Data Conversion  
(Refer to schedule of conversion times)

Secretarial Assistant
Tax Manager
Time Recording
Debtors

Insert quote here
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DATA CONVERSION REQUIREMENTS
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Secretarial Assistant
Data Required :
As per schedule dependant on program and ver

Reports Required :
1. Share ledger
2. Directors Ledger
3. CC Members ledger
4. Share Certificates sample

Tax Manager
Data Required :
As per schedule dependant on program and ver

Reports Required :
1. Provisional Taxes Paid
2. Payments to SARS
3. Refunds from SARS
4. Latest Assessment report
5. Sample Letters

WIP
Data Required :
As per schedule dependant on program and ver

Reports Required :
1. WIP control
2. WIP Totals by client by year (by matter)

Debtors
Data Required :
As per schedule dependant on program and ver

Reports Required :
1. Debtors Control
2. Age Analysis
3. Sample Statement Layout
4. Sample Invoice Layout

Action Plan
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Date Action

Receive data and Reports as detailed above
Data conversion commence
Data conversion complete
Data check
Data Handover and signoff

Installation
Sec Asst Training
Tax Manager Training
Tax Advisor Training
Wip Training
Debtors Training
Remote Timesheet Installation and Training

DATA CONVERSION CHECKLIST
Masters A C
Codes Max 10 char long

No duplicates
All upper case
No blank codes

Client type Company , CC, Individ, Trust properly tagged
Tax Numbers 
Client Descriptions Individuals to be Surname+Firstname
Firstname,surname, 
initials, title to be blank for all types other than individuals
Year end months
Postal Address Format, postal code 
Physical Addres
Phone, fax , email
Contact Person
Id No For individuals
Date of Birth
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Reg No Non Individuals
WIP tab Should all clients be auto tagged?
Debtors Tab Should all clients be auto tagged?

VAT code, Interest code, history retention, open item
Tax Manager Tab Should all clients be created as Tax clients?

Provisional Client Tag
Last Return Year

Secretarial Tab Should all Cos/ccs be tagged as sec clients?
Date Incorporated
Registered office
Auditor Info
Annual Return Info

Shareholder/Officer Are clients tagged properly?
CLIENT TYPE S21 (Section 21), SOLE (Soletrader)?
BUSINESS 
CATEGORY

Input Business Category

Receiver branch All there with efiling tax areas if using ITC
Total clients Proseries vs spreadsheet

Checked Inhouse Client
Date Date 
Name Name 

Secretarial Assistant A C
Setup options Share capital class

 Share code field (Cutoff descriptions?)
Shares Issued (Is there an amount?)
Par Value ticked or not?
Registered offices (Description?)
Auditors (Description?)
Entity types
Update forms

Takeon Type radio button selected or not. Subscriber checkbox.
Distinct numbers
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Quantity, date
Total, Available

Trusts Benefeciaries

Reports Register of member share accounts (history? 
Allotments, Transfers?)

Utilities Recalc Share Capital
Verify clients

Checked Inhouse Client
Date Date 
Name Name 

Tax Manager A C
Provisional Ledger Previous years

Review report Last prov calc ledger exists
Assessed year
Assessed Income
Provisional Income Used
Tax on Income
Rebates
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Paye/Site
Tax Paid

Latest Submissions

Refunds

Letters Check all letters for each type of transaction
Assessment, Submission, provisional etc
English, Afrikaans

Assessments Any missing?

Fonts for bar codes Install on each workstation

Word merge fix Install on each workstation

Checked Inhouse Client
Date Date 
Name Name 

Time Recording / WIP A C
Job codes Check all job codes and description created
Overhead Codes Check overhead code and descriptions
Disbursement codes
Employees Check employee master file

Resigned employees 
Charge rates, cost rates
Std time sheet units

Years and matters Check if open
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Should all clients be opened
WIP control Opening Balances as at date

Annual totals of each type
Closing balance

Client Totals Random checks as per control check

Recalc balances Check above after recalc

Timesheet periods Correct Naming of periods
Options Matters as wip ticked? Consolidate opening balances?
Takeon Client Fix odd codes that were not converted correctly
Wip tab In masters>client maintenance? With figures?
Matter codes Check if created
Category codes Check if created
List of Privileges Check file registry has all tr privileges
Transactions Types Check if tsheet exists
Auto gen fees (open 
item)

Check what method is used

By job by employee Check a few clients on this report
All clients Generate as wip?
Fee codes Check if created

Checked Inhouse Client
Date Date 
Name Name 

Debtors A C
VAT codes
Debtors Control Opening Balance

Invoice totals for month
Credit Note Totals for month
Receipt Totals for month
Journal Totals for Month
Closing Balance
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Check aging is not just in current period
Aged Analysis Check totals per age

Check closing totals
Month end Run month end

Check as per above after monthend
Recalc Balances Check Age analysis and control

Invoice Print Check Layouts
Companies Vat Number is present
Caters for auto generate fees?

Statement Print Check layouts
Columns, font etc
Narratives for Inv,Crn,Rec,Jnl all correct

Debtors Ranges How many are there?

Interest code Put in a * for all?

Message (Inv and 
Stm)

Put in a * for all?

Invoice/Statement 
Export

Export to PDF correctly

All clients Generate as debtors?

Checked Inhouse Client
Date Date 
Name Name 
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TRAINING CHECKLIST
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Masters Training Schedule

Accfinsky Masters Training Schedule

 Masters Setup of Partner, manager, Category and Classification. (10 mins)

 Explain how the tool bars work and what they do eg, New, Save, Delete, Edit etc…..

 Explain the Client list and filters eg, Co = Type 1, CC = Type 2…etc

 Client Details Tab = Explain how does the linking of the clients to Partners and managers work.

 The Tabs underneath the Client Details page which links the clients to specific modules.

 Demographics Tab - This is quite straight forward and the information must be of the client and no 
one else’s. (Make sure to explain the different toolbars for different screens when adding in 
information)

 User Fields Tab – Explain how this can be used and what it can be used for and is not mandatory to be 
filled in.

 Other Details Tab – Enter the individual’s credentials on the left of screen and if it’s a Company or CC 
then enter the required fields on the right of the screen. This tab is also used for the Main contact 
person for the Company, CC and Trust and doesn’t need to be filled in if the client is an individual. 
The bottom part of the screen is not mandatory to fill in but is advisable to enter in information.

 Tax Details Tab – This tab used to activate the client as a Tax Client in Accfinsky. Tick the relevant tax 
indications box to determine what type of Tax Client this is. (More than one can be ticked here). Then 
fill out the rest of the information underneath the Tax Indications fields.

 Wip Client Tab – This tab is used to activate the client for the use of WIP. The only information that 
would need to be filled out here is the Last Year billed as the rest of the information will pull through 
from the Project Screen (Ledger) as you start entering Time Sheets and start doing Project Invoices.
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 Sec Client Tab – This tab is used to activate the client for Secretarial use. All the information required 
here is important and required for Secretarial. At the bottom of the screen is a field called Default 
Signatory, this allows you to enter the person who is the Authorised Person to sign on behalf of that 
company, and you can set by default or leave it blank as the form will prompt you when printing it.

 Billing Info Tab (Debtors) – Ask questions on how they are currently running their Debtors before 
starting to explain anything on the Debtors, this will enable you to determine what key points to stick 
to and what part of the Debtors module they will require. You will need to understand how the Entity 
work and link backs to the Projects, which entail leads back to the Debtors Billing. The Billing Info Tab 
information pulls through from the Debtors Ledger. Don’t worry about the Open item tick box as this 
will determine what will print on the Statement nothing else (Open Item does not work like Proseries 
so don’t get confused).

Date Module Section
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