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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. 

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 workflows which makes it 

very easy to use.                            

SKY software products is 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 another application.

The core of our systems is the main data base or client file and the applications 

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

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

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

language is Java. These aspects lends itself to producing an application which is 

cloud ready and web enabled which can handle an unlimited amount of data.

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 make use of partner, manager, category etc to sort or filter the list of clients 



so that a subset of the total displays

In the 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. 

Video On Menus
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Client File
Sky Software has a central or single Client Maintenance screen which serves all 

the Sky  applications. Therefore a client is entered on 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 onto 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.



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.

The top (vertical) 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 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 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.   



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 and 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 and the icon  further most to the left 

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 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.

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.



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.

http://www.screencast.com/t/D54jjAQPU
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Client Details
Each Client record has a details tab. 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.



User Fields - additional extraneous information which you can keep for any 

purpose like birthdays.

Other Details - other tax numbers eg Vat 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 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.



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.  



     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. 

http://www.screencast.com/t/D54jjAQPU
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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.



Client Lists
We are now going to talk about the panel on the left hand side and how to 

manipulate it so that you get 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 options, so the first thing 

that can be selected relatively easily is the type of entity.  The screen below will 

show all the clients because we have got the All radio button selected.

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

place your cursor on the partner white area a box will open with all the 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.

 





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. 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.



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.



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.  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 and then you want to 

find a filter with say February year ends, then by selecting advanced filters you 

can do this so the filters have an ability of adding a filter on top of a filter and that 

is why we call it successive.  

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

advanced filters.  



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

advanced filters.  

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

above will open the advanced filter window and the second one will remove any 

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

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 whole range of filters.  These filters 

can also be user definable.  Some of the filters are shown below.

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 

the clients you need, one can produce a report with only those clients or send an 

email to only those clients. 

http://www.screencast.com/t/74Le7G6G
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Use of Partner Filters
The video tutorial shows how we can make use of partner filters.  
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Advanced Filters                                                                                          
If  you select the advanced filter icon a window will pop up with the filters 

displayed below. You will notice that at the top of the list is advanced filter. 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 

the with advanced filters. you can create your own advanced filters. If you require 

a filter that is not there call support for the filter that you want.                                                                                                 

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

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

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

year-end February.



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.

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

the advanced filter, if you click on this the following will appear.



Building Advanced Filter
This video lesson will show you how the create a basic and advanced filter.
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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 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.  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, 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.



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 in this manual.

A Data Entry option looks more or less 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.



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. 



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.



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.  

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

and again you can enter the assessment details when you processed 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.



This one screen above will give you a list of everything.



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 entered 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.  



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.



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 

record or the amounts that you see on the right hand side on the screen below 

will automatically be entered 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 and objection record and 

also to process a refund.

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



 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. 



Objections

This option is used to Control Objections to assessments.

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

assessment you had the ability to complete and 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.

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.





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 four categories of payment that are kept:

P1, P2, Top Ups, DUE BY YOU

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 

electronically.





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 outstaying 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.



Sars Connection

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

of taxpayers and you will be see as to what aspect they have been registered 

with the SARS e-Filing system.  If you look at the column that says Taxpayer 
status you will have success then the next PTAX Status and return status you 

will have the words ACT for activated.  If  any of these 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 e-Filing aspects that you make 

sure that you have registered your clients with  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



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.  This is guaranteed.  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 of 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. 



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

should have rules for 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.



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 estimate 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

 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

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 

have to be within 90% of the final income if you lower the P2 basic amount. For 

the rules see above.



Processing Provisional
We have depicted the various menu items below for a P1 provisional.  The first 

item would be SARS IRP6’s and this is where you would actually do the retrieval 

of the data that is contained on the SARS website.  The menu item next to the P1 
RETRIEVE is the SARS retrieval data and this is where we will be able to see the 

data retrieved from SARS.  The next item is the P1 CALC which is the item that 

will allow you to do a global 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

  

Provisional Tax Calculation P1 2014
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This video tutorial will show you all the steps in the provisional tax calculation



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.

 



This will cause all the IRP6 data to be downloaded into the SARS IRP6 data file 

for you to start working with.



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 follows;



The basic amount appearing here will be known as the SARS Estimate. The 

calculation of the basic amount will be in terms of the new interpretation.

SARS will only provide last assessment, basic amount and P1 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?

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. 



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 the 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 is 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 

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 go and go and 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 to 

SARS.



Calculating Interactively
There is another way of calculating provisional tax returns. 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 
basic “amount” Practically it is not feasible to get this agreement beforehand.



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

basic. There is also a sticky note icon which will allow you to enter a not about 

this taxpayer. 



Submitting IRP6

Once the practitioner has gone through the review process and advised a client 

taxpayer as to what income is being used and the amount of tax to pay and they 

have had confirmation from the client who has confirmed 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 e-Filed which will be 

found under the Prof P1 menu tree.

  



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

that you want to submit.  It may be best to use the ledger status and when you 

are satisfied with the result you hit the submit button.  

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

the SARS status.



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 it will track all your eFiling.

The status setting is a very powerful thing 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.  



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.



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.



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. 



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



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.



Using Notes
Take note of the sticky note in the list panel.

By clicking on the note panel the note window will open.



Making Use of Review Notes in a Provisional Tax Calculation
This is a video tutorial of how the sticky notes work.
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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 fully integrates with 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 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 IT12 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 the changes.



Retrieve IT12
Before you can commence with any tax returns 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 IT12 and a list of all the 

taxpayers available will be downloaded. You can either do them globally or you 

can do them one by one.



Once you have performed the retrieval it is then necessary for you to go and 

have a look at the data downloaded in the IT12 part of the program. In the same 

line of the IT12 menu you will see an icon for e-Filing. The screen below will open 

to give you a history of all the e-Filing activity that took place.



IT12 Input Screen
We show the IT12 input screen below and you will see that it consists of three 

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 there is 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 has not been completed.  When the tax 

return is created, not necessarily submitted the orange 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.

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

deal with some of them and 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 little new button with a 

little green plus sign on the right of the line items of the IRP5, you have got the 

delete button which is a red X on the right hand side and by clicking on a line and 

then clicking on the red X you will  delete that line.



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.  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 and IRP5 in the event that the taxpayers IRP5 has 

not been retrieved from SARS.

Entering IRP5's
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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, additional info.  

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.

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 filed and you pull up the history tax return you will find all these 

amounts entered.
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ADJUSTMENTS

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

expenditure amounts and doubtful debts.  You can either increase the profit or 

reduce the profit depending on whether you use the left or the right hand column.



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.





IT12 Other Income
The other income screen is shown below

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

Entering Other Income Video
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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.



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 requirements.



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.

Medical Deduction Video
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Travelling Allowance
The screen below shows the travel allowance screen.

Travelling Allowance Video
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Company Car Deduction
The screen below indicates the company car details

Entering the Company Car Video
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Assets and Liabilities



IT14 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 SARS E-Filing system.

By entering the data into SKY Taxes modules the data can be submitted straight 

through to the SARS E-Filing where a Tax Form is generated.

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

collection system which will allow you to collect all the necessary data or the 

deduction of 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 IT14 the system is no longer based on source codes. We 

however use source codes for the purpose of processing trial balances. 



IT14 Menus
The menu options for entry of the IT14 options are shown below.  The options 

are basically similar to the IT12 in that there is a retrieve option where you 

retrieve the tax return from SARS.  All the demographics will also come down 

with the retrieval. There is a place where you input all the financial information 

and answer all the questions under IT14 input and there is a e-File option, this is 

where you can file the tax returns in bulk.



IT14 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.  When you retrieve all the 

taxpayers that are listed on the screen.

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.  The 

best way to do this is by specifying ledger status example 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.  



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 clients, you can filter this down 

to a selected partner or manager or particular year-end type.  Notice that 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 to be inserted,  namely size. Depending of 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 and if you look at the top right hand side of the line you will see 

that it says Microbusiness, 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.



IT14 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 items that are important.



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 that the company has.  Contributed 

Tax Capital concept that the preparers of tax returns should be familiar with.



IT14 Trial Balance
The system can import any TB in a csv format. The system will lead you through 
this importation process. Click on the import button.



IT14 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.





Sky Sec
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 transactions 

which update the various registers and produce the forms required.



Creating A Sky Secretarial Client
Before you can create a SKY Sec client it is important that you understand 

exactly how  the master file 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.  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.

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. 



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. 



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 a 

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.  



Sky Sec Take On Procedures
Where a company is formed for the first time one has to indicate various bits of 

information which you will find under 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. 

In other situations you may take on an existing company that comes from 

another secretarial practice and you need to make a decision as to when you 

would like to start 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:

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



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.



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.  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 



a client by status.  In the header area you will see that you have the status and it 

will be a simple matter to think 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.



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.

OTHER AREAS TO ADDRESS 



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.



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 directors.

In order to add a Director it is important to tick on the new icon and then to 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 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.





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 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.



Share Capital and 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 share 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 a 

facility to put in a share class code.  Make the share 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 

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.

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.



 



You require one screen as above for each share capital class.  You may make 

notes on the class by clicking on the notes button.   

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.

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 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.  



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.  



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. 



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, the name of the company that is 

selected and various other bits of information and 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.

 



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, 

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 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.



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 



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.



Directors Transactions
Click on the director tab to appoint and resign directors and the following screen 

will display.

An appointment and resignation 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.

 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.



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



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.



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.  



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.  



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;



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 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. 



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; 



 

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 ticked.

In order to resign an officer or auditor make sure you are in edit mode (yellow) 

and enter the resigned date. click on the edit button to the right of the appointed 

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.  The top left hand side where you have got the new button, 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;



In the case where you have to have a designated auditor in terms of the 

companies act, you would need to put in the designated auditor name in the 

space provided, so that this prints correctly on the COR 44 form.  



Shares and Share Capital
We refer you to the legal aspects of shares above in the legal section. 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 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.



Share Allotment
The allotment part of the program is found under Transactions.

The transaction screen will show you the shareholder situation. 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 as well 

as that new shareholders are in the client file. Also print or view the various share 

registers to see the share position before and after the transaction.

To allot shares make sure that you have opened a transaction screen. 



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 shares.

We have already created transaction number 3, make sure that you have clicked 

on the 3, then go down 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.  Now if you mouse over on this plus button you will see 

that it actually says new allotment. Left click and it creates a blank space for you 

to allocate the new shareholder.  You will see that it adds the certificate number 

4.

You will notice that next the certificate number four is a blank line, click on the 

blank line and the screen will change as follows.



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:



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:



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 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 figures right.  

After you have moved the transaction details up the screen will look as below: 

The total share capital has increased to R600.



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.  You will note that these shares are par value as indicated in the 

description and the par amount has been ticked.  The authorised share capital 

shows that there is 10000 shares that have been issued at a total value of R600.   

Detailed below is the share ledgerproduced by the system.

Video Processing a Share Allotment
This is a video showing how a share is issued.

http://www.screencast.com/t/vXjMCBi5LsC
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http://www.screencast.com/t/vXjMCBi5LsC
http://www.screencast.com/t/vXjMCBi5LsC
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http://www.screencast.com/t/vXjMCBi5LsC


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.



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.



Click on the square to the left of the shareholders name and the following screen 

will display after you have clicked on .



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.



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
The 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 be business reasons 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.  These procedures 

can be distinguished between both listed and unlisted shares provisions 

applicable to the Johannesburg Stock Exchange and shares not listed on the 

Stock Exchange.  One would need to examine the MOI to see who has the 

power.

Solvency and liquidity provisions must be adhered to as it is a distribution in 

terms of the distribution.

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. Depending if 

you are buying back from share capital or share premium select the correct edit 

box.

One needs to distinguish between Buyback and Redemption.

The Redemption only applies to Preference Shares that are required by the company.

The Buyback normally applies to Ordinary shares. 



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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