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Copyright Notice 
 

This document is protected by copyright under the Berne Convention and the South African Copyright 
Act, 98 of 1998. No part of this document may be reduced or transmitted in any form or by any means, 
electronic or mechanical, including photocopying, recording or by any information storage and retrieval 
system, without the written permission of Munsoft.  
Whilst every effort has been made to ensure that the information contained in this document is accurate 
and complete, Munsoft, its directors, officers and employees take no responsibility for any loss or damage 
suffered by any person as a result of their reliance upon the information contained herein. 
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Introduction 
 

The Unallocated Receipts Register is a Register under our Sundry Register module to 
accommodate the receiving of payments through the Cashiers or Cash Book that does not have 
an identifiable reference to allocate to a Consumer/Sundry/GL Account. 

 

Previous Process: 

 

When a payment was received without a valid Account Number, it was allocated to an 
Unallocated Deposit Quick Code in the General Ledger. 

When a client then showed proof of payment, the payment would be transferred from the 
General Ledger to the relevant Account by means of the Receipt Transfer screen in the Cashiers 
module.  The payment would then reflect on the account after the Cashier Day End was 
performed. 

 

Reasons for Change: 
 

Once a receipt is posted to the Cash Book, it no longer affects the Cashier module, yet the 
process of transferring would still be the responsibility of the Cashier Supervisor. 

The process of transferring would be done without any authorisation by another party. 

Auditors require a detailed Unallocated Receipt Register to determine write offs after a specific 
period. 

The Unallocated Receipts Register accommodates suggested standard operating procedures. 

The allocation of an unallocated amount goes through authorisation. 

A detailed register for Allocated or Unallocated Receipts can be extracted for specified periods. 
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Menu Access and Authorisation Levels 
 

Menu Access have to be granted to the relevant users. 

SUNDRY REGISTERS > SUNDRY REGISTER ENQUIRY 

SUNDRY REGISTERS > PAYMENT TRANSFER/REVERSAL 

SUNDRY REGISTERS > REIMBURSEMENT CAPTURE 

SUNDRY REGISTERS > TRANSFER VT RECEIPT TO UNA 

SUNDRY REGISTERS > TRANSFER VT RECEIPT REVERSAL 

SUNDRY REGISTERS > BULK VT RECEIPT TRANSFER TO UNA 

SUNDRY REGISTERS > AUTHORISE TRANSACTIONS 

SUNDRY REGISTERS > REPORTING & EXTRACTS 

 

 

 

The user(s) who will be authorising the transactions will need to have authorisation rights for 
Sundry Registers. 
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ICT ADMINISTRATION > AUTHORISATION SETUP 

 

Capturing an Unallocated Receipt 
 

The process of receipt capturing remains unchanged. 

Capture a receipt against the Unallocated Receipts Quick Code: 

 

After clicking OK on the message, the system automatically switches the VT Quick Code to RG 
UNA (Sundry Register Unallocated Receipts) 
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Importing an Unallocated Receipt 
 

The same applies when doing a receipt import.  Where VT Quick Code is entered, the system 
replaces it with RG UNA.  (In time the user capturing can get used to entering RG UNA instead 
of VT Quick Code) 

Receipt Integrations 
 

With all integration files, if there is no Account Number or an invalid Account Number, the 
system used to populate the VT Quick Codes for those entries.  The system will now handle it 
the same as above, by replacing VT Quick Code with RG UNA and post it to the Unallocated 
Receipt Register. 

Bank Statement Processing 
 

When processing bank statements and there is no Account Number available/valid and the user 
enters VT Quick Code, the system replaces it with RG UNA and post it to the Unallocated 
Receipt Register. 

Cashier Day End 
 

When the Cashier Day End is performed, all RG UNA receipts will be posted to the Unallocated 
Receipt Register.  The system populates the same Receipt Number and UNA Document Number 
which will be the link between the two modules.  The Reference used will also be the Reference 
reflecting in the Cash Book. 
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Example of printed receipt: 

 

Example of receipt posted to UNA Register: 

 

 

GL Entries 
 

Use the ‘Expand’ button to view all the details and View the GL Interface Entries to see the 
affect on the Unallocated Deposits Control and Bank Code. 
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Internally broken-down Unallocated Receipts Item credited. 

Bank debited. 

The ‘Filter’ button can be used to filter for a specific Date, Amount, Payment Type and for All 
Transactions, Unallocated or Allocated Receipts. 

 

 



User Guide: 
UNALLOCATED RECEIPTS REGISTER 

9 
 

Payment Transfer/Reversal 
 

The Unallocated Receipt can be transferred in 2 different ways: 

 

Once the Transfer Y/N block is ticked for the Document you want to transfer, the following 
screen appears with the options to Capture Split, or Import Split: 

 

The Capture Split option allows you to select the Transfer Option and Account Number or Quick 
Code where the Document has to be transferred to and to enter the Transfer Amount. 
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After capturing the split, a Payment Transfer/Reversal document is generated. 

 

The Import Split option opens a screen where the File Layout can be generated from, 
information captured in this specific layout, the file saved and then selected to import.  This 
option is mostly used when a large amount has to be transferred to many Accounts or Quick 
Codes. 
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Layout: 

 

All Transfers have to be authorised. 

 

If a Payment was incorrectly receipted and needs to be reversed, the Payment Reversal option is 
selected.  All Reversals also have to be authorised and upon authorisation, it will affect the Bank 
Code/Cash Book. 
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Reimbursement Capture 
 

If a Payment was made by mistake and it needs to be reimbursed, a Reimbursement can be 
captured. 

 

Select the transaction to be reimbursed.  If ‘None’ is selected for Cash Book Request, it won’t be 
generated.  If ‘Electronic Transfer’ is selected, the relevant Bank Details need to be captured and 
a Cash Book Request will be generated to be Updated in the Cash Book.  All Reimbursements 
have to be authorised. 

 

Transfer VT Receipt to UNA 
 

All payments previously receipted to the VT Quick Code need to be transferred to the UNA 
Register.  Transfer Transactions is not necessary for Receipts after the specified date and 
Receipt Number, as indicated on the screen. 

These transfers be done one by one as and when a Consumer enquires on a payment made 
and/or provides a proof of such payment, or it can be done in bulk.  Refer to ‘Bulk VT Receipt 
Transfer to UNA’ section below. 

Select the relevant Cashier Quick Code if you have more than one Quick Code for Unallocated 
Deposits. 

By clicking on ‘Find’, the Unallocated Cashier Receipts search screen will be opened.  The 
relevant receipt can be selected from the screen, which will populate the Original Receipt Details 
from the system. 

Once you click OK and Process, the receipt will be in the UNA Register and the Payment 
Transfer screen will open for the receipt to be transferred. 
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If the receipt is from a legacy system and has never been receipted to the VT Quick Code, the 
Legacy System Receipt block can be ticked, and the Original Receipt Details can be captured. 
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A Legacy System Receipt Transfer has to be authorised.  A CNV (Conversion) Document Number 
will be generated for such a receipt. 

 

Transfer VT Receipt Reversal 
 

When a VT Receipt was transferred to the UNA Register by mistake, a Reversal can be done. 

Select relevant Receipt from the Document Number dropdown and Process.  Receipt Reversals 
have to be authorised. 

 

 

Bulk VT Receipt Transfer to UNA 
 

All payments previously receipted to the VT Quick Code need to be transferred to the UNA 
Register.   

These transfers be done in bulk. 

Select the relevant Cashier Quick Code if you have more than one Quick Code for Unallocated 
Deposits. 

Select Receipt Import Type ‘Unallocated VT Receipt’ for Receipts that are currently still in the VT 
Quick Code. 

Or select Import Type ‘Legacy System Receipt’ for Receipts that are from a legacy system and 
has never been receipted to the VT Quick Code, but are still Unallocated. 

After selecting the Receipt Import Type, click on File Layout to generate the specific Layout for 
that import.  Capture the requested information, save the file and select for import. 
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Unallocated VT Receipt Layout: 

Only the Receipt Number is mandatory as the rest of the information can be populated from the 
system.  Any other information captured in this file will overwrite the information currently in 
the system. 

 

Legacy System Receipt Layout: 

All fields indicated with a (*) are mandatory as this information comes from a legacy system and 
is necessary to populate receipts in the UNA Register. 
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Segment Enquiry 
 

A Segment Enquiry on the Bank Quick Code shows the transactions posted per Sundry Register.  
(In example below, CEMPAYMNT for Cemetery Register and UNAPAYMNT for Unallocated 
Deposits Register) 

 

Unallocated Receipts Register Extract 
 

From the Sundry Register Enquiry screen the Register Type can be specified for UNA for a 
complete list of all items in the UNA Register.  The ‘Filter’ button can be used to specify a Date, 
Amount, Payment Type, and All, Unallocated or Allocated items.  The Excel button extracts the 
specified information which can be used as the Unallocated Receipts Register. 
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Ageing Report 
 

Detailed, Summary and Grouped Ageing options are available, also including the UNA Register 
transactions. 

 

Control Report 
 

The Control Report includes the Unallocated Receipts Register as a sub-module. 

 

Daily and Monthly Procedures 
 

The usual Daily and Monthly Procedures apply.  Where Sundry Registers have never been used 
before, a Sundry Register Month End Authorisation has to be included after which the Sundry 
Register Month End can be performed. 

VAT 
 

For clients who pay VAT on receipts over to SARS, all mentioned processes work the same.  The 
VAT portion is accommodated for and can be viewed on the GL Interface Entries as well as the 
Control Report. 


