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Sky New Software Features

In this section we will detail the new features of Sky Software and features that have now been
documented in this help screen and on the Sky Software Academy. There won't only be new features
but features that we believe should be brought to your attention.
1. We supply various master letters which we update from time to time. Where you are using our
master letter and we update the masters then you can download the letters, cut-and-paste the
changes into your master letters.
2. Sky Tax Stop the steal of tax return profiles and refunds. click here
3. Sky Tax We have added Foreign Income which explains how to do it in Sky Tax Click Here
4. Sky Tax Provisional Tax Review screen - New fields have been added. Click Here
5. Sky Sec 9 Feb 2022 - Download CIPC Data Click Here to sign up
CIPC Data tab Click Here
6. 16 February 2022 Tax Compliance Course 2022 Click here
7. 23 February 2022 Sky Tax - 2023 tax tables have been updated
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Help Update
1. Sky Tax Click on the link - this is an important how to. How to sell a portion of your assets
2. Sky Tax We have moved many of the Sky Software Academy videos toSky Take-on Videos
Under this section you will find 4 short videos that are a must
3. Sky Tax We have posted the Technical Briefing on Provisional 2022 P2 Click Here
4. Sky Tax 13 Jan 2022 - Provisional Tax Videos are now included - Click Here
5. Sky Time 13 February 2022 Sky Time. The Sky Time Project screens have been updated. A
video has been added Project Review v.
6. 17 February 2022 How to Generate Global Fees Click here
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Security and Privacy

Security Policy with Regards to Users and access rights on AccfinSky
The following can only be done if we have a formal request, by email from an authorised person of
the client. This should be a director or Partner or someone appointed by the director or partner.
• Any new user creation and / or user deletions
• Any access rights changes, adding new rights and/or deleting existing rights
We will only do this if we receive a formal request, by email from an authorised person of the client
This authorised person must be a director/Partner of the client
The email must originate from email address of a director/partner that we have on our registration
system.
For further information please click here.
1 December 2021
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Start of the 2021 Tax Season

NEW SEASON NOTICE FROM ACCFIN - 30 JUNE 2021

The time has come once again for the new tax season to start and can you believe that we are still in
the midst of a major pandemic. I therefor implore you to stay home and stay safe. We have reached
a point where we all know people who have passed and who are sick!
We will be releasing the new tax season release of Sky Tax later today. Sky users please do not file
unless you are sure you have the latest update, especially those who run the system on their own
networks. The cloud will be automatically updated later today.
As far as provisional tax is concerned before you retrieve an IRP6 make sure SARS has uploaded
the data by checking that one or two clients have the provisional tax data on your e-filing profile.
https://www.accfinsoftware.com/sky-tax-itr12.html
The above link will take you to some learning videos
1. ITR12
2. Demographics And
3. Auto Assessments
https://www.accfinsoftware.com/sky-provisional-tax.html
We have posted a how to document on Provisional Tax on the above link
Changes to 2021 ITR12 tax return
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Sky Software Academy

The Sky Software Academy is a place where there are many take-on and training videos on how to run the
software.
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Sky Tax Take on Training Videos v
This screen has 3 videos which will help you get going and is a must in successfully using Sky.
Master and Client File Training

How to Calculate Provisional Tax for P1

How to Calculate Provisional Tax for P2

7

How to Process an ITR12
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Overview of Sky Tax v

The video below is a full on video of Sky Tax that will take 16 minutes and is a good place to get an
overview.

12 December 2021
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Important Tax Videos v
From time to time Accfin updates its letter masters and there is an update mechanism allowing the practice
the ability to update there masters.

Downloading Demogrphics

Import Trial Balance

Running P2 Provisional Tax
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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 4 most important back office disciplines for an
accounting firm. These are Tax , Company Secretarial Time and Debtors The products are called
SKY TAX, SKY SEC and SKY TIME and Sky Debtors. We have now added an additional product
called ACCFIN CLOUD where we run a cloud application for smaller clients.
Sky Software retains at a minimum the same functionality as Professional Series but in many instances
much much more as we have taken advantage of modern technology. In the development of the product
we used the concept of less is more which has resulted in a much smaller, intuitive and easier to use
program, but adds a whole lot of new modern state of the art functionality. The program works using
the concept of work flows which makes it very easy to use. Simple design with everything being in one
place thus making it easier to use.
SKY software products are the only integrated software suite in South Africa. When you load the
application you have access to everything, provided your administrator has given you rights. This
means every single aspect of a client is available to you, for example if you are working on a secretarial
client and you wish to view how much the client owes - two clicks and you are there. There are no
other competitive products in South Africa that does the same. In order to see what debtors are with a
competitive product, you have to load another application, and then the company secretarial position
load another application.
The core of our systems is the main data base or client file where all the applications Tax, Secretarial
Time and Debtors work off the main database.
A SQL database is called PostgreSQL and is used in 70% of cloud based systems in the world is
our SQL database of choice and the programing language is Java. These aspects lends them selves
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.
Updated 25 August 2016
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General Features of Software
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Menus

Each menu item in SKY software is represented by an icon as depicted in the screen below. The
user just has to click on an icon and the next level of menus will display showing additional program
icons or menu icons as illustrated in the second screen below.

By selecting the Master menu option the next range of menus will show - client, partner, manager,
category and classification. These are various data entry screens where various items like
partners, managers or category types can be attached to an individual client which will allow the
user to filter on any of these criteria.

Sky makes use of partner, manager, category etc to sort or filter the list of clients so that a subset
of the total number of clients displays
In the tax work flow menu screen below you can see that the TAX icon has been selected and a new
menu shows a whole list of items like EFREGISTER , TAX LEDGER , PROF P1 etc. Click on the
PROF P1 and it shows the next menu level starting from SARS IRP6 etc.
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It is important to note that the menu items work in a work flow starting from the left and moving
towards the right. Users who wish to process various options in the correct order should be working
from the left to the right. If you select the P1 CALC menu above this system will take you to the
screen that will allow you to calculate P1 Provisional tax.
A menu selects either the next menus or a process or data entry.
Updated 25 August 2016
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Sticky Notes

Sticky notes is our attempt to make Sky a paperless system.
Sticky notes is the CRM system of Sky Software and is designed to help you track and control what's
going on in your system. Sticky notes can be created by the user or by the system automatically
when it downloads notices and assessments. In this case a sticky note will be created with the
details of what has been downloaded. When logging in the morning by clicking on the red bell on the
bottom right hand side of the screen the sticky notes outstanding will display. In the event that you
want a create a reminder click on the new green plus and type in what you want and it will pop up
every day until you indicate that you have attended to it.
It's a good idea to insert as much detail into the sticky note when it is attended to which will allow the
note not to appear the next time you access the system. All the notes and the way they were cleared
will remain on the system for ever so that you can always refer back to it.
When a sticky note appears on one of your clients you may allocated to anyone else on the system.
When that user logs in then the sticky note will be available for them to take care of.
The screen below shows what sticky notes look like when allocated user logs in.

The sticky note system adds a powerful arsenal in helping the tracking and controlling of the process
through provisional tax. The screen below gives an indication of what the sticky notes look like on the
provisional tax system. There is a filter that will allow the user to list uncleared sticky notes.
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The sticky note system also makes a fantastic arsenal for the user to manage the tax return process.

1 December 2021
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Client File v

Sky Software has a central or single Client Maintenance or client file screen which serves all the the
different Sky back office applications. A client information is entered in the system once and that
information is then available in all the Sky applications. The Client Master information is therefore
vital to the successful operation of the various applications of Sky.
.
Before you can enter clients into the system there are certain supporting databases that you should
set up first. Each client you take on will be linked to a Partner, Manager, Client Type and Business
Category. These links are mandatory, but if you decide that you don ’t want to use them you can
mark them not applicable by inserting a NA or asterisk * in the database been linked.
Below is a training video of how the Client Masters work - 21 Minutes. For more information on Sky
Goto Sky Software Academy for more information and learning videos.

https://vimeo.com/428811667
March 2021
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Partner Manager and Other Sort fields

For each client record that you have in the client master file you have various sort fields like Partner Manager
Category and Classification which are used to filter lists. Example if you wish to produce a list of one particular
partners clients it's a simple matter to set up a filter. The same would apply to a Category or some kind of
classification. It's a good idea to set up these subsidiary fields before you start. If you're not sure of the codes
that you would require for a category or a classification then we suggest that you use an * asterisk with a
blank description.

This is what the Partner screen looks like it's important to enter all the detail in regard to partners as these
items will be used for letter writing and tax return filing. Displayed below are the other screens in this section.
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March 2021
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Client Screen Structure

The Screen below depicts the Client File screen found under Masters. 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 client groups
for a particular manager or partner or other filter.
The top (horizontal) panel is what we call the header and links the data record to other files like
partner and manager that are required for the client on the screen. The bottom or 3rd panel or
detail screen indicates additional information on a tab like demographics , user fields , tax details ,
sec client and billing information . Depending on which applications you are using you will need to
address some of these tabs. For all clients you need to address the demographics , user fields and
other info tabs as well as all the client contacts tab if required.
By clicking on any client listed on the left hand panel the client selected will automatically display on
the header in the top right panel and the relevant detailed information will display in the bottom right
panel.

It should be noted that many 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 right (the header ) and the bottom right hand panels.
MARCH 2021
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Client Take-On

The screen depicted below is the most important information that needs to be taken on for the client
in question. You will see that there are a lot of small icons on the top above each panel and we
will explain them shortly. You will also see that there is a set of radio buttons after Type (header
panel) and to the right of this you need to indicate what kind of client it is. If it is a company, a close
corporation, individual, trust or other if it does not fit into these categories. For example this
could be a school or a non-client shareholder then you would need to tick other.

Create new client

If you look at the icons on the top of the header panel and the icon further most to the left of this
as indicated above, this will allow you to take on a new client record if you click on it. 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 now yellow and this will allow you to type in
the information required into the yellow fields. 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 change you have entered or any changes that you have made if in edit mode. When the screen
shows yellow we call it edit mode.
It is then just a question of typing into the yellow area the items like Partner, Manager, Business
Category and Classification which have been entered into there own unique files.
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Once you click on these items the other file will open as below and show the choices you have, 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 creating. If you click on the Partner area the following screen will display
indicating all the partners to select from.

When you acquire SKY there are numerous ways of getting the data into the system. If you are a
small practice and you have say less than 100 clients it may be a good idea to type the data into the
master files. A client file in particular as is indicated in this manual. If you however have your data
contained in a spreadsheet at least the name and a tax number then we will gladly import the data
for you. This would be of great benefit where you are a high volume practice and you have a large
number of clients.
There is also a spreadsheet that we will supply fro importing.
Client Master File
Updated March 2021
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Client Details

The Client record has various details tabs which are designed to deal with various aspects of Sky.
Each tab is a page where pertinent information is added depending on which applications you are
using i.e. Tax, Sec Debtors and Time.

The detailed tabs are found below the detail 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 9 detailed tabs which should be addressed as follows:
Demographics - various address details and details for tax returns are kept here. The information
kept here is critical for completing tax returns.
User Fields - additional extraneous information which you can keep for any purpose whatsoever like
birthdays.
Other Details - other tax numbers eg Vat and Paye
Tax Details - this tab has to be use to open 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.
Documents - this is where you can store general documents relating to your client
Contacts - this is where you setup all the clients contacts.
For the purpose of this manual we are not going to detail each field that needs to be entered,
however you should go through each screen on your system to see what is required. In terms of
running the tax system it is most important that you deal with the demographics in total and the tax
details. All the information contained in the Client file will be used in all the applications.
Click here for more on demographics Understanding Demographics.
Click here for more on demographics How to check your demographics v
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25 April 2021
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Demographics

Detailed below is an IT12 tax return screen which is in fact in edit mode as indicated by the yellow
fields. This means that every field in yellow can be edited. It is very important that the user has a very
good understanding on how the demographics work before tax returns are filed.
The SKY system has demographic data in essentially two different places. There are the demographics
in the client Masterfile which will keep all details of addresses, telephone numbers and even the bank
account details. There is also another area which displays demographics as part of each tax return
which is shown below. When a retrieval process is done this demographic data is downloaded into
the actual tax return as shown below. The data that comes down into the tax return does not affect or
change the Master client file in any way.
Prior to e-Filing the tax return the onus is on the Tax Practitioner to ensure that the demographics on
the tax return page before e-Filing is updated correctly.
If there are some problems with the data in other words one of the telephone numbers are wrong or
one of the e-mails are wrong it is best to go and modify the Masterfile because any changes that are
made to the demographics of the tax return does not pull through to the Masterfile so you would find
yourself in the same position in the following year with missing or wrong data.

Where the demographics are downloaded and the download data differs from the master file the
descriptions will indicate in red.
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Click here for more on demographics Understanding Demographics.
Click here for more on demographics How to check your demographics v
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Client Editing

A client screen is shown below. We are now going to illustrate how to edit a client record.

The second icon to the left (under the words Client Details) will allow you to edit the record
header. All the items that you are able to change will change to the colour yellow as shown 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. Every screen in the whole system will work like this
25 April 2021

31

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 not 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, dormant or resigned.
Select the option that you want and then click on the green tick and the record will then show that the
client as active, dormant or resigned.

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

The status will be shown in the list box below. The sleepy head is dormant and the blue X is
resigned. An active client will show as a blank blue cell.

The status can be used in filters to list clients e.g. a list of resigned or dormant clients.
25 April 2021
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Client Lists

We are now going to talk about the panel on the left hand side and how to manipulate it so that you
display a list of only those clients that you want to see. In the screen below you will see that we have
got the left hand panel and the top right hand panel. There are various options that you need to
select in order to show a list of clients that you want.

In the screen below we have got a depiction of various filter options that can be selected, so the first
thing that can be selected relatively easily is the type of entity i.e. Co, CC, Ind or Trust. The screen
below will show all the clients because we have got the All radio button selected.

You will notice that there are blank spaces for the Partner and Manager and if you place your cursor
on the partner white area a box will open with all the partners available. Scroll down and select the
partner you want. The same will apply for manager. This can be done for all options throughout the
system.
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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.

By using the above mentioned simple filters users can configure lists to their own requirements.
25 April 2021
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Client Switch View
This icon allows you to switch the view of clients either by tax number or company
registration number . By clicking on this icon the system will alternate between the two different
numbers, so it is pretty easy to find a taxpayer by tax number or by registration number. The screen
depicted below shows what the panel looks like when we have selected the tax number view.

Type the tax number you want into the tax number area above the words tax number and the system
will find that record. Shown below is the ID or Reg number view which will work in the same way.

25 April 2021
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Found Set

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.
25 April 2021
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Client -Change Client Code

Traditionally in most systems the developers of such systems never allowed the changing of any
client codes. Typically if a user wants to change the client code because of a name change then
they would have to delete the record of the current client in its entirety and create a new one under
the new code.
Unfortunately in the accounting profession this is not a good idea as name changes take place on a
regular basis and the name changes are processed through the CIPC and everything in regard to the
company’s name is changed.
SKY Software can make the necessary name changes. It should be remembered that changing a
client code is a critical transaction as the system has to process every instance of a client on the file
and depending on how long you may have had the company, this might involve literally thousands of
different transactions.
In SKY we have come up with a solution that will allow you to change the client code at any point in
time provided that the user wishing to do so has the necessary rights. It will not be necessary for any
other users to log out, or to stop working. It is also not necessary to bring the system down and take
a backup before you run the process.
The way you do this is by putting a client record in question in edit mode as indicated in the screen
below. You can see that the company details are in yellow, this means it is in edit mode. Place your
mouse curser over the client code and right click. A new dialogue opens which gives you the ability
to enter the new client code.
If you wish to change the client name then do so. In the description area you can just type in the
new name.

PARTNER CODES BUILT INTO CLIENT CODES
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There are a number of firms who built the partner code into the client code. For example they would
start the client with partner one (1) and then an alphabetical listing like 1FAST and if that client
moves to partner 2 then there would be a need to change the client code to partner 2FAST. This is
no longer necessary as each record has a partner code.
25 April 2021

38

Resigning a Client

WHAT HAPPENS WHEN YOU RESIGN FROM A CLIENT?
You have an ability to mark a record as resigned by using the Change Status option, however
sometimes the record may appear on some lists and it might not be indicated clearly that the client
has resigned. So in this instance it may be a good idea to change the client code and put in say a
ZZZ, so in terms of an alphabetical listing these clients will appear on the bottom of the lists.
26 April 2021
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Client File Tabs

We detail the various tabs here.
Documents
Contacts
25 April 2021
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User Fields

These fields can be used for any purpose. Right click on the description of the fields to change the
name of the fields to meet your own requirements.

The File path will allow you to access the documents for the client. Click on edit mode and type in the
path. Save and then click on the folder search icon
3 November 2021
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Portfolio

The portfolio is designed to filter your clients depending on the kind of work that you do and the list that you
want for managing your client base.

3 December 2021
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Other

Additional data can be entered on this screen. Click on the new/edit icon and add or change what
you wish. We use the contact area for digital signatures.

3rd November 2021
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Documents

On the screen below the Documents Tab will allow the storage of an unlimited number of documents.
Documents from within each module can be stored but can all be seen from the master file. The
group and subgroups can be used to sort the documents for easier access. Eg. Tax, Sec, Drs
Any file type can be attached to the SKY document link and may be opened on the system by selecting
the

icon.

If you click on
it it will allow the loading of a new document. You may also delete a document
and you may also change the view of a document by clicking on the view icon. Click on the change
view icon
to show the full Particulars about a document. There is no limit to the number of
documents you can store.
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Change of screen view

On the right hand side of the screen above details of the digital signature status is shown. Notes can
also be made next to each document. Click on the notes area to the right of the Data to open the
document.
8 December 2021
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Contacts

The Contacts Tab in the master client file displays below. Add as many contacts as required and
indicate the source of the emails you want them to receive. i.e Tax, Sec, Acct, Aud

One would set up contacts in larger companies for aspects that the contact deals with. The purpose of
having a separate client’s contacts database is that they do not appear on your normal client list.
Note how we can indicate from an e-mail in Point Of View, which of the contacts need to receive the email. For example: Jimmy Cohen will get all the Company Secretarial e-mails and George Price will
get all the tax e-mails as well as anything related to the accounts and Henk van der Merwe will get
Tax, Accounts and Auditing information.
One needs to decide whether you want to use the Contacts for your larger companies. It is not
necessary to add the contacts when you start. You could do this later on at any point in time.
Updated 25 August 2016
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Client Filters

Filters are available on reports and on the display of the data set. In SKY we have taken filters to
the next level because the filters can be built successively, for example, if you want to set a filter on
a particular Partner, by selecting the partner filter the screen will refresh to show only the partner
selected clients in the client panel. If you then want to find a filter with say February year ends, then
by selecting the February year ends filter the system will display only the february year ends within
the partner selected. The new filter system has the ability of adding a filter on top of a filter in an
unlimited fashion and that is why we call the filters successive.
In this section we are going to show you how successive filters work as well as how advanced
filters work.
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Filter Icons

In this section we are going to show you how successive filters work as well as advanced filters.
There are hard coded filters built in like Partner Manager and types of entity.
The menu items below advanced filters are the ones that have been set up as usable definable. Sky
comes with many of the filters setup. Once you select a filter the left hand panel of clients will display
the filter set and once you select the clear (2nd icon above) this will have the effect of removing the
filter set and displaying the full list of clients.
By selecting the filter button you will have a number of filters that can be used which will display.
These filters are in fact user definable. Some of the filters are shown below. Click on Advanced Filter
to create a user definable filter.
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Advanced Filters

If you select the advanced filter icon a window will pop up with the filters displayed as depicted
below. You will notice that at the top of the list is a menu option called advanced filter. It is not within
the scope of this manual to teach how to set up advanced filters. This is where you would set up
or edit your filters. We have set up most of the advance filters that you will need. Listed below are
the advanced filters that you may use. During the course of all the updates we are going to put in
as many filters as users want so that users do not have to worry about creating advanced filters so
please advise us what filters you want and we will insert them for you. If you require a filter that is not
in the system call support for the filter that you want.
By selecting any of the filters you will notice that the list of clients displayed in the left panel will
refresh indicating the clients that fall within the filter set, for example if you choose provisional tax
clients then only provisional tax clients will display in the left hand panel. If you wish to display
provisional tax clients for a particular partner, click on the partner area and select the partner that
you want and the filter will build on a successive basis. If you then want manager for that particular
partner, click on the manager area and select the manager that you want and so on. This method of
finding a client is extremely powerful.
Let us say that after selecting provisional tax clients you want to see February clients only you may
select a second filter for February clients. It is listed as year-end February on the advanced filter list
on the screen below.

Examples of filters
In the screen above you will see a list of all the filters that are available.
Provisional tax – if you make use of this filter this will only display those taxpayers that are marked
as provisional tax clients.
Tax Return Clients – If you use this filter this filter will only display those taxpayers that are tax
return clients.
There are various other filters which are self-explanatory.
You can off course use these filters together with the partner or manager parameters and company
individual etc. and if you select a partner and then you select year-end not February it will give you
the list for that partner and all those taxpayers who are not marked as February clients.
The same will apply with dormant clients and resigned clients which works off the status .
The first option of the menu advanced filter is where you would set up the advanced filter, if you click
on it the following will appear.
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3 November 2021
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Searching SQL

Accfin Sky uses an SQL database, specifically PostgreSQL.
An SQL database is a query based database unlike a flat relational database like Foxpro which is the
database used in Pro Series. The SQL database is more conducive to uses across LAN, WAN and
more specifically cloud based applications.
A database contains many separate tables that are related to one another.
When the application is launched a connection only is made with the database, no data is loaded
(except for the required data for logon , credentials, access)
When a form is loaded within the Sky application, only a subset of the data called a foundset of the
table data is loaded, initially only 200 records. Any other data from related tables for these records
are also loaded. Depending on the connectivity speed there may be a slight delay while the screen
refreshes.
Where there are many more records in the table and you do a search or scroll down passing the
last loaded record, the application than requests and loads the remainder of the records in batches
of 200 adding to the data already loaded. This can be done until all the records in the system are
loaded.
When a refresh of the form is required or database calculations need updating, ALL of the now
loaded records and its related table info are then re-queried and reloaded from the database server.
Clearly the more records you have loaded will have an impact on the connectivity speed.
Therefore where you have large databases in play its best to work with subsets of the data like
partner and manager etc
For example let ’s say there is a client base of 1000 clients.
When the form initially loads, the 1st 200 clients’ information (with all related info, links, tax, sec, wip
debtors etc) will be queried from the server and loaded on the form in a foundset.
Any refreshing or database calculations are performed only on these 200 records. Queries to the
database server is only on these 200 records.
When you then select a client not in this 200 records either by search or scroll down, than the rest of
the clients are loaded into the foundset.
You now have 1000 clients loaded on the form’s foundset.
Any refreshing or database calculations is now performed on all 1000 records and its related info.
Queries to the server has to be on ALL 1000 records.
A better and more streamlined approach to using the system is to divide the clients into groups either
by partner or manager or both.
Eg 1000 clients to 4 partners / Managers
A with 300 client
B with 250 clients
C with 200 clients
D with 250 clients
When working with the data select which Partner/manager you want to work on.
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This will than load only the data for that Partner/manager into the foundset. All searches/scrolling will
then only apply to this subset.
At any time the max records loaded will be 300 as per above when partner A is selected.
When a Partner/manager is changed the new foundset will then be loaded replacing the old data and
not adding to it.
All refreshing / re-querying again will be only on this subset, hence speeding up the processing and
traffic to and from the server.
This amount of records (200 – 300) together with its dependant related data is the optimal amount for
better performance in regards to speed and processing.
The above example of the client file and form applies to all forms where the list of clients is available
for selection.
It is better to use the predefined filtering on partner/manager or even client types (Company, cc,
individual trust) to limit the subset of clients that you are working on thereby reducing the overhead of
traffic and data transfer to and from the server.
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Email Reports

In order to email reports right click on the reports menu and click the report pack option if required in
a report pack and make sure Allow email to client is checked.
Its important from a security point of view that you only allow selecetd staff members to email reports.

Please note emailing works with digital signatures which gurantees that that your clients receive the
emails.
1 March 2022
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Email Message Template

Sky software has of an amazing powerful ability to attach all kinds of letters and documents to
clients. In the documents that one sends which are converted to PDF digital signatures come into
play. A sender may get his clients to sign all the correspondence by way of a digital signature.
Each document requires a templates which can be set up as the front end to any letter. Normally
instructions can be inserted into the email template which will be an indication to the client in regard
to what they should do. i.e.there could be digital signature instructions.
Under settings choose email and then templates

The screen below will give you a list of all the templates. To create a new template click on the new
button.
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In order to choose an email template say from the master client file click on the dropdown and
choose the email template that you want as is shown in the screen below.
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8 November 2021
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Email Sender
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Email Logo

We do not insert the company logo into the email that goes out of Sky. The reason for this is that the logo is
normally a bitmap or JPEG and then it moves from Sky into your email folder going outwards. The reason that
we don't do this is because email service providers will mark the email as spam as the emails normally sent
out in bulk.
You can however embed your email in the standard letter that you send out as an attachment.
23 July 2021
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Setting up SMPT Host for Outlook

How to setup the SMTP Host for a client to use MS OUTLOOK to email reports or letters in Accfinsky
1. Get the IP address or Mail server name from the client or the clients IT person
2. Keep server running and go to http://localhost:8080/servoy-admin via internet explorer.
3. Click on SERVER PLUGINS on the left hand side.
4. Next to mail.smtp.host, type in the IP address or Mail server name

5.

If this still doesn’t work, disable the antivirus program and try again.

6. So next step is to find out how to add AccfinSky as a safe program then or the IP address to be
safe on the local server.
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Email Log

Sky keeps a record of every email going out.

If the view of the email is changed you can see the detail of the email.
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Letter Writing

How to Load Standard Letters in the System
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Download Letter Masters v

From time to time we update the master letters and we make them available to all our users in the cloud. It's
quite a simple matter to download them. The video below illustrates how to do this. You need to be aware that
if you have made changes to the masters that you have on file that you take the latest changes that we have
made and modify your masters.

21 July 2021
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Standard Letters

How to Load Standard Letters From the Accfin Cloud
Click on the above link to see the video on how to download the standard letters from the Accfin
cloud.
The screens below indicate how to edit letter once it is downloaded.

From the above menu and list view of all the letters on file will display as per the screen below.

Choose the letter you want and then click on the view icon to show the detail of the letter.
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Click on the edit mode icon and then right click on the yellow area to edit the letter.

When you have completed the edits to the letter click on the green tick to save.
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Letter Logo

Steps to setup a letter logo, physical address and signature
Go to Masters Menu. Select Partner menu option. Once there, you will need to search for your
specific partner code that you are working with. Click on the Detail view button on the top right. It will
show all the details of the partner.

Then click on the EDIT button on the TOP LEFT section to edit the screen. Take the mouse pointer
and go down to the bottom. You will see a field called the LetterLogo field. RIGHT CLICK on it and
you will get a MENU. Choose “”Load Media””. Select the bitmap file from a location. Once selected,
you will see that it shows on the top left hand side on a standard letter.
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Signature field. Apply same concept. RIGHT CLICK to get a menu. Choose Load Media. Choose the
signature bitmap (bmp) files.
Letter head section. Type in the Physical address.
Click on the SAVE button on top (Green button). It will save the changes for the Partner and this will
print on all letters.
14 November 2021
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Digital Signatures v

The video below will give you an idea of how Digital Signatures work.
Digital signatures works where you send emails to your clients and you require them to acknowledge
the email but digitally signing the attachment to the email and once this is done the attachment will
be returned to the system automatically.
The video below give you an idea of how this will work.
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Digital Signature Data Needed

In order for the digital signatures to work it is necessary to have the following information either on the
demographics sheet as shown above or on the other sheet which is shown below.
The minimum information that you require is a surname, first name, ID number, and email address.
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Set Up Digital Signatures
To register for digital signatures, click on the link below complete the screen;
http://www.accfinsoftware.com/digital-signatures.html

Before you can run this process in setting up your Digital Signature you will need to have an e-mail
address and a password which will be sent to you after you have registered on the signiflow system.
With your user name - your email and your password you will be able to access the Signiflow portal.
Load Sky Software and select the settings.

On the screen above please click on the Sign Flow menu option and the following screen will display.
Type in the user name and your password and then close the dialogue screen. Please note that if
you go through a password change it must be changed on the screen below. This is a very important
security aspect.
72

Open the Client under Masters go to the tab Other Details and in the middle where you see Contact
Details set up the person who is going to sign the documentation that you send to them. For illustration
purposes in the case below I have put in my own details.
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Once this is done you are then in a position to start processing Digital Signatures.
In respect of tax there are three aspects of Digital Signatures that you would want to use at this point.
The first one is to get your client to sign a tax mandate. The next one would be to process provisional
tax and then to process tax returns, not necessarily in the same order. The Digital Signature for all
three work in the same way.
Mandate letters
Provisional tax letters
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Digital Signature for Mandate Letters
1. The screen below reflects the Client file screen. We have a list of clients displayed on the
screen on the left-hand panel. These are the clients that we are going to be emailing in order to
obtain their mandate for mandate approval.

There are two ways that we can send the e-mail to the clients. We can either click on the e-mail
icon on the top left-hand side which will generate the e-mails in bulk for all the clients that are listed,
or we can do it one at a time by selecting the client in the list panel on the left and then clicking on
the e-mail icon on the top right-hand side. Refer to the arrows above
2.

It is imperative that you set up a meaningful encouraging e-mail to send to your clients so that
they can sign-on to the digital signature portal. We have shown below the kind of e-mail that you
should be sending to your clients. This email should be set up as an email template..
3.
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Please note the emails you use must be set up as standard templates. In order to set up a template click on the email icon
then click on email options
and you will see the screen below. Click the Green Plus
screen as below. We have provided some merge codes for name etc.
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and

to set up the

When the above is complete click on the email icon and the email will look as below.

The screen above shows the e-mail selected. We have set up a standard template e-mail and
you should select MANDATE LETTER, and the e-mail will display. It is now necessary for you to
send the e-mail by creating a situation so that the client will receive the first e-mail with instructions
and the attachments for perusal and the second e-mail to take the client to the secure digital portal.
Once you click on Send, the emails will automatically be generated. In order to send this e-mail, you
should click on the check boxes File, Sign, Merge as shown above and if you wish the e-mail to be
sent to yourself check send copy to yourself.
Click on attachments and select the letter you want to send to the client, in this case a tax mandate
letter.
4.
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And then once you have done this, click on the word send. The Merge option will take each
page of the documents in the attachments and combine them into one PDF File of multiple pages.
5.

Once you click on the send button you will notice a message at the bottom of the screen which
says processing. On the successfully processing of the e-mail with the attachments the message
in the box at the bottom will display indicating that the emails have been sent successfully. If you are
sending out the e-mails in bulk, then as each e-mail is sent it will display in the box at the bottom
indicating that it is successful.
6.
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If you click on the Documents Tab of the review screen the attached document sent out in the email
will display. To see them click on

7.

If you click on the change view icon

, the screen will change to that indicated below.
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You will notice the various defaults on the right-hand side above. The system indicates the
e-mail address that the attached documents went to, as well as other bits of information. At the
bottom, you have got priority which says normal at this stage, and the status says initiated. This
means that the Digital Signature has been activated. There is a data box with a small icon of two
8.

miniature pages.
If you click on this icon the PDF form that you have sent to your client will open.
At this point it will not be signed because the process has just been initiated. When the update
status button is clicked the status word will change to in progress and will eventually change to
completed when the client signs the document. When you click on the Get Doc button the signed
form will replace the original blank form in the database. If you click on the data box the PDF Form
will be loaded with all the pages and the signature in place.
9. Detailed below is a view into the receiver’s e-mail file which shows the email that we have
written with instructions to the client and an attachment which would be the mandate.
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10.

Below is what the Digital Signature e-mail to the client looks like when opened. You will notice

that to the right of the highlighted name, there is a little icon which is the signature icon
and this
indicates that this is a Digital Signature document. The document will give the client instructions
on what to do. This is the document that the Client receives, so your Client can click on the open
document which will take the user to the Digital Signature Secure Portal.
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If your Client has used the portal before, it is just a question of e-mail address and password
to log in. If they have not, by opening the Digital Signature Portal the system will lead them through
a process of setting up their work flow with basic information, ID, cell etc. At the bottom of the e-mail
there is a link which will take your client to an educational page of how to set up.
11.

This screen requires the client’s username and password and it is for somebody who has
already created their Digital Signature, otherwise the client must go through a sign on process. The
geo location service is something that is used for the authenticity of the signature, but at this point in
time, click on OK. This is in fact what your client will be seeing.
12.

The screen below indicates what the workflow looks like. On the left-hand side, you will see
the three pages as part of the attachment, the provisional tax form and two pages of the letter. On
the right-hand side are all the buttons allowing your tax clients to do the necessary. Once they click
on Sign the system will lead them through a process of where they would type in their signature or
create a graphical form of their signature.
13.
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Detailed below is what the documents looks like after signing and once the tax client has
signed the document an e-mail is sent back to the User.
14.
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The system will also allow you to update SKY Digital Signed Status and we would
recommend that you do this on a daily basis. Click on the wheel to open the menu below and then
click on update SKY Sign Status and this will change the status messages as indicated above. At
this stage, it works in bulk on provisional tax only.
Please note once the form is signed it is encrypted and tamper proof.
15.
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As we go through this process the screen on the right-hand side of the document view will
indicate the status by clicking on the update status from time to time. The status words will change
to completed when done.
16.

By clicking on the data box, the signed PDF form will load. There is a notation area to make
notes.
17.
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Digital Signature for Provisional Tax Letters

HOW TO GENERATE DIGITAL SIGNATURES FROM SKY TAX
1. Before you commence with this section please view the digital signature setup first.
The screen below reflects the provisional tax review screen for P1 2018. We have 2 clients
displayed on the screen under the status of signature. These are the clients that we are going to
be emailing in order to obtain their signature for approval before submission. Please note that we
have used the calculation status at the bottom right hand side of the screen.
2.

There are two ways that we can send the e-mail to the clients. We can either click on the e-mail
icon on the top left-hand side which will generate the e-mails in bulk for all the clients that are listed,
or we can do it one at a time by selecting the client in the list panel on the left and then clicking on
the e-mail icon the top right-hand side.
3.

It is imperative that you set up a meaningful encouraging e-mail to send to your clients so that
they can sign on to the digital signature portal. We have listed below the kind of e-mail that you
should be sending to your clients. This email should be set up as a letter template.
4.

Dear %%cldesc%%
In order to become more efficient and improve our service offerings we are taking our tax practice into a paperless environment.
We would like you to sign all our paperwork in future by way of digital signatures. This will require you to sign up on our secure
digital signature secure portal which will be at zero cost to you.
With each request for a digital signature you will receive 2 emails;
1. An email with the attachments that you may peruse before signing. This is the first one and needs approval for IRP6 submission.
2. An email with the links to take you into the secure Digital Signature Portal where you will find the documents for signature.
Please click on the open document link in the 2nd email to visit our firms secure digital signature portal and indicate your
agreement with the document by signing the form where indicated.
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If this is the first time you are opening the portal the system will lead you through a signup process. If you have signed up before
logon by entering your email and password. Once the form and letter have loaded click on the sign document link to sign the
document which will automatically come back to us.
For more information on signing up please click on the link in the email you receive or the link below for more information.
Please visit https://www.signflow.co.za/how_it_works.php

Kind Regards
%%client_to_partner_id.padesc%%
Where you want your client to sign a mandate add the following to the email template. In this situation, you will run the email from
the client master file. It’s imperative that a mandate letter is set up.
In terms of the SARS e Filing terms and conditions before we can make use of the SARS e Filing service it is necessary for us to
have a signed mandate on file which SARS may call for at any point in time.
Please note the emails you use must be set up as standard templates. In order to set up a template click on the email icon
then click on email options
screen as below.

and you will see the screen below. Click the Green Plus

When the above is complete the email will look as below.
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and

to set up the

The screen above shows the e-mail selection. We have set up a standard template e-mail and
you should select TAX RETURN LETTER or IRP6 LETTER, and the e-mail will display depending on
which aspect you are sending. It is now necessary for you to send the e-mail by creating a situation
so that the client will receive the first e-mail with instructions and the attachments for perusal and
the second e-mail to take the client to the secure portal for digital signature. Once you click on send,
the emails will automatically be generated. In order to send this e-mail, you should click on the
check boxes File, Sign, Merge and if you wish the e-mail to be sent to yourself check send copy to
yourself.
Click on attachments and select the letter you want to send to the client.
5.
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And then once you have done this, click on the word send. The Merge option will take each
page of the documents in the attachments and combine them into one PDF File.
6.

Once you click on the send button you will notice a message at the bottom of the screen which
says processing. On the successfully processing of the e-mail with the attachments the message
in the box at the bottom will display indicating that the emails have been sent successfully. If you
are sending out the e-mails in bulk, then as each e-mail is sent it will display in the box at the bottom
7.

indicating that it is successful.
8. On the Provisional Tax Review Screen, you will notice a Documents Tab
If you click on the Documents Tab of the review screen the attached letters sent out in the email will
display. To see them click on
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9.

If you click on the change view icon

, the screen will change to that indicated below.

You will notice the various defaults on the right-hand side above. The system indicates the email that the attached documents went to, as well as other bits of information. At the bottom, you
have got priority which says normal at this stage, and the status says initiated. This means that
10.

the Digital Signature has been activated. There is a data box with a small icon of two pages.
If
you click on this icon the PDF form that you have sent to your client will open. At this point it will not
be signed because the process has just been initiated. When We click the update status button
the word will change to in progress and will eventually change to completed when signed. When
you click on the Get Doc button the signed form will replace the original blank form. If you click on
the data box the PDF Form will be loaded with all the pages and the signature in place.

Detailed below is a view into the receiver’s e-mail file which shows the email that we have
written with instructions to the client and an attachment which would be the Provisional Tax Form as
well as the Provisional Tax Letter.
11.
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12.

Below is what the Digital Signature e-mail to the client looks like when opened. You will notice

that to the right of the highlighted name, there is a little icon which is the signature icon
and this
indicates that this is a Digital Signature document. The document will give the client instructions
on what to do. This is the document that the Client receives, so your Client can click on the open
document which will take the user to the Digital Signature Secure Portal.

If your Client has used the portal before, it is just a question of e-mail address and password.
If they have not, by opening the Digital Signature Portal the system will lead them through a process
of setting up their work flow with basic information, ID, cell etc. At the bottom of the e-mail there is a
link which will take your client to an educational page of how to set up.
13.
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This screen requires the client’s username and password and it is for somebody who has
already created their Digital Signature, otherwise the client must go through a sign on process. The
geo location service is something that is used for the authenticity of the signature, but at this point in
time, click on OK. This is in fact what your client will be seeing.
14.

The screen below indicates what the workflow looks like. On the left-hand side, you will see
the three pages as part of the attachment, the provisional tax form and two pages of the letter. On
the right-hand side are all the buttons allowing your tax clients to do the necessary. Once they click
on Sign the system will lead them through a process of where they would type in their signature or
create a graphical form of their signature.
15.

92

93

Detailed below is what the documents looks like and once the
tax client has signed the document an e-mail is sent back to the
16.

User.
The system will also allow you to update SKY Digital Signed Status and we would recommend
that you do this on a daily basis. Click on the wheel to open the menu below and then click on
update SKY Sign Status and this will change the status messages as indicated above. At this stage,
it works in bulk on provisional tax only.
Please note once the form is signed it is encrypted and tamper proof.
17.
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As we go through this process the screen on the right-hand side of the document view will
indicate the status by clicking on the update status from time to time. The status words will change
to completed when done.
18.

By clicking on the data box, the signed PDF form will load. There is a notation area to make
notes.
19.
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Status

Status is used to filter transactions throughout the system. Click on the down arrow to Select Status
Group for the transaction type you want to add or edit. To load Master Statuses.
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Sky Software Help

Please note that we have tried to make a comprehensive manual and keep it as up to date as is
possible! Owing to the volatile nature of tax changes which are occurring on a daily basis this help
and manual will change often. You will note that some of the pages have a date on the bottom which
indicates the last update and review. The notes contained here together with the videos will give you
as much information as is required.
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Sky Tax

There are a number of aspects that Sky Tax handles which include the full provsional tax proces and filing of
ITR12, ITR12TRUST, ITR14 and now VAT FILING.
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SARS Connection

The screen below shows the connection of SKY Tax with e-Filing. You will see a list of taxpayers
and you will be see what aspect has been registered with the SARS e-Filing system. If you look at
the column that says Taxpayer status you will see the word success then the next PTAX Status
and return status you will have the words ACT for activated. If any of these records say failed for
any reason that a taxpayer cannot be connected, click on the response button and you will see the
reason.
It is most important that before you continue with any e-Filing aspects that you make sure that you
have registered your clients with SARS e-Filing.
If you already have a profile set up then it is a simple matter to connect your profile with SKY. Notice
that on the top you have an ability to select the profile that you want on the Select Profile area.
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Setting Up Your SARS Profile

Steps to follow when setting up your profile:
1. Go to Tax>>>Setup>>>SARS Profile
2. Switch to detail view, and on the new icon to create a new record, enter your details.

3. Click on Profile clients, then at the bottom you will find Sync with Server click on it to get
the Application Key. The system will bring through the tax numbers linked to that profile you
have just setup

4. You can hit the Retrieve Demographics button if there is returns available on the website,
the system will create a record in masters for you Only for Individuals.
5. Click on Master Client next to profile clients and Update Statuses.
6. Good to go with retrieval and submissions of returns.
To change your password is it fine if I can show you when you come back to the office or maybe talk
you through over the phone?
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Stop the Steal of Tax Profiles

Select the eFiling Register Overview to view what the status of your taxpayer clients are on your SARS eFiling profile. This screen will show taxpayers not connected to your SARS profile in orange. The screen
below will also not show SARS Profiles.

Select Profile
Click on the select profile area to select the practioner profile you want to work with.
Set Filter
Set the filters to list the clients you want. i.e. Year end, Partner, Manager.
Taxpayer Status
Click and select from Queued, Failed or Success
Unregistered
Check the check box to show only unregistered taxpayers on the practioner profile selected. All orange
lines will display. If a record goes orange it may be a resigned client which must be marked as
resigned in the Master Client file. Those that are not resigned could very well be highjacked taxpayers.
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Orange Line
The orange line indicates a taxpayer that is not conected to the SARS eFiling Profile which should be
investigated.
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Sky Tax Data Entry Transactions

Data Entry or Daily Transactions are where you process the daily tax transactions required to
keep the Tax Management system up to date. Each data entry routine updates one of the ledger
Files - where the posting of the Data input is permanently stored. Sky Tax has been designed
around the way the tax office works and the flow and movement of paper or electronic forms. By
carrying out one data entry routine as many as 4 or 5 manual tasks are carried out automatically and
simultaneously. By just carrying out these routines huge savings can be achieved for each tax office.
Data Entry is triggered by the movement of documents or electronic forms, e.g., when a tax return is
submitted or lodged a screen must be completed in Data Entry Submissions. When an assessment
is received on Assessment data entry routine must be completed.
Many of the tasks that we do manually are now done automatically like the eFiling of tax returns and
the retrieving of assessments totally on an electronic basis.
The data entry menus are shown below;

The data entry options start from SUBMISSION and moves to the right until TAX REFUND.
The TAX RETURN icon will open up the tax return program, the full details of which you will find later
on in this manual.
A Data Entry option looks as follows in list format;
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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.
By making use of the filters you can enquire about a subset of all the data contained in the list. Eg
like all the data for a particular client.
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10 November 2021
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Submission
To see an overview of transactions - Click Here

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,
which results in the submission screen being automatically updated. If for any reason you are not
going to be using SKY Tax to file your tax returns then you can enter the submission here by placing
the record into add mode and enter the summary of details of the tax return filed. This is in order to
manage the process.
On the right hand side of the screen you have available the assessment details and again you can
enter the assessment details when you process or download 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 all the details of the tax return process.
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Retrieve Assessments

By clicking on the assessment icon and then the retrieve assessment assessment will download
and the following screen will display. The assessments can automatically be retrieved from the eFiling system and the record or the amounts that you see on the right hand side on the screen below
will automatically be updated by the system.
In some instances you may want to enter the assessment amounts manually.

After you have run a retrieve assessments every day you need to monitor which assessments have
come through and generate the e-mails or the letters to clients advising clients about the status of
their tax return process.
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.
A service can be set where the assessments and correspondance can be downloaded automatically
overnight. Click Here to see how corresponence works.
14 November 2021
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Assessment
To see an overview of transactions - Click Here

By clicking on the assessment icon the assessment screen will display. The assessments can
automatically be retrieved from the e-Filing system and the amounts that you see on the right hand
side on the screen below will automatically be updated by the system.
In some instances you may want to enter the amounts manually.
By having the two columns on the screen you can automatically see the difference between the
submission and the assessment.
The screen below will also give you an ability to create an objection record and also to process a
refund if there is an indication that one is due.

The assessment screen will alow you to automatically created a query and objection to track and
control the status of the query or objection.
The assessment screen will alco allow refund balances to be entered.
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 the list view.
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The assessment received from SARS is the culmination of all the tax work that you have done and
if the tax return has 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 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 or to accept 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 making use of the filters.
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The standard filters available are;
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Assessment Checking

A major risk aversion technique is to make sure that tax returns submitted produce correct
assessments, thay they are downloaded and entered correctly.
The Importance of Assessment Checking
Assessment checking is critical to the integrity of the tax data especially when it comes to provisional
tax processing. If SARS were able to guarantee the IRP6 data downloaded and could produce the
correct figure on the cut-off date i.e. 14 days from the payment date (the practitioner determines the
payment date therefore this is impossible) then we could just rely on the SARS figure as the starting
point. This has always been like this and has not changed. In fact it’s worse because of the complexity
of the provisional tax laws.
Our systems provide the download of assessments directly into the assessment data entry file. If it
is your firms practise to download this data, you need to be assured that the data has come down
correctly. It is therefore very critical that you carry out the procedures as indicated below, as there may
be some confusion with lump sums and capital gains.
It is therefore imperative to ensure the integrity of the assessment data that goes into our system. This
is why we built in the risk aversion feature that would allow the tax practitioner to make sure that the
correct figure is been used.
· Checking of assessment data to submission data
o This produces a sound basis for the next provisional tax calculation
· On download of IRP6 data the ability to view the difference and produce an assessment
difference report
o This is the ultimate integrity check.
· The ability to switch quickly between the SARS Estimate and the Taxpayer Estimate if the SARS
estimate is wrong
o The switch can be done on the review ledger
After retrieving the assessed data to the Assessment screen – shown below. Please ignore the tax as
the screens have been simulated. It’s very important that you differentiate between Normal Income,
lump sums and taxable capital gains. As in the screen below.
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In the above case the capital gain has not been inserted into assessments and the normal income
includes the taxable portion of the capital gain. By comparing the submission screen to the
assessment screen the user can automatically fix the assessment screen by inserting the capital
gain and reducing the normal tax.
The review screen will look like this after a P2 2017 calculation as the system defaults to the SARS
downloaded figure.
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Making sure the assessment data is correct is sacrosanct, no matter what method you use to check the
assessment. If you are going to use the assessment routines to advise the client of their assessment
status its imperitive that the assessment is correct.
In the above example the 2 figures should always agree (but they don’t) and where they don’t an
investigation should be undertaken.
Select the figure required. In the screen below the Sars Estimate has been selected. i.e R1900,000
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In order to finalise select the save tick.
In the screen below the ledger amount has been selected.
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In order to finalise select the save tick.
1 December 2021
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Query Objections

This option is used to process and control Objections to assessments.
The procedure until very recently was if there was something wrong with an assessment. You had
the ability to complete an ADR form and then submit that for correction and then that would go
through the various processes at SARS. Now you have the ability to revise the original return if the
return is done electronically. Use this routine to track and control request for objections or errors to
be corrected if you detect and error.
This process can be run from the assessment transaction screen.
You have two electronic mechanisms:
1. Notice of correction This can be requested from the eFiling module.
2. Notice of objection This can be requested on the SARS eFiling website.
However if the assessment is wrong and the inputs are correct I then think that you still have to
go through ADR objection process or online objection. The data entry routine in Sky Tax is just
a mechanism so that you can keep track of what assessments needs to be changed. When the
correct assessment comes through you can mark off that assessment as having been properly
processed.

How to – Tax Objections / Queries
1.

Select The menu option Objection from the Tax sub menu

2. To create a new objection/query click on the new icon
3. Enter the client that the objection is for,date objection lodged and the reason for the objection,
also enter the expiry date as the latest date that the objection has to be resolved, normally 90 days
from objection date.
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4.

Click on the notes icon

5.

Click on the new icon and enter information as per example below

6. For action by date, enter a date that you would need to follow up with SARS, in the example, 14
days after objection.
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7.

If you require this to be followed up by someone other than yourself, change the allocate to.

8.

To view the Objections/Queries on File, select the query tab at the top

9.

Select the partner ( and / or manager) if you wish to show clients only for that partner

10.

Select the status type , default is for pending only queries.

11.

Click on the show all icon

12.

You will now see all the queries on file as below

13.

You can sort on any column , by clicking on the heading of the column

14. Where there has been a response or action on a query, click on the notes icon on the left and
enter relevant information here, by tagging the current note as completed and creating new notes to
detail the status and action taken/required
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15.
16.
17.

Where a query has now been allowed or disallowed
Click on the notes icon and enter the info here
Click on the Status column and change the status appropriately

10 November 2021

122

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. All the provisonal tax
receipts are automatically updated when requested from a provsional tax screen.
There are 5 categories of payment that are kept:
P1, P2, P3, Top Ups, Bal of Acc

15 November 2021
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Tax Refunds

Use this option to process tax refunds expected and to make sure that all refunds are received. This
option will allow the firm to track that all outstanding refunds have been received.
Sometimes the notice for receiving a refund and the actual receiving of the refund takes a long time.
SARS sends out an assessment, but sometimes with notices. It is only when all the queries have
been attended to that the refund will actually be processed and refunded to the client.

This process can be run from the assessment transaction screen.
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Receipts updated electronically or automatically from provisional tax processes or tax return
processes.
15 November 2021
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Provisional Tax

One of the main features of Sky Tax is the processing of Provisional Tax, calculating, producing
IRP6 forms, letters, emails and invoices to clients. Sky Tax Software always conforms to the
requirements of legislation and SARS Policy. Accfin ’s technical team always ensures that we are up
to date taking into account the latest legislation and tax practice .
For more information https://www.accfinsoftware.com/prov-2022-p2-tech-briefing.html
Provisional Tax is now done totally on an electronic basis and Sky Tax interacts with the SARS
eFiling system. In fact this is the only efficient way of doing it.
Running a tax practice today is fraught with difficulty and risk as the penalties imposed by SARS are
onerous and the rewards are reducing because of the time everything takes. By understanding the
system and following the correct procedures you will be reducing and managing your risk accordingly
and improving your profits.
Sky Tax covers all three Provisional Tax payments plus as many additional Top Up payments as
required at any point in time.
It is important to ensure that all the necessary data has been entered before the Provisional
Tax process is carried out. The system has built-in checks to ensure that all clients who require
Provisional Tax processing are actually processed.
The principals in procedure discussed here are the same for all methods. We will point out the
differences where applicable between the methods. We are now running the whole provisional tax
process with SARS on a totally electronic basis.
In fact sky tax will run the whole provisional tax process from within the software with out having to
go on to the e-filing website other than generating the payment.
July 2020
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Take On

If you are a new user and you need to do provisional tax for the first time you should have rules for
the take on procedures. Our support department will help you through this. The planning of the takeon is imperative. It is imperative that you plan your take-on very carefully. I.e. when doing the takeon of the tax database for the first time, you must bear in mind the point in time in relation to when
provisional tax is to be done. E.g. is it between P1 and P2 – you need to tell the system what the P1
payment is or if the take-on is between the P2 and P3 payment, you need to tell the system what P1
and P2 payments are. If you have connected your system to SARS e-filing the system will download
the P1 payments if you are doing the P2 payment.
Owing to the fact that Sky Tax is connected to SARS e-Filing one can process the whole provisional
tax process without entering a single assessment or details of the payment as these items can be
downloaded from SARS. In this case it would be important to have the client master file perfect in
terms of data.
By entering your take on data there is a basis of comparison. SARS's data can be compared with
your own. This comparison is an important check and risk control procedure.
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Tax Ledgers

Selection of the tax ledgers will allow you to get a view of the different tax screens all in one place.
These would be P1, P2, top up, tax return and all the payments. At the top you will also see a tab
called Stm of Acc.
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By clicking on the transaction history tab will see the the details of the transaction history.

5 December 2021
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Processing Provisonal IRP6's v

The sections of the help screen will detail all the components below in some detail. What we Wanna show
here is the one screen approach which works off the function wheel and a short video that will give you an
idea of how it works. The video runs in our new web client or the web browser.

https://vimeo.com/573332229
Click on the options which will help in running through everything that you need to know
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One Screen Approach to Provisional Tax a

Track an Control from one screen your whole Provisional Tax Process.

Left Window
This is where you list the clients that you want to work on.
Filter Control
Set your filters for what you want to see. Click on the drop down to see all the Filters.
Right Window
Reflects the calculation of the client selected on the left hand side.
Function Wheel
This opens the menus for running the whole provisional tax process.
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Calc Status

Calc Status allows the filtering of records. If you select Prepared for submission. It will list those
records that you wish to file in bulk.
Submission and assessment date
The system will tell you the last trasnaction dates and Turnover from the last assessment.
Watch the video on the one screen approach Click Here
8 December 2021
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Provisional Tax Tutorials v
The New Provisonal Tax Screen.

Sky Provisional Tax Filters

Sky Provisional Tax Letter Structure
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Sky Provisional Tax Editing a Letter
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IRP6 Data from SARS

The SARS provisional tax data is normally uploaded by SARS 60 days from the payment date. Do
not retrieve IRP6 forms until you are satisfied that the data has been uploaded. Owing to the fact
that the data is uploaded so early there will be timing differences on the last assessment and on the
SARS records. Please see the definition in regard to the basic amount and the SARS practice note
on provisional tax.
In past periods there have been various errors in the downloads of the IRP6 data, we don’t know what
this year holds, however there will certainly be timing differences: 1. In some instances, blank IRP6 data has being downloaded. In fact, if the last assessed income
is over R1million SARS leaves the figure blank as they want you to do an accurate calculation.
2. The wrong assessment has been downloaded, for example a 2015 assessment has been used
where a 2016 assessment should have been used.
3. SARS tends to do their uploads 60 days prior or even earlier and the wrong figure may be used.
Clearly, we have no control over these discrepancies in the data. It’s best that where the SARS data
is wrong that users revert their provisional tax calculations to their own data, i.e. the assessment that
was downloaded as this is the safest procedure to follow.
Please all the options listed below to run through the process.
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Retrieve IRP6 data

Please make sure SARS has uploaded the IRP6 data before you start the process. Confirm with
support before you start or check a few clients on eFiling to see that if you retrieve that the data is
downloaded.
A retrieve of IRP6 data can be done from the review screen in bulk. In order to see the audit trail of
what has happened with the download click here - After Retrieve

The 2nd way of retrieving is to select retrieve from the SARS IRP6 menu option.
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or
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 or by profile. 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.

The 3rd way is to run a global retrieve from the global calculation.
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5 December 2021
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After Retrieval

Once a retrieve process has been run by selecting on of the menu icon below the following list view
of the IRP6 form data retrieved will display. This is in fact the Audit Trail of the data that has been
downloaded from SARS.

The list of what has been downloaded is shown on the screen below and can be filtered in various
ways. This
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SARS P1 & P2 Data
There is a record of what has been downloaded from SARS, which is kept for audit purposes.
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5 December 2021
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Difference Report

There is a method to automatically determine the difference between what SARS has on the income
on the e-filing website that is downloaded into the Sky system and what your ledger figure is. This is
done by setting the difference filter (standard filter see below) which will display all those provisional
tax records that have a difference or just produce the difference report.
You need to set the difference filter on the review screen or print out the report from the printer menu
indicated below. The report will always print out all the differences if no filter is set. The screen below
will show how to print the difference report.

The report looks as follows which will allow you to work through each item and tick it off.

You may also use the filter options to only display the differences selected on the screen – see below.
There are various filters that can be selected that will help in the determination of selecting clients
in different circumstances as indicated on the menu options below. When the filter is selected only
143

taxpayers that meet those circumstances will display in the list panel. Once you have checked the
difference records you may change the status to the effect that it has been checked.

July 2021
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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.
Various other bits of information may be downloaded from SARS like PAYE and Foreign Tax Credits
if they are available.
Where the SARS figure Downloaded is Incorrect
Where you wish to use you own figure as per your ledger rather than the SARS figure because its
wrong set Ledger check box on the review page in the ledger as is indicated below in order to use
the last assessment.

Where you wish to use the ledger figure for the whole database click the check box indicated below
and calculate.
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Using an Estimate

In order to use an estimated figure click on the estimate radio button and then click on the three dots
next to the estimated income figure in order to enter a capital gain or to change the income figure.
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Medical Credits

Make sure you have the correct medical credits. You can pull the 6A from the tax calculation
automatically. 6B to be obtained from the client. The updates option below shows a global function
for all taxpayers listed in the panel. There is a field for medical credits which is shown on the screen
below. In this instance you can pull the details from the last tax calculation and adjust automatically
to the current rates.
By clicking on the appropriate options the system will update the provisional tax ledger with the
medical credits (only the first part s6A ) as well as turnover for companies. If you wish to add the
actual expenses then please obtain your figures from your clients.
Some rules;
Make sure you have a backup before you run this process. Only if you run on your own server.
Make sure the tax year is set to the correct year
Make sure you have the correct year end month
Recalculate the ledgers
Decide if you wish to increase the turnover
By running this process, the system will automatically calculate the medical credits and populate the
turnover figures for companies

Please note that you wont be able to file a company or CC without the turnover.
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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
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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.
July 2021
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Calculating IRP6

There are a number of different ways of calculating provisional tax. You can use the one screen
approach review each client calculating interactively, get the confirmation and then file one at a time
or you can do it in bulk by selecting calculating globally.
5 December 2021
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Processing Provisional P1 and P2 v

The processing of P1 and P2 provisional tax on Sky Software is virtually identical. The system will
work out the differences based on the menu option that you select. The video below will give you an
indication of how it works and deals with the calculation of P2.
We have recently changed to adopting a one screen approach in that their whole P1 and P2
provisional tax calculation will be processed on one screen.
The only thing that the system does not do is generate the payments because of the risk factor
involved.

https://vimeo.com/494038187
Provisional tax P1 and P2 Additional Documentation can be found on our web site.
Click here for the Sky Software Academy on provisional tax.
We have adopted a new approach which we call a one screen approach to provisional tax
which is shown in the video above. There are nevertheless many options for the old method
of doing batch processes at once which is detailed below.
We have shown the various menu items below for a P1 provisional tax calculation. The first menu
item would be SARS IRP6 and this is where you would actually do the retrieval of the data that is
contained on the SARS website by clicking on the P1 RETRIEVE. You would see the data retrieved
by clicking on SARS P1 DATA.
The next item is the P1 CALC which is the item that will allow you to do a global provisional
calculation with various filters which you may set.
The next item is a P1 REVIEW and this is the place where we will be able to view the calculations
and the last item on the menu is where you actually submit the forms to SARS.
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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

153

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 and trust.
On the top of the screen you will notice the retrieve button. You can also retrieve all the IRP6 data
from SARS from this screen.

You will notice at the bottom of the screen is a calculate button and by clicking on this button the
system will calculate all the records that are displayed on the screen and will put in a time and date
stamp to the right of the button.
You will also notice that there is a column called Calc Status , and by making use of the update
status button below the column and clicking on the down arrow head to the right of that you can set
the word that you want to attach to each calculation.
On the screen below you will see all the words that are listed. It should be borne in mind that
you can create your own words. The purpose of these words is that when you are reviewing the
provisional tax ledger you can filter on the word status which is any one of these words and you
will find that is very useful in finalising a review process and submitting the provisional tax form and
payment to SARS.
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Calculating Interactively

There is another way of calculating provisional tax returns and that is one at a time. The review
process can be done at the same time. In order to do this set your filter in the side panel to the list
you want to work with. It is a good idea when you are reviewing each provisional tax record that you
can in fact step through the records by setting the filters that you want and then making the changes
as you go. You would do this by selecting the menu option called P1. By using the status flag you
can track and control every aspect of provisional tax.

In regard to the P1 where you lower the basic amount you will still need a motivation and an area
has been provided if you click on the Motivation Button. There is a note on the new electronic IRP6
form on the SARS website that says Unless agreed to by SARS, your estimate must not be
lower than your basic “amount” Practically it is not feasible to get this agreement beforehand, but
you should keep a record for later, should SARS query this.
It is a good idea to insert the motivation for the reduction of the basic amount. There is also a sticky
note icon which will allow you to enter a note about this taxpayer.
July 2021
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Using Sticky Notes

Take note of the sticky note in the list panel On the left-hand side.

By clicking on the square in the list panel a sticky note window will open as seen below. Type in the
note that you want and close the sticky note dialogue. The yellow note icon will then appear in the
list until it is cleared. With Sky Software you have an unlimited user license the sticky note can be
allocated to someone else to handle. But clicking on the red bell on the bottom right hand side of
every screen one can see what their sticky notes are outstanding.
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When the action area of the sticky note dialogue is completed and the dialogue is saved the sticky
note will disappear but will remain if a follow-up is required.
The video below will show you how sticky notes works.
July 2021

158

Submitting IRP6

Once the review process is complete and a clients provisional tax calculated and the income known
and there is confirmation from the client that they are going to pay the necessary provisional tax the
practitioner is in a position to file the provisional tax return in bulk making use of the menu option
EFILE P1 IRP6 (as above) which will be found under the Prof P1 menu tree.

Make sure you have selected the correct SARS profile, and you display the clients that you want to
submit. It may be best to use the ledger status making sure that it is set to finalised and when you
are satisfied with the result displayed you may hit the submit button.
The e-Filing status will change to show the correct status once you have updated the SARS status.
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Updating Status

The calculation status is used to track and control where taxpayers are in the provisional tax
process. All the status words used are user definable. Make use of this option to track and control
the stage of e-filing a tax return and provisional tax return.
The status setting is a very powerful function and in the screen below we have set the status on
some records to finalised and you will see that in the left hand side it displays a lock. When we are
e-iling we can control the taxpayers we want to submit by just displaying those that are finalised and
it will lock the record.
By using this approach you have total control over what can be submitted to SARS because you can
use words like review query etc.

You will note that the calculation screen allows the status to be changed globally or individually. You can
globally change the status quickly by clicking update button on the bottom of the screen.

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.
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Each taxpayer can be updated on the review screen by putting the record into edit mode and then
changing the status on the bottom.

July 2021
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Downloading Provisional Tax Receipts

From within the provisional tax review screen the receipts can be downloaded by clicking on the function
wheel and selecting download receipts. This is a fantastic way of making sure that the practitioners taxpayer
clients have paid the tax before payment date.

After receipts have been downloaded the receipts screen will be shown as below.
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Dormant and Provisional Tax

There is confusion with dormant companies and the calculation of provisional tax. If you dont want to calculate
for dormants make sure the flag in the client file is unticked.

If you have the provisional tax in the client file flagged this is always going to calculate provisional tax as
everything that is going to appear in the provisional tax review list or calculation screen is going to calculate.
If you are running the provisional tax from the review ledger and you are clicking on the function wheel
see below, this allows you to calculate provisional tax for everything listed even if its a blank record. On the
screen below you can see that AFRXXX is in Orange and this means that there is no provisional tax page it
was deleted. It shows because the provisional tax flag is ticked in the client master file. But if you click on the
function key and process the provisional tax it will do a calculation which will be zero.

July 2021
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Globally Calculating Prov Fees
How to Do Provisional Global Fees

Accfin Sky Tax has a feature / facility to generate fees for Provisional Tax globally
Setting Up the Provisional Global Fees
For the purposes of this exercise we will setup global provisional P1 fee as follows
Individuals with nil payment
R 800.00
Individuals with a payment
R 1200.00
Non-Individuals with nil payment
R 1600.00
Non-Individuals with payment
R 2000.00
1.

Select GLOBAL FEES from the menu as follows;-

2.

On the Fee Group screen on the left, click on the new icon

3.

Under Fee group column type in ‘TaxProvP1’ as below

And click on the green tick icon to save.
4. Now we will setup the different fees for each category as defined above.
On the right screen, Global Fee Maintenance, click on the new icon
For the Name type in a unique name and for statement description, type in what you would like to
appear on the statement line for this invoice as you would do for a standard invoice.
For the Applicable to, you can click on the button and follow the steps to select the fields as you
would for setting a filter or type the formula as shown (for assistance on this, contact Support) This
example if for the Individuals with nil payment.
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And click on the green tick icon to save.
5. On the bottom screen, INVOICE DETAILS, is where we will set up the line items of the invoice
we want to generate.
6. Click on the new icon
7. Select the fee code for Irp6, if you have one setup, or type in the description block, what you
want to display on the invoice line item.
Under Exl Amount, enter the amount for the invoice.

And click on the green tick icon to save.
8.

If you have multiple line items, then click on new and do step 7 for each line item.

9. Now do steps 4 to 8 for each category.
Individuals with a payment
R 1200.00
Non-Individuals with nil payment
R 1600.00
Non-Individuals with payment
R 2000.00
You have now successfully setup the global fees for Provisional P1.
And ready to generate the global provisional fees.
GENERATING FEES FOR PROVISIONAL TAX
1. Select P1 REVIEW from the menu
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2.
3.

You can now select any filters or partners /managers etc if required.
Click on the wheel icon, on the P1 client list screen

4.

Select Generate Fees from the popup menu.

5.

The following window will show

6.
7.
8.
9.
10.
11.

The number of invoices that will be generated
WIP Year, Matter and Charge Code is if you want the invoices to reduce your WIP.
If you have multiple billing Entities, select the entity that you want to generate the invoices to.
If you have multiple Number ranges, select the range you wish to use
Enter the Date the you want the invoices to reflect.
Click on the generate button.

12.

If you are prompted with the following
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This indicates that there are clients on your list that have NOT been setup as debtors in the Entity
that you select.
13. Click No and the list of clients, on the review screen will show All clients that are not tagged as
debtors of this entity.
Once generated, close the Global Generate Screen and go and check under invoice maintenance to
ensure all your invoices were generated properly.
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Emailing Letters a

Emails may be sent in bulk (on the hand side to the list on the left hand side) or one at a time by
choosing the email icon on the client review record. Once the email is selected choose the drop
down on the email options in order to get the right email wording and then click on the items that you
want below.

Sign
Click here to activate digital signitures if you have Signed up with signiflow.
File
The attached document will be filed in the documents tab.
Merge PDF's
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The merge tick merges all the PDF's into one PDF file for the purposes of sending. The merged
document will be kept in the Documents tab.
Send Copy to yourself
Its a good idea to send the email to your own email address
Rpt Attachments
Select the documents attached to the Sky System that need to be attached to the email.
Additional Document Icons
Click on this icon to attach any document thats not in the Sky System.
All emails that are sent out of the Sky system will have a record in the email log with all the details. Click here
for the email log.
Document Storage
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Documents

Once the email is sent click on the documents tab to have a copy of the document that you sent.
If you're using digital signature the box on the right hand side will give you the status of the digital
signature which will be returned into the system once the taxpayer client has signed it.
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Legal and Background and Recorded Webinars

For a legal and background on provisional tax click on the link below for webinars.
https://www.accfinsoftware.com/tax-webinars.html
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Assessment Timing Rules

Once a Provisional Tax Calculation has been processed in Sky Tax you may continue to enter
assessments without affecting the provisional tax calculation provided you understand the timing
rules. It is important to understand the rules of how the assessments update the various ledgers,
and the effect of the various dates that you enter. The date of assessment which has always been
the 60 day rule has now changed to 14 days.

As a rule the system will always use the estimated income downloaded, however you can override it.

Below is some of the legal stuff we have received from SARS. This is how the system is going to
calculate.
#
#
#

The taxable income of the latest preceding year of assessment is increased if the estimate must
be made for a IRP6 for a period that is due:
on a date beyond 18 months from the end of the latest preceding year of assessment that has
been assessed
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
2012
2011
2010
2013
2012
2011
2010

Period of IRP6

What increase

First period 2014
First period 2014
First period 2014
Second period 2014
Second period 2014
Second period 2014
Second period 2014

0%
24%
32%
0%
16%
24%
32%
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Some provisional tax examples
2014 tax year
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Examples of Timing Differences

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
Due to the 14 day requirement Due to the 14 day requirement not
year
of
being met, the latest preceding being met, the latest preceding
assessment
year of assessment is the 2013 year of assessment is the 2012
tax year of assessment.
tax year of assessment.
Should the basic amount
# Estimate made
# Estimate made more than
in respect of the 2014 1st
more than 18 months
18 months after the end of
period be increased?
after the end of the
the latest preceding year
latest preceding year
assessment (i.e. 2012)?
assessment (i.e. 2013)?
Answer: No
Answer: No
# Estimate in respect of the
# Estimate in respect
period that ends more than
of the period that ends
1 year after the end of the
more than 1 year after
latest preceding year of
the end of the latest
assessment (i.e. 2012)
preceding year of
assessment (i.e. 2013)
Answer: Yes
Answer: No
Conclusion:
# Due to both
requirements not being
met, the basic amount
must not be increased.
# Therefore, the
8% increase is not
applicable.
2013 assessment issued 15
days prior to submission of
provisional tax estimate.

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

Conclusion:
# Due to both requirements
not being met, the basic
amount must not be
increased.
# Therefore, the 8%
increase is not applicable.
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
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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.
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P3 and Top Ups

The P3 or top up is something that Sky Tax will calculate and produce a form for payment. There is in
fact no filing it's just a question of paying the top up which is a voluntary payment. Please note that if
in the 2021 provisional tax year that the taxpayer claimed Covid relief then there will be a liability for
catching up on what was claimed for Covid relief. Also please note that we download provisional tax
receipts from SARS which automatically update the review ledger as well as the receipt database.
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 Tax Ledger select the top up tab;
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Edit the actual income amount on the right hand side and the system will recalculate with the
required payment. The history of the payments will show in the left hand panel.
Please note that the tax ledger will allow you to see all aspects of income tax, P1 P2 P3 and Top
Ups.
July 2021
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ITR12 Tax Returns

The SKY Tax Module will handle individuals and integrates with the SARS E-Filing system.You can
now do all the processing from our one screen!
By entering the data into SKY Tax's modules the data can be submitted straight through to SARS EFiling.
SKY Tax Calculating system is not only a tax calculation system but a data collection and a
communication system which will allow you to collect all the necessary data, income and deductions
for the tax return over a period of time.
You will find it much easier to enter the data straight into SKY Tax rather than go onto the SARS EFiling system. By planning the way you do Tax Returns and completing them on the system you will
save yourselves a fortune of time. Based on the research that we have done it will be as much as 40
minutes per tax return per year.
It is important to note that this manual is not a tax reference manual and if you need to clarify any tax
issues you will need to go to the Acts and the various text books.
In regard to the ITR12 the whole system is based on source codes which appear on the tax return.
SKY Tax has a pre-configured source code data base which is updated by us when we are notified of
any changes by SARS.

The screen above indicates the one screen approach to ITR12s. All aspects of the ITR12 process
can be run from this one place. In order to see more then look at the structure of the ITR12.
3 December 2021
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Changes to ITR12 2021
1.

Donations section now has a field for donations to the solidarity fund. Code 4055

A new source code will be added to the system for this. There is already one in the system to capture it on the

irp5.
Any amount captured on the IRP5 will be reflected on the other deductions page and you can capture any additional
donations there. It will be totaled and submitted as one figure. At least one record must have a PBO number on it.

2.

New question on the wizard section
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The system already has a question for this on the General Info Tab that we use in the
calculation of other sections. You also can fill in the number of days outside of SA

here.
The system will populate this question on the XML (code we send SARS on filing) from the input of this screen.
3.

All reference to cryptocurrency is changed to crypto assets.
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These 2 source codes’ descriptions will be changed
4.

Local interest section has a new question

It will only display if you marked not being a resident.
This question will be filled in based on the input on general info(see point 2) There are also 2 new fields on the interest

section as follows
first field will only show if you have ticked the new

The

question.
The new fields have been added to the top on the investment income screen as it is not per line item. The system will
check if the number of days is more than 182 as per the screen in point 2 before allowing the s10 exemption.
5.

REIT income description now includes the text “taxable dividend income” also on the trust distribution section.

Source code 4238 already had the correct wording
6.

Additional section under business income
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The local business->additional info section now has this field

7.

If claiming medical aid contributions where you are not the main member you now have to specify the main

member details
The fields have been added to the medical contributions screen

.
8.

Medical contributions by former employee has been moved out of the individual section and moved to a new

section
This is a only a change in the XML we send to SARS.
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How to manage the tax return process

The following steps all refer to the Tax Input menu option which can be found under Tax – Tax
Returns – IT12 - IT12 Input (it also applies to the IT12TR and IT14)
1. Prepare / Generate Tax Return Page
This step will create a Page on Sky for every client
from the Input screen ensure that you select the correct year that you want to generate for.

Click on the wheel icon
Then select – Generate Tax Return Page, this will generate for all clients listed and change the
status to CREATED
2. Request / Retrieve Return from SARS
Click on the wheel icon again
Then select – Retrieve Returns from SARS, this will connect to SARS e-filing and retrieve the
prepopulated info from SARS if the return is available the status will change to RECEIVED
If the return is not available, it will request the return and change the status to REQUESTED
You can at a later stage retrieve for the ones that the status is REQUESTED
- Change the status filter to select REQUESTED
- This will show only clients with that status
- Select the retrieve option from the wheel icon
- This will retrieve only for the clients listed
If you wish to retrieve for each client separately/individually select the client on the left, then select
the eFiling tab on the bottom right and click on the Retrieve button
3. The tax returns are now ready for capturing of all other info
Change the status to INPROCESS for each return as you start working on it
At this stage, it is highly recommended to use the built-in notes facility to track the activity / tasks for
each client.
The notes can be used as reminders as well.
For e.g.
You send an email to a client requesting info and/or documents and will need to follow up on this
request in 7 days.
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3.1
3.2

to create a note, click on the block to the left of the client code
A new window will appear as follows

3.3 Click on the new icon to create a new note
3.4 Enter info as above
3.5 If you wish to have the task or reminder to be allocated to someone else, change the allocate
to.
3.6 Click on the red cross at the top right to close.
3.7 A notes icon will appear next to the client code, to indicate any uncleared / open notes
3.8 Click on this icon again to edit , clear or create new notes.
3.9 On the day the note becomes due, a reminder will popup and the bell at the bottom right of
your screen will change to red background

Documents
185

Any documents related to the calculation can be stored against the specific client and the year. Eg
Medical certificates, Irp5, Travel schedule, Retirement fund certificates etc,
These documents can then be easily accessed at any time for reference, or if SARS requests
supporting documents.
For more info Refer to the How to on attaching documents
4. When you are done with all the capturing and calculations.
The return is now ready for Review by a partner/Manager, called the reviewer
Change the status to PREPARED and create a note and allocate this note to the reviewer, so that it
will appear on their tasks/reminders.
5. The reviewer now reviews the calculation
Change the status filter to select PREPARED (This will show only clients with that status)
If there are any changes that need to be done, the reviewer creates a note with the query/changes
and allocates this note to the preparer.
If all is ok, the reviewer changes the status to REVIEWED
6. The Tax Return calculation is ready to be sent to the client
Change the status filter to select REVIEWED (This will show only clients with that status)
Email the client the Tax pack report for authorisation and change the status to SIGNATURE
Create a note to indicate this and be sure to change the follow up date.
If there are any queries from the client, change the status to QUERY and indicate this query on the
notes.
If you received the authorisation from the client, attach this to the documents and change the status
to READY FOR SUBMISSION
7. Submitting the Tax Return to SARS
Change the status filter to select READY FOR SUBMISSION (This will show only clients with that
status)
This step is important, as the submission process will run for ALL clients listed, to be safe rather
submit individually
Select wheel icon and select the option - Submit Returns to SARS
If the submission was unsuccessful, the SARS status will change to FAILED
If the submission was successful, the status will change to SUBMITTED and the SARS status will
change to QUEUED
NB : the assessment will be available within 24 hours
If you wish to submit for each client separately/individually select the client on the left, then select the
eFiling tab on the bottom right and click on the Submit button

8. Retrieving the Assessment / Querying the return status at SARS
Change the status filter to select SUBMITTED (This will show only clients with that status)
Select the wheel icon and select the option – Update SARS Return status
If the assessment is available
- it will be downloaded and an assessment entry created.
- The status will change to ASSESSED
If the assessment is available in PDF it will be downloaded and attached to the assessment data
entry
The SARS status will change to the status at SARS and any documentation available will be
downloaded eg Audited, request for supporting documents etc
These documents are viewable from the Correspondence tab
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9. Review the Assessment
Go to the Tax – Assessment screen and from here you will be able to review the assessment and
compare it to the submission info.
10.

Request for Correction / resubmission

From the Tax Return screen, select the client, then select the eFiling tab on the right and click on the
correction button
A new record will be created on this screen with Ver no 2
The status will change to CORRECTION
11. If the assessment is correct and the refund received or payment made then change the status
to FINALISED
10 November 2021
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Structure of ITR12 a

The screen below shows the one screen approach to ITR12's and is annotated.

Function Wheel
Click here for various additional menu options which will process all the tax returns listed on the left.

Tax Returns for each year
Click on the year you want to view or work with.
Efiling Tab
Click here to handle all the efiling options.
Documents
Store all supporting documents and documents sent to taxpayers.

Correspondence
You will find all the downloaded correspondance and assessment from SARS.
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Tax Year
Enter the year to list the taxreturns in the left hand year.
Lump Sums
Click On the Lump Sums Option to enter lump sum details.
Capital Gains
Click on Capital Gains to enter capital gains details.
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Tax Calculation

As data is entered or retrieved from SARS the tax calculation is updated as well as the Income Summary and
Deductions Summary.

The Income summary will show the income and exempt income.
The deduction summary will show the deductions and disallowed deductions.
12 November 2021
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Retrieve IT12 in Bulk

Before you can commence with any tax return production it is necessary to do a tax return retrieval.
This option will allow you to retrieve all the IRP5 ’s on the SARS e-Filing system which are loaded
automatically into the SKY TAX System as well as all the demographic data.
The demograpic data downloaded from SARS does not overwrite the demographic data in the Client
File. Select the retrieve icon under the IT12 menu and a list of all the taxpayers available will be
downloaded. You can either do them globally or one by one making use of the single client selection
filter.

Once you have performed the retrieval it is then necessary to go and have a look at the data
downloaded in the IT12 part of the program. In the same line as the IT12 menu you will see an icon
for e-Filing. The screen below will open to give you a history of all the e-Filing activity that has taken
place as shown below.
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If there is a failure of a retrieval and you click on the response button you will obtain an error
message which will hellp guide you to determine what the problem is.
Updated 26 August 2016
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How to check your demographics v

Demographics checking is essential to tax return production. The video below will teach you how.

7 December 2021
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IT12 Input Screen

We show the IT12 input screen below and you will see that it consists of 3 panels on a very similar
basis to the Client Master that we have already discussed.

The left panel is a list of clients and you will see that some client codes are an orange colour. The
orange means that this particular client for the year in question which is indicated next to tax year
on the top of the screen has not been created. When the tax return is created, not necessarily
submitted the orange code will disappear.
There are various methods of searching which we have discussed under client master. The method
here will be the same.
Updated 26 August 2016
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IT12 Function Wheel
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IT12 Income

When you click on the income tab the following screen will display. The screen below has the IRP5
button highlighted and this will show the inputs for the various IRP 5's, you can have multiple IRP 5 ’s
and using the arrow heads on the top right of the screen below you can scroll between them.
All the income tabs are displayed on the left hand side and in this manual we will deal with some of
them. It is only necessary to click on the button that you require in order to display the necessary
screen.

In order to create a record you need to click on the new icon on the top
, just above the IRP5
income button and then enter all the client detail and then if you want to add line items to the IRP5
you should click on the new button with a little green plus sign on the left of the source code.

on.

. The delete button which is a red X on the right hand side will delete the line you are

31 January 2022
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IT12 IRP5
In order to create a record you need to click on the new icon on the top
, just above the IRP5
income button and then enter all the client detail and then if you want to add line items to the IRP5
you should click on the new button with a little green plus sign on the left of the source code.

on.

. The delete button which is a red X on the right hand side will delete the line you are

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 enter a source code it is simply a
matter of clicking on the source code and then you will get a list of source codes that are in the
system as in the screen below. You can scroll down to the one that you require and click on it. The
same principle would apply if you are in add mode that is when you want to create a new line item
of source codes. The screen below depicts what the screen will look like if you are adding source
codes. One would only add an IRP5 in the event that the taxpayers IRP5 has not been retrieved from
SARS and you would edit a source code if it is wrong.
In the case of expats where there is no ID number the IRP5 will not be loaded.

If you have run a global retrieve on commencement of the tax return you should run an individual
retrieve from the eFiling tab.
31 January 2022
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IT12 Rental Income

Detailed below is the business income screen which opens when you select the rental income
button under the income tab. Make changes by selecting the edit key and once the data is entered
click on save
You may set up multiple business screens for different rental businesses.

18 November 2018
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IT12 Business Income

Detailed below is the business income screen in edit mode 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 4 sub tabs which need to be addressed in entering the income to get to the profit or loss you
want. These are summary which has the totals, expenditure, adjustments and additional info.
You may set up multiple business screens for different business. Use the < > to navigate to the
business that you want.

All these screens are shown below.
The summary screen above shows the totals of the income statement like turnover and expenditure
when completed. Wherever the cell is yellow you may enter a figure.
EXPENDITURE
The expenditure screen shows all the items that need to be entered and these items can be taken
from the sole trader ’s income statement. After the tax return has been efiled and you pull up the
history of the tax return on the efiling website you will find all these amounts entered in the correct
slot of the tax return.
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ADJUSTMENTS
The adjustments allow for adjustments to the taxable income like non-allowable expenditure amounts
and doubtful debts as indicated on the screen below. You can either increase the taxable profit or
reduce the profit depending on whether you use the left or the right hand column.

ADDITIONAL INFO
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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.

31 January 2022
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IT12 Investment Income

Select investment income put the system into edit mode and then click on the Source Code column
so that you can decide which source code relates to the income. Scroll down to the source code that
you want and enter the rest of the line, click and then save and the system will update calculating the
income.
RULE
There is an important rule that relates to the number of line items that can be entered per source
code. Each source code can have up to 10 line items. If a source code has more than 10 then the tax
return will not be filed and report an error message. We have more then 10 line items enter the top
nine and then total the rest can enter the total as 10th line item.

18 November 2021
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IT12 Trust Distributions

All trust distributions are to be entered on this screen which is in edit mode. Most of the items have source

codes, however where there is a yellow space select the source code from the drop down of source codes
when you click on the blank yellow area.

18 November 2018
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IT12 Foreign Income

FOREIGN INCOME IN TERMS OF S10(1)(o(ii) WHERE THE EXEMPTION IS TO BE CLAIMED
From the income tab on the ITR12 enter the necessary source codes and the amounts involved as
per the screen below.

If the taxpayer has foreign income that does not appear on an IRP5 this needs to be captured under
source code 4259 in the source code area. Codes 4260 and 4111 relate to tax credits.
The next step is to select section 10 deductions from the deductions tab and complete the bottom
left hand block in its entirety as indicated in the screen below. Please note that you must enter the
amount indicated by code 4041 as we do not calculate it. If it is less you should enter it as currently
this is a manual calculation. The amount will be limited to a maximum of R1,250,000.

After completing the block Calculate the tax return on the tax calculation page, select the income tab
and the following screen will show.
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From the tax calculations screen click on the tax credits and you will see that the credits as entered
into the system will display.

You should store your documents under the documents tab in case SARS calls for them.
In order to claim the full exemption of R1,250 million the taxpayer has to be out of the country for
more than 183 days as well as being out of the country for a continuous period of 60 days. Owing
to the situation with Covid SARS has granted some temporary relief as taxpayers could not work for
some periods during the pandemic So in this case the taxpayer has to be out of the country for more
than 117 days. – See below.
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Temporary relief in respect of the 2020 and 2021 years of
assessment

The Taxation Laws Amendment Act, 2020 relaxed the days requirement to qualify for the foreign
employment income exemption. In terms of the current provisions, individuals who spent more than
183 days in aggregate and a continuous 60 days working outside South Africa would have qualified
for exemption in respect of their remuneration. However, due to travel bans during the COVID 19
pandemic, these individuals could not travel in order to work outside South Africa, and therefore
could not qualify for the above-mentioned 183-day requirement.
The 183-days in aggregate requirement is reduced to an aggregate of 117 days. An individual is still
required to comply with more than 60 consecutive days requirement in the same period that the 117
days have been met.
The amendment does not provide permanent relief and only applies to any 12-month period for the
years of assessment ending from 29 February 2020 to 28 February 2021. This temporary relief is
therefore only applicable to the 2020 and 2021 years of assessment.

30 November 2021
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IT12 Other Income

The other income screen is shown below. After placing the screen in edit mode click on the yellow
area and scroll down to the source code that you want.

Note that the first code is 4000 which is the way we tell the system what the assessed loss is so that
we may get an accurate tax calculation. The assessed loss must be entered as a minus figure. The
assessed loss entered is not sent through to SARS as they already have the figure on their systems.
Once the data is entered click on the green tick to save the record.
31 January 2022
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IT12 Farming

You will notice the farming button at the end of the buttons on the screen below. Click on this button
to open up the farming screens. You basically have three areas of farming that you need to deal with.
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IT12 TFI
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Statement of Assets and Capital Reconciliation

For certain taxpayers, the completion of the assets and liabilities section of the tax return is
mandatory.
The statement of assets and liabilities must be completed if the taxpayer:
#

is a director of a company or a member of a close corporation

#

receives income from business, trading or professional activities (including rental)

#

receives farming income

#

receives foreign income that excludes foreign investment income.
Local assets and liabilities must be individually listed, e.g. fixed properties, shares in private
companies, mortgage bonds and bank overdrafts. The local assets and liabilities must be reflected at
cost. The foreign assets and liabilities are translated to rand using the exchange rate as at the end of
the year of assessment.
Why is it important to submit an accurate statement of assets and liabilities? Taxpayers must ensure
that a full and accurate disclosure is made of all relevant information as required in the income tax
return. Misrepresentation, neglect or omission of information may expose the taxpayer to additional
tax and interest in the event of the South African Revenue Service (SARS) undertaking an audit. In
fact this could open the tax return forever as the tax return will never prescribe.
SARS can use the information in the statement of assets and liabilities to identify potential nondeclaration of capital gains/losses, eg where the cost of fixed property has reduced in a year of
assessment in the statement of asset and liabilities, it may indicate that fixed property has been
disposed of. The next step would be to identify whether the capital gain/loss has been reflected in
the tax return. The same principle would apply to other classes of assets which would be subject to
capital gains tax (CGT).
A capital reconciliation is a method employed by SARS to determine whether a taxpayer has
accurately declared their income. This method applies a simple concept on identifying the growth in
the taxpayers net assets over a period of tax years. A living expenditure schedule must be completed
by the taxpayer if the capital reconciliation goes out of sink. The living expenditure is an estimated
expenditure schedule which encompasses items such as household groceries, school fees and
holiday costs. The growth in the taxpayers assets plus the living expenditure is compared to the
income declared in the tax returns. Where the income declared cannot justify the growth in assets
and the living expenses, SARS may raise an assessment for the under declaration of income. The
taxpayer then has exposure to understatement penalties, tax and interest.
It is therefore important to ensure that tax returns are complete and accurate, and that special
attention is given to the statement of assets and liabilities.

#
#
#
#

In community of property – the total will be entered for both the wife and husband.
South African Rands must be used – foreign currencies must be converted at exchange rate at end
of year or at the time the SA rand goes out.
Assets must not be changed for foreign exchange fluctuations.
If there are 2 businesses a wife and husband a business can be excluded in terms of an agreement.
Historic cost - everything must be at historic cost. Shares – cost of the shares acquired.

#

Companies and CC – cost of investment.

#

Loans amount owing or receivable

#

Capital account in a partnership or sole proprietor
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Different Scenarios for Capital Gains Tax are indicated below
1.
•
•
•

Sale of a Primary Residence(OUT of community of property)
Capture the full amount of the sale.
Then mark held jointly or in partnership with a percentage.
System will apportion according to your choices.

2.
•
•
•

Sale of a Primary Residence(IN community of property)
Capture the full amount of the sale.
Specify whether there is a partnership, it can’t be held jointly because it is already in community
System will apportion 50% and any partnership percentage.

3.
•

Any other CGT(Out of community of property)
Capture only the portion that is applicable to the taxpayer

4.
•
•

Any other CGT(IN community of property)
Capture full amount
System will apportion 50%

5.
•

Sale of a small business for a person over 65 years
Capture the extra exclusion under the other exclusion field

March 2021
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Assets and Liabilities

The screen below indicates a summary of the capital reconciliation on an IT12 tax return. On the
right hand side you have the Capital Recon with the annual living expenses calculated and the
monthly living expenses on the bottom right hand side. On the left hand side you have a summary of
assets and liabilities. There is a button called assets and liabilities on the bottom and if you click
on this, this will take you to the asset and liability screen which you will see shown further below.
Just below the asset and liability button is a refresh tab, which you should click on to get the latest
capitial reconciliation calculation
If you are doing your IT12 tax returns properly then it is fundamental that you carry out the capital
recon test. It is necessary to work out that the living expenses in fact fit in with the income that the
taxpayer is declaring to SARS and the taxpayers life style.
The beauty about the assets and liabilities is that you only have to enter the assets once as it works
across all years. For example if you enter the primary house which has been acquired 10 years ago
and it has not been sold and there is no movement there is nothing to do as the assets and liabilities
are date driven. When there is a change for example like improvements or you sell the asset, you
would need to tell the system what the sale price is and the system will calculate capital gains.
By changing the year on top by clicking on the appropriate year the net asset balances will change
and the living expenses will recalculate. It's imperative that you make sure that the living expenses
for each year is reasonable within the income declared.

The screen below shows line by line assets and liability maintenance which is a schedule of all the
assets. You can change to this view by clicking on the view switch icons and you will then get the
screen further below which shows the detail of the individual asset.
Use the switch view icons
to switch between the list view and the individual view of the assets. There are 2 ways the modify
the cost. On the list view click on the Nett amount and right click to type in the new cost.
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The screen below shows the assets and liability maintenance for one asset and this is where you
would need to make all the necessary changes for one asset. On the screen below you will see that
the asset acquired in 2012 for R500 000 now includes an alteration of R1000000 and this has now
made the total asset R2000000. When the asset is sold you would need to complete the bottom part
of the screen showing the sale.
When entering a new asset insert the date and the cost amount.
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By inserting the base cost and the base cost year and inserting the sale amount of the assets the
system will calculate the capital gain that is to go into the tax calculation.
Selling a portion of the assets
Where a portion of the assets are sold it is best to create another asset record and transfer the
remaining amount to that asset account and then entering the details for the sale of the portion that is
sold to work out the capital gain. Please click on the link below.
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How to sell a Portion of Assets to Tax a Capital Gain

The procedure below shows how to tax a capital gain where its not necessary to submit the statement of
assets on the tax return and where a portion of an asset is sold.
In the example below the taxpayer has an asset portfolio of R1,000,000 which they acquired some time back
and then sells 40% of the portfolio. In order to handle the capital gain position of the sold portion of the asset
portfolio it should be split from the remaining assets on Sky. The remaining or unsold assets to be shown
separately and the sold assets to be transferred to a new account to process the transaction.
We show the portfolio as one asset on the statement of account even though there may be multiple shares.
The detail of the assets should be kept in a spreadsheet and stored against the taxpayer.

In the above screen the portfolio has been reduced by R400,000 and we create a new asset at a cost of
R400,000 and the asset portfolio left over remains at R600,000.
The screen below shows the sale of the assets of R400,000 for R1,000,000 making a profit of R600,000.
Enter the sale details and the base cost as shown below.
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The asset screen below shows the assets remaining after the sale with the amount of the R400 000 having
being sold.
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If you do not wish to file the assets.
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The screen below shows the end result of the taxable capital gain with the taxable amount being included in
the tax calculation.
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IT12 Lump Sums

As a rule the tax on lump sum should be covered by SARS by the directive issued before the lumpsum
is paid out. In order to have a correct assessment you have to fill in the form below. The data on lump
sums may only come down as an IRP5 but there may also be something that was paid out a few years
ago which will only show on assessment but will affect the current payout.
Where there is lump sum income this will normally be represented by the download of an IRP5 which
will be found in the IRP5 section of SKY TAX. It is very important to know that in all instances there is
a directive issued by SARS where there are adjustments to the Retirement or the lump sum payment.
In this instance it is very important that the adjustment is made on Sky Tax on the screen below as
the system does not get this on retrieve. In the example below there is an amount of R795175 being
the amount paid out and SARS have made an adjustment of R156659. Please note where this has
been entered (under Re-Invested) as it will affect the calculation of tax on the lump sum.
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There should be a rule in your office that whenever income is received in respect of a lump sum that
the client is required to provide the directive. It should be noted that the lump sum will not be paid
unless SARS gives a directive, so therefore in all cases there will be a directive and the necessary tax
will be deducted from the lump sum and should be reflected as PAYE.
A retirement or retrenchment will look as follows.

31 January 2021
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IT12 Deductions

The screen below depicts a summary of all the deductions when you click on the deductions tab.

Choose the deduction you want and fill the screen.

223

Retirement Fund Contributions

HOW TO HANDLE RETIREMENT FUNDS AS A DEDUCTION
Retirement funds now include Retirement Annuity, Pension Fund and Provident Fund.

Retirement annuity funds are entered in the deduction screen as indicated above. Pension and
Provident funds will come from an IRP5 certificate with the and will carry through to this screen.
It’s important to understand exactly how the retirement funding contributions work for the tax year
2018. The different types of contributions being retirement annuity, pension and provident were
brought together in 2018 and are now treated as one total calculation of contributions. The screen
below depicts the deduction contribution screen for the 2019 year.
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In the screen above the pension and provident contributions have to be entered on the IRP5
certificate and can’t be entered on the above screen. From the 2018 year the carry forward will be
automatically calculated by Sky and by SARS as one consolidated figure.
When doing the 2018 tax return, do not take into account the pension or provident account brought
forward as SARS will deduct them as the law was changed and the system of calculation changed.
SARS will automatically deduct the pension and provident contributions brought forward in 2018.
After 2018 the calculation will work for all three as the retirement annuity, the pension contributions
and the provident contributions will be treated as one total.
The actual deduction is shown on the screen below.
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October 2019
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Medical Deduction

When you click on the medical expenses button which is contained on the left hand side on the
screen below, the medical deduction screen will appear. It is important to know that most of the
information will download from SARS and some of the information you will have to enter.
When the ITR12 is retrieved the contributions will pre-popolate as in the screen below.

Dont forget to add the main member details if say the husband or wife are the main member and the
taxpayer is not. Click on the green plus if there is more than one medical aid.
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The medical deduction is in fact a rebate and you can see the calculation at the bottom of the screen.
14 December 2021
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Travelling Allowance

The screen below shows the travel allowance screen.

When you create a new deduction the details from the previous years will be pulled through.
There is some more information on the links below.
There seems to be quite a heavy validation on the Motor Vehicle Travelling Allowance as the SARS
validation does not like numbers in the description, so if you get an error message in regard to this,
just fiddle around with the description and then it will file. The screen below will show you what the
the data should look like.
Car Make should not start with a number
There should be no numbers in the Car Model
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Company Car Deduction

The screen below indicates the company car details which should be entered from the log book.

14 December 2021
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Other Deductions

Enter all the other expenses on the screen below. Select edit mode and click on the source code
area to access the source codes. Scroll down to choose the source code that you want.
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Section 10 Deductions

Read this section in conjunction with IT12 Foreign Income
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VCC S12 J
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General Information
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eFiling ITR12's

SKY builds up the tax return on the system, downloading the data from SARS and adding all
the relevant data components, We then produce a calculation together with all the reports and
schedules, even doing a statement of assets and a capital reconciliation which is an integrity check.
The completed tax return can be moved around the office for review and vetting and can be tagged
on the system so that there is a tracking and control mechanism. Like anything good internal controls
can ensure that the correct information gets through to SARS.
The important thing to understand here is that there is a connection between producing the tax return
and what gets sent through to SARS. It’s one and the same thing. We produce a set of reports that
are much more meaningful than the SARS form.
It's absolutely imperative that a review of the tax return takes place. There is no point in entering
the data think you are correct and then clicking the submit button and hope everything comes out
correctly. It's important that someone who understands the business of the taxpayer looks at the
reports and vets them for approval. It also a very good idea to get the taxpayer to approve the data
before you submit.
We have a preview option that does a pre-assessent leaving out the the lump sum calculation. It's
imperative that you run the pre-assessment as the figures are sent to SARS and then returned to you
allowing you to see if there are any differences with the Sky Tax Calculation. Please bear in mind that
at this stage if there is a lump sum the details are not included in the calculation and you should refer
to that page.
The following processes will automatically generate an updated calculation
* printing a report
* preview
It is essential that both these processes are run.
18 January 2022
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Retrieving a tax return

The screen below depicts the ITR12 eFiling Tab. Click on the Retrieve Button to retrieve the the tax
return that displays.
We cannot commence filing a tax return unless we do the retrieve function first.

We can also retireve in bulk.

2 December 2021
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Retrieval of demographics

When a tax return is retrieved the demographics are downloaded from SARS and will be displayed
on the screen below in the tax return. The data that is first displayed is in fact what SARS have on
their system. It should be noted that there is a place in the program where you can create your client
Masterfile from the data contained by SARS. Please note that the bank account detailed on the bottom
right hand side will come down from SARS. If it is blank and you wish to create the bank account
details, you can put this screen into edit mode by clicking on the pencil icon. Any change to the bank
account details will result in the taxpayer having to go and verify the change in the bank account details
at a SARS office. So treat this very carefully.
We have recently made a change which will show the differences between the client master file and
the demographics on the tax return. Differences are indicated as red.

The screen displays the demographic area in edit mode. All the yellow fields can be changed.
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Please see the screen Understanding Demographics
1 November 2016
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Understanding Demographics

Detailed below is an IT12 tax return screen which is in fact in edit mode as indicated by the yellow
fields. This means that every field in yellow can be edited. It is very important that the user has a very
good understanding on how the demographics work before tax returns are filed.
The SKY system has demographic data in essentially two different places. There are the demographics
in the client Masterfile which will keep all details of addresses, telephone numbers and even the bank
account details. There is also another area which displays demographics as part of each tax return
which is shown below. When a retrieval process is done this demographic data is downloaded into
the actual tax return as shown below. The data that comes down into the tax return does not affect or
change the Master client file in any way.
Prior to e-Filing the tax return the onus is on the Tax Practitioner to ensure that the demographics on
the tax return page before e-Filing is updated correctly.
If there are some problems with the data in other words one of the telephone numbers are wrong or
one of the e-mails are wrong it is best to go and modify the Masterfile because any changes that are
made to the demographic of the tax return does not pull through to the Masterfile so you would find
yourself in the same position in the following year with missing or wrong data.

On the screen above the data is housed in various blocks, for example the first block indicates surname
first, first name etc. The block to the right of that indicates certain spouse details, then you have got
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the physical address and the postal address and the bank address and the bank account. Within each
block you will find a little icon with three dots or an M and then the letter T. By clicking on one of these it
is going to switch the data from what you have clicked and over right the demographic data on the tax
return. For example if you click on the M it is going to pull the data through from the Client Masterfile.
If you then click on the T it is going to switch it to what came down from SARS.
So if the data in your client Masterfile is correct you can quite comfortably click on the M and override
the data that came down from the SARS E-filing system. Changes to the demographic page must be
treated with caution. Before you start switching between the master and the tax return please ensure
that the screen in question is in edit mode.
A word about retrieving the demographics. We suggest when a season opens you do a global retrieve
and then before you start working on each taxpayer you retrieve that tax return information individually
which will bring down the demographics as well as any IRP5’s. It is absolutely imperative that once you
start working on the tax return you do not retrieve the demographics again or retrieve a tax return again
and again, because any changes made to the demographic page on the tax return will be overwritten
by what comes down from SARS. It may be data that you have corrected may be overwritten.
The bank account block cannot be switched between master and the tax return as in the other blocks,
simply because if you do this then the client has got to go through the whole verification process by
going into SARS personally.
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01 November 2016
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Preparation for filing

The screen below will display after the submit button has been clicked and an error message pops up
with some problems in the demographics. There are various other errors that could display.

Lets assume that we have overcome all the errors and we have the incorrect email address.
The response indicated below is the message that we are getting back from SARS. Where the
response is in a red x box indicated below is the message that the SARS system is sending back before
we file. The error should be corrected before attempting to file again.
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18 February 2022
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Provisional Tax Credits

In order to calculate the amount of tax correctly it is important to ensure that the correct provisional
tax payments are included in the calculation. Where it says tax credits click on the three dots to the
right of that to open up the provisional tax payment screen. It should be noted that if you are using
provisional tax calculations and submissions that you can pull down the amounts of provisional tax
paid.

The provisional tax payments can be downloaded from the receipts file if you retrieve the receipts or
if you enter the receipts manually. The various screens are shown below.

18 February 2022
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Statement of Account

In the ITR12 screen click on Stm Of Acc and the the Option Request SOA from SARS.
This will poll the SARS site and download the Statement of Account in the main components and in
the detail as shown below.

2 December 2021
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Preview ITR12 & Pre-Assessment

The preview screen which is returned with the SARS data compares the SARS calculation with the
Sky Tax calculation and is important to review. Please take note that any information on a lump sum
previously paid out to the taxpayer will not be shown at this stage. It is therefore important to get the
paperwork for any lump sum that you have received.

18 January 2022
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Documents

The documents tab is the place you can see all the documents stored. There are 2 views of the
document list.

Click on the change view icon to see all the details aout a document that is stored. There are 2 sort
fields called Group and Sub Group so that like documents can be kept together. Any document
type can be stored. Documents can be loaded when documents are emailed out or loaded from any
source.

248

7 December 2021.
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Correspondence

Click on the correspondence tab to see the correspondence that has come down from SARS.
Correspondence will include assessments and letters and can be set as a manual or automatic
function.

In order to open the documents that have been downloaded click on the view button. In order to see
any difference from what was submitted to what was downloaded in the assessment please access
the assessment database.

In the screen above the panel on the left hand side will show the last type of letter that comes down
from SARS. Click on the date option until the latest document shows on top.
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In order to open the sticky note click on the sticky note which will be on the left-hand panel on the left
hand side. One can also allocate the note for another user on the system.
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Deceased Estate

Some more information from one of our clients
For persons with date of death on or after 1 March 2016, tax is payable by the estate on post-death
income.
A new tax number is obtained and returns must be submitted from date of death until date of
approval by the Master of the L&D account.
There is no primary rebate and exempt interest is R23,800 even if the deceased person was over 65.
Expenses such as Masters fees, executors remuneration, etc are not allowed as a deduction.
Assessed losses may not be carried over from the pre-death tax number to the post-death number.
Just be aware of the rebate and exempt interest differences and adjust the tax calc manually.
Perhaps you could write this into the program.
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ITR14 Tax Returns

The tax calculation part of SKY Tax fully integrates the ledgers and management of SKY Tax. The
SKY Tax Module will handle individuals, companies and trusts. This system fully integrates with the
SARS E-Filing system in terms of filing tax returns and receiving notices.
By entering the data into SKY Tax modules the data can be submitted straight through to SARS EFiling where a Tax Form is generated and an assessment is issued.
SKY Tax Calculation system is not only a tax calculation system but a data collection system which
will allow you to collect all the necessary data for an ITR14.
You will find it much easier to enter the data straight into SKY Tax rather than go onto the SARS EFiling system. By planning the way you do Tax Returns and completing them on the system you will
save yourselves a fortune of time. Based on the research that we have done it will be as much as 40
minutes per tax return per year.
It is important to note that this manual is not a tax reference manual and if you need to clarify any tax
issues you will need to go to the Acts and the various text books.
In regard to the ITR14 SARS no longer uses source codes. We however use our own source codes
for the purpose of processing trial balances. Most of the source codes that we use are based on the
original SARS source codes.
The single most important feature of processing an ITR14 is the processing of the Trial Balance. The
trial balance can be entered manually or imported and the completion of the main screen.
4 January 2022

253

ITR14 Menus

The menu options for entry of the ITR14 options is shown below. The options are basically similar
to the ITR12 in that the whole IT14 process can be driven from within the IT14 Input. Some of the
demographics will come down with the retrieval. There is a place where you input all the financial
information or import the TB and answer all the questions under ITR14 input and there is a e-File
option, this is where you can file the tax returns in bulk.

15 November 2021
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IT14 Main Screen

Select a client that you wish to work on or make use of the search parameters to find the client you
want. If the client code is orange by clicking on the new icon indicated by the arrow below. The top
panel will be created.

The picture depicted below shows the three panels. The panel on the left hand side is a list of all
the ITR14 clients, you can filter this down to a selected partner or manager or particular year-end.
Notice that some of the client codes listed have orange colours. This means that no tax record has
been created for those clients for that particular year. The year you will see on the top of the left
hand panel.
The return info bottom right hand panel needs to be completed. Fill in the yellow parts as it is now in
edit mode. To save click the green tick and to abort changes click the red x.

The first tab return information is of fundamental importance and needs to be completed correctly.
Based on the information inserted here, the system will force other bits of information required
to be opened. Depending on what you put here Sky will generate various other bits of information
and pages that are 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
i.e the size of the tax return. If you look at the top right hand side of the header line you will see that it
says Large business, there is also Small business and micro business.
The parameters for the container type are listed below.
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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 R20 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.
15 November 2021
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IT14 Icon Options

Function Wheel
Click on the function wheel to open the menus options listed below.

The above options allow bulk process for all the client thats are listed.
15 November 2021
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ITR14 Main Industry Source Codes

Click on the main industry source code to access the main industry source code screen.
The screen below shows the main industry source code, a profit code, a province and a profit code
description. In order to get the right main industry source code click on the three dots and the window
with the brown border will open. Click on the industry type on the left hand side and you will get further
items in the middle column. Then click on construction, and in the middle column we have three items
and again we click on construction of buildings and then the right column comes up with construction
of buildings, click on select and system will automatically put in the main industry source code 4

The same will apply to the profit code. The system will lead you through the various options.
15 November 2021
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Container Types

There are three container types, one being micro and one for a small-size company and one for a
large size company. The selection of the container types must be selected on the front ITR14 screen
by putting in the total turnover and the total amount of the assets. This will automatically create
the container type. Each container type has its own set of source codes, starting small and going
large on the large container type. Please remember that SARS does not use source codes they
use descriptions only and sometimes there is confusion. Once set the container type should not be
changed.
Where you have selected the amounts that you put in a medium sized container on your trial balance
some of the line items will not fit because the source code is not there and SARS has specified that
they don’t want that information, they only want the breakdown specifically for the specified container
type. It is therefore very important that you obey the rules of the source code list and don’t try and
break it down because your trial balance is more detailed. Where necessary the figures have to be
consolidated. Before you file the system will compare the totals of the sales and the assets to what
you have entered on the front screen so in many instances you will go in and change those figures,
however if you change the container type it will get rid of a whole lot of line items because the system
doesn’t need the detail and it will be necessary to start again.
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 R20 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.
15 November 2021
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ITR14 Financial Items

Under financial items you will see the screen below and on the left hand side you have got a whole
series of buttons and by clicking on a button the screen will change and then it is just a question of
entering the relevant information that is required for that screen. For the purpose of this manual we
are not going to go through each item, as we will just point out some items that are important.

The screen above indicates what it will look like for a micro enterprise. Notice that all the buttons are
grayed out as they are not required for a micro enterprise.
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IT14 Small Business

On the front page if the company has been indicated as a small business it will be necessary to complete the
screen shown below in order to get the small business rates.
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IT14 Contributed Tax Capital

Detailed below is the screen that you are required to fill in for contributed tax capital. The list is only
a requirement for medium large companies and it is necessary to do one for each type of share class
that the company has. Contributed Tax Capital is a concept that the preparers of tax returns should
be familiar with.
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IT14 Financial Info
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ITR14 Financial Statements

If you select the Financial Info tab you may select the bar on the bottom of the screen being
Balance Sheet, Income Statement, Tax Computation and Tax Allowance on the bottom bar as seen
below.

The source codes on the right of the screen (white area) will show the trial balance imported. By
putting the screen into edit mode you can enter the figures manually or edit figures that are already
there.
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Trial Balance Import
Import a csv TB.

Import
Import CSV trial balance
Source Codes
Insert source codes
Mapping file
Insert mapping file description
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ITR14 Trial Balance v

Watch this video and then the notes.

The importation of a trial balance is the most important aspect of an ITR14 as it is the core of
producing an ITR14 tax return. Get this right and your tax return production flows.
The system can import any TB in a csv format. The system will lead you through this importation
process. Click on the import button to proceed.
One of the most important aspects of importing a trial balance is the ability to pick up an excel spread
sheet and bring the TB figures in. The basis of the importation works on source codes, so it is very
important to have the source codes in the excel spreadsheet. Later on as there is more usage in
SKY we will create a mapping situation on account code to source code, but in the meantime you
have to insert the source codes in the spread sheet.
It is important to note that SARS does not use source codes anymore, we have basically taken the
SARS source codes from the past and added our own codes to the new line items that they have
added to the tax return from the 2013 tax year.
The screen below shows the financial information tab highlighted with the balance sheet open. You
will see source codes on the right hand side. You will also note tabs going across the top. The
screen below depicts non-current assets and to the right to that there is a tab called current assets
and so on. As you click on each one the respective assets will display with the source codes that
are
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Click on the button Trial Balance to import and the following screen will display. You will notice there
is Import TB CSV and this is the one we are going to use because we have saved the trial balance in
its csv format. You will notice that there is also a delete button and you can edit the trial balance as
many times as you want, but delete it before you re-import.
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After you have clicked on the IMPORT TB CSV the system will display the following screen and you
will see that the browse button is highlighted.
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Click on the browse button and the system will then go through a process of allowing you to browse
until you find the Excel file that you want.
Below is the folder where all the excel spreadsheets are.
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The screen below indicates that the file has been opened by the system with various data. Note that
the use separator has been highlighted. Now click on the next bottom on the bottom right hand side.

The next screen displayed below will ask you to choose the separator that has been used in the
excel file in this case it is comma delimited.
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In the screen above you would have noted that the various fields in the trial balance have been
placed into a column, click on the next button and the following screen will display.
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In the screen above it is now necessary to click on the down arrow next to each line listed and select
the name of each field, after we have done this the screen below depicts the name of each field, you
will see that:
SRCCODE is for source code,
GLREF is for account number
GLDESC is for the name of the account;
GLVAL is the value of the amount that is reflected against the account.
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Click on the next button and the system will then go through a process of importing the TB, and
eventually it will display the number of rows that have been imported, and then you will be able
to see the trial balance displayed in the import trial balance file. Now if you go back to the actual
system by closing the trial balance window and then you will notice that the various financial screens
have been populated with the figures of the trial balance
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IT14 Balance Sheet
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IT14 Income Statement
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IT14 Tax Computation

279

IT14 Tax Allowances

280

IT14 Other Info
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IT14 Donations

On the other Tab select Donations and enter the amount.

The Donation details are shown on the tax Liability Screen.

18 February 2022
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IT14 Tax Liability
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IT14 eFiling

By selecting the efiling tab the following screen will display and you can drive the whole eFiling process from
this screen. Please note that the filing is a 2 step process:1. Submit the tax return and then the system will respond and say waiting for supporting documents if it is
necessary to to file supporting documents.
2. Add the supporting document in the top box which must be in a PDF format. Ensure the file name has .pdf
at the end.

You may use filters to only display a selected group of taxpayers. You may use Partner and
Manager filters and you may select a group of clients based on the ledger status. You may also If you
are running a practice with multiple profiles make sure that you have got the correct profile against
each taxpayer. If you are going to work in bulk, work with one SARS profile at a time.
In the event that you want to request a correction you can do it from the screen above as well by
displaying the taxpayer you want to correct and by clicking on the Request Correction button. You
can set a filter to only show one client at a time The best way to do this is by specifying ledger
status e.g. you can set the wording to 2nd request.
It is a good idea that whenever you are interacting with the SARS system that you make use of the
ledger status for control purposes.
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IT14 Documents
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IT14 Correspondence
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ITR12Trusts
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ITR12 Trusts Menus
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IT12 Trust Front Screen

<
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ITR12 Financial Income

<TODO>: Insert description text here... And don't forget to add keyword for this topic
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IT12 Trust Reportable Arrangement

291

IT12 Trust Tax Credits

292

ITR12 Trust Capital Gains

293

ITR12 Trust Partnerships

294

ITR12 Trust VCC

295

ITR12 Trust Donations

296

ITR12 Trust Learnerships

297

ITR12 Trust Doubtful Debts

298

ITR12 Trust Income

299

ITR12 Trust Lump Sum

300

ITR12 Trust Rental Income

301

ITR12 Trust Business Income

302

ITR12 Trust Investment Income

303

Farming

304

ITR12 Trust Deductions

305

ITR12 Trusts Retrieve
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Sky Secretarial

Sky Sec handles 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 Software
Series.
File Maintenance files contain permanent information about your Sky Sec clients. There are also
transaction files which are used to process daily secretarial transactions which update the various
registers and produce the forms required.
15 January 2022
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Create New Client

Before you can create a SKY Sec client it is important that you understand exactly how the master
file in Sky works. In order to do this please go through the Section on Master files?
Below we have a screen, that is the master client file screen open on the Sec Tab. It is necessary for
us to address a few parameters in order to create a new secretarial client. Click on the new button
; and
enter the date the company was registered ; and
the date the company was incorporated.
You can also insert the main business although this is not necessary for the CIPC or Companies
Act purposes. It is necessary to indicate the kind of company that is required and there is place
for voting percentage needed for an ordinary resolution as well as space for the default signatory.
In many cases the default signatory should be left blank because when we produce the necessary
forms you wont be sure who is going to do the signing.
In regard to the other types of entity like an individual etc there is no need for tagging as they will all
be available for adding as a shareholder or director or officer by the mere fact that they are in the
client files. i.e Any record in the master files can be attached to an entity as a company.
All that is necessary is for an individual to appear in the master file and to be tagged as an individual.
The individual can be selected as an officer, director or shareholder. In regard to auditor, tag as other.
Note that the Shareholder, Members and Directors are all 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.

15 December 2022
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Sky Sec Menus

The screen below depicts the various menu options for SKY Sec and the one that you are going to
be using most is company and beneath company we have formation, transaction, annual return
and an overview screen. The formation is where you form a company and / or take on an entity
where you are appointed as the Secretarial Practitioner. The transaction is where you carry out your
daily secretarial transactions. The annual return is where you manage the whole annual return
process and the overview is where you will get a good idea of the Company Secretarial status of any
particular entity with powerful screen enquiries.

22 December 2022
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Take On Procedures

Where a company is formed for the first time one has to enter various bits of information which you
will find under the Formation screen. In this case it is necessary to have the entity information in
the client file. All the other links need to be taken on in the master client file i.e. Incorporators or
directors, officers and shareholders. The take-on for all these work in the same way. There are areas
under formation to set up all the necessary components of the company like shares directors and
shareholders.
In other situations you may take on an existing company that comes from another secretarial
practice. In this case you need to make a decision as to when you would like to start the transactions
from. If there is a lot of history and you need to get forms and documents into CIPC it would be a
good idea to take on the current situation i.e. the current director ’s position as well as the current
share certificate position for each company. In certain instances where there is a lot of history you
may decide to process all the history for that client making sure you enter everything at the correct
dates. It is nevertheless a good idea for you to take on the subscribers and the first appointed
directors in the take on area of formation. After this you will then proceed with the transactions to get
the company secretarial position up to date.
The same would apply to a close corporation in regard to the first appointment of the members. If
you do not get the take on position right, you will never get the end result for any transaction right.
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General Take on Procedure

Carry out the master take on routines first referring to the master part of the manual. Click Here.
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
15 December 2022

311

Take on CC

HOW TO GUIDE FOR CC’S
Step 1: Creating a client on Formation
Make sure that you’ve marked the client as a CC
Activate the client as a Sec client

Go to Secretarial>>Company>> Formation:

Select the CC radio button to get a list of all your CCs.
The client code in orange indicates that the client has not been created on the Formation screen.
On the right-hand side – click on the new icon to create client on Formation:
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Registration no, registered and incorporated date will pull through from the client maintenance
screen.
Step 2: Adding Members
Go to Secretarial>>Company>>Transactions:
Click on new to create a new transaction

Click on the members tab. Then click on new to add members:
Click on the member field to select the name of the member, then fill in the other relevant info.

Step 3: Transferring members interest
Create a new transaction first.
Click on the edit icon, and then click on the small box next to the date, for the certificate number you
want to cancel or transfer.
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Then click on “yes” when the program prompts you to cancel. And save.
Then click on new icon to add the new member and allocate the percentage interest.
Converting from a CC to a Company
Go to Formation>>Select that client>>go to the shareholders tab and create a share class.

Then go to the Transactions screen>>select that client>> go to the members tab
Click on this icon to convert

The share class field and authorised field will automatically pull through from the Formation screen.
Type in the number of shares you want to issue here. The program will then take that amount and
multiply it by the percentage interest, and then the result will be the number of shares.
When you’re done, click on this icon at the bottom:
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The client type will change on Masters to “Company”.
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Sky Sec Incorporation 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.
18 November 2018
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Notice Of Incorporation

From the sec menu click on company and then click on formation and the following screen will
appear.

The screen indicates the three panels that we have already explained in masters. The panel on
the left hand side lists all the clients that have a formation record. The header at the top indicates
the client that is displayed on the screen, and by selecting a client on the left hand side or using the
search facilities, you will be able to find a client that you want.
Remember that you can set a partner or manager filter, you can also select whether you want to see
a company or a close corporation and you can also find a client by status. In the header area you
will see that you have the status and it will be a simple matter to decide about what statuses you
require.
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.
18 January 2022
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Adding Incorporators

In order to add an incorporator make sure that the screen is set in edit mode by clicking the edit
mode icon
and then click on the add incorporator icon to
the left of the incorporator box
which will allow you to add a new incorporator. As in the screen below you will see that there is now
a list of all the possible incorporators in the master file, scroll down to the one that you want and add
them as an incorporator. If you want to delete an incorporator, click on the red X on the right hand
side and this will delete the incorporator. If you select the 1st letter of the incorporators name the
cursor will jump to that incorporator

OTHER AREAS TO ADDRESS
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.
18 November 2021
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Adding Directors

The screen below depicts the company incorporation screen with the Directors tab selected. In this
area you would indicate who the first Directors are of a company are. It is also necessary to indicate
the incorporators in this screen as the incorporator are in fact the directors.

In order to add a Director it is important to click on the new icon
and then click on the blank
area which you can see on the screen below and this will open a drop down with a list of all the
potential Directors. In order to find a Director that you want type in the first letter of the Director ’s
surname and the system will automatically jump to the first client that starts with that letter. You will
note that if there are any shares held by that Director they would be indicated next to his name and if
the director has resigned the date will display here.
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18 January 2022
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Adding Officers

The screen below is set on the officers tab and will allow you to enter any officer to the company. The
individual officer must be resident in the master file. In order to enter a new transaction click on the
new icon and this will add an additional line to the officer grid. If you wish to change something on
an existing officer appointment click on the edit icon.
The system will allow you to differentiate between an auditor and a officer and where you click on
auditor you may enter the designated auditor and this will appear on the CoR44 when printed.

It is not necessary to appoint officers at the incorporation stage.
18 January 2022
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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 should only enter the initial subscribers to the shares in this area.
There are various boxes in regard to shares and it would be necessary when starting out to put the
share class in by clicking on the new icon and there is space to put in a share class code. Make the
share class code unique for all types of shares for a particular company. You can indicate whether
they are par and if so the nominal value of the shares, if they are not par you do not have to indicate
anything. It would be a requirement for you to enter the qualifying number of shares, this is the
number of shares that a director must hold in terms of the MOI. The authorised number as per the
MOI should be entered here. There is a box where you can enter the subscriber details, the balance
quantity, premium balance and the Capital Reserves. 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.
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Where you establish a new class of no par value shares build NPV into the share class code so that
NPV shares are easy to identify.
If you click on the Capital Button there is an ability to adjust the share class balances so that they
reconciles with schedules produced.
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The MOI

The last tab on the incorporation of company screen is the MOI tab and this is where you build an
MOI for your own requirements. The system works on various paragraphs that you create under
setup, you then create a template and you can use the templates to create your MOI ’s.
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Meeting

The meeting tab 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.
The meeting tab is where you can set up resolutions and you will see that there is place for typing
free form text that will fit into the resolution or by selecting a paragraph code which will automatically
be put into the resolution.
It is also important to note that the meeting tabs works with other parts of transactions, for example if
you change an MOI or appoint or resign a director you can use the meeting tab to specify what kind
of meeting it is, the dates of notice etc and produce minutes and resolutions.

18 January 2022
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Sky Sec Transactions

The transactions are where you do your daily company secretarial routines and all the changes
that you need to perform for all companies that you have on your system. It is important to note
that before you can do a change on any company it must be opened as a secretarial client and the
various formation like who the existing directors and shareholders are.
This section deals with all the various types of transactions which are listed below. These are the
company secretarial jobs that have to be processed on a daily basis as transactions occurr. Behind
each type of transaction is the 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.
15 January 2022
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Structure of A Transaction

Shown below is a picture of all the panels of transactions in SKY Sec. On the left hand side you
have got your list of clients with all the various icons and filters which allow you to select the client
that you want. On the top right hand side you have got the header information for the transaction,
the name of the company that is selected and various other bits of information.
Just below that you have got all the transactions that have been done against this client starting
from one at the bottom to six at the top, and by clicking the little down arrow next to entry you can
reverse the order. Then the last part of the transaction is the tabs on the bottom right hand side
and by selecting the various tabs you can do different kinds of transactions or see the history of a
transaction.
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Directors Transactions

The screen below shows the structure of a directors transaction screen describing some of the icons.

To start a transaction click on the director tab to appoint and resign directors and the following screen
will display.
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An appointment and resignation of a director is always done as part and parcel of the same
transaction. However before you start it is always a good idea to ensure that the directorship
situation of the company that you are working with reflects the correct position. You can do this by
viewing the directors in the transaction screen above. If there is nothing to the left of a director name
i.e. blank cell, the director was previous appointed in earlier transactions.

the green plus means the director was appointed in this transaction. If the director was appointed
previously there will be a blank square. The red bar means the director resigned.
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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.

330

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 indicates that the director has resigned in this transaction.
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Directors Documentation

Depicted below is a transaction screen for changes in Directors with the system set at the meeting
tab.
It is important to make sure that the screen is in edit mode and then set up all the parameters, the
date of the meeting, the place etc.

Click on the new button and the window of all the different resolutions paragraphs will open. Tick
the ones that you want, you can obviously scroll down until you find what you are looking for. These
paragraphs can also be edited to your firm ’s requirements.

Tick the resolutions that you want.

332

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.
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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 this form he in effect becomes a Director of a Company.
Notice of shareholders meeting.
Minutes of shareholders meeting.
Minutes of shareholders meeting – Attendance register.
Resignation letter of Director.
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Officers Transactions

You will note that we have an Officer ’s tab and this will work on a very similar basis to the way the
appointment and resignation of director’s work. The appointment and resignation of an Officer will
apply to any one defined as a Prescribed Officer and these would include the auditor, members of
the audit committee, members of a board committee, etc. Sky Sec will maintain these records and
produce the necessary registers. In this section we explain how this will work. When you appoint an
officer it will be necessary to add a designation.
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Auditor or ofiicer

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 checked.
In order to resign an officer or auditor make sure you are in edit mode (yellow) and enter the
resigned date in the space provided on the line of the officer that you wish to resign. Click on the
3 dots to the right of the appointed date and type in the resigned date. You will note that when you
open the appoint officers by clicking on the edit button you will get the screen above.
There are a few important things to understand. On the left hand side where you have got the new
button
(the green button with a plus sign), you have got a radio button for Auditor and Officer.
Depending on what kind of appointment you have got to do, for example if you want to appoint
an auditor, click the new icon
and then click the auditor radio button. If you want to appoint an
officer (not auditor) click new and then officer radio button. Once you have checked one of these
radio buttons you will then be in a position to put in the auditor or the officer code depending on what
is chosen. When you place your cursor in the cell under officer code the system will display the
following;
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In the case where you have to have a designated auditor in terms of the companies act, you would
need to type in the designated auditor name in the space provided, so that this prints correctly on the
COR 44 form.
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Officers Documentation

Forms that need to be printed are:
CoR 44 – Notice of change of auditors or Secretary
Notice of combined meeting of shareholders and directors
Minutes of the combined meeting of shareholders and directors
Attendance Register.
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Shares and Share Capital

The CIPC is no longer interested in share capital maintenance and it is therefore no longer
necessary to produce CM15 ’s as we did under the old act. It is now up to each company to keep
proper records of their share capital. Before you commence with the allotment of shares ensure
that you have set up the share capital classes correctly. You will issue or allot shares where a
new company is formed, where a company is raising additional capital and also as part of a share
conversion process.
Before you allot shares, check to see if the directors have the power to allot shares and the
resolution required, either a directors or a shareholders resolution.
Remember the companies act talks about securities which includes shares.
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Share Allotment

The allotment part of the Sky Sec program is found under Transactions. The screen below gives you
the structure of a share transaction in relation to a share issue or allotment.
The share transaction screen will show you the shareholder situation by listing each share certificate
and showing the balances on the share capital screen. Before you start with the transaction it ’s
important to see that the opening share position is correct. This you can see on the transaction
screen below. It is also important to ensure that the necessary share capital class is in place before
you start and that new shareholders (shareholders who are going to receive share certificates) are in
the client file. Also print or view the various share registers to see the share position before and after
the transaction.
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To allot shares make sure that you have opened a new transaction entry.

The above screen shows a share capital class for a par value share and we can see that the
authorised shares are 10,000 and there are available for issue 9,800. Because the shares of
par value is R1 and the total share capital is R400. You are now going to allot another two share
certificates.
We have already created transaction number 3. Make sure that you have clicked on the 3, then go to
the share transaction tab and click on the new button. This will then create a yellow area and it will
put a little plus icon
to the left of the converted button as shown on the screen below. Now if
you mouse over on this plus button you will see that it actually says new allotment. Left click and it
creates a blank space for you to allocate the new shareholder. You will see that it adds the certificate
number 4 as indicated on the screen below.
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You will notice that next the certificate number 4 is a blank line, click on the blank line and the screen
will change as follows.

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:
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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 current transaction to the main share capital account on the top. The reason why we
do this is to make sure that you are getting the share balances right and balancing correctly.
343

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 displayed on the screen. You will note
that these shares are par value as indicated in the description and the par amount has been ticked.
The authorised share capital shows that there is 10000 shares that have been issued at a total value
of R600. Detailed below is the share ledger produced by the system.
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Share Transfer

This facility is used to transfer shares for the company for a particular share class from one
shareholder to another shareholder. There are various ways of handling the transfers. Before we
deal with the different ways please look at the Share Transfer diagram detailed below:
It is important to note that each transfer to a new shareholder creates a new shareholder link record
or share certificate record. A share transferred from an existing shareholder must always reduce the
balance to zero, because if a shareholder reduces a portion of his holding the original certificate is
canceled and a new one is issued. If you do not do a balance certificate it will be done automatically.
There are different types of transfer
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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.
1A
50% ______B ____Cert no.2
1A
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.
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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
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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.
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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

.
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Click on transfer and the following box will open. Click on
shareholder in the client file.

and then allocate the new share certificate to a

After the share transfer the screen will look like this. Note the
the

next to the share that has been transferred. On
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next to the new shareholder and

Video Simple one to one Share Transfer
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Video One to Many Share Transfer
Video tutorials showing share transfers
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Buyback and Redemption

Sky software will allow you to perform a buyback of shares by acquiring the shares or by paying back
share premium. For some of the legal issues on shares please refer to the companies act.
Sky Sec handles a buyback of shares and share premium under the same transaction.
There should always be a valid business reason as to why this should be done. We are however not
going to go through these reasons here as it is not within the scope of this document.
There are various procedures to be followed by a company in order to repurchase its own shares.
Acquisition by company of its own shares must be by adoption of a special resolution or a director ’s
resolution depending on the MOI. One would need to examine the MOI to see who has the power.
However there are unalterable provisions in the act that govern the buyback of shares.
Solvency and liquidity provisions must be adhered to as it is a distribution in terms of the Companies
Act.
GENERAL PROVISIONS OF THE ACQUISITION OF A COMPANY ’S OWN SHARES
The acquisition by a company of its shares must be authorized by the MOI.
A special resolution can be by way of a general approval or a specific approval. If it is a general
approval it is only valid until the next Annual General Meeting of the company.
There are a number of rules in regard to maintenance of solvency and liquidity of the company.
There are also certain requirements in regard to book entries that have to be entered in the books
of account. The company cannot acquire all of its own shares, there must always be some shares in
issue after a buyback.
If you select the buyback screen it will look like the screen below.

One needs to distinguish between Buyback and Redemption.
The Redemption only applies to Preference Shares that are acquired by the company.
The Buyback normally applies to Ordinary shares.

Split the shares
1000
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The way the new share grid has been designed one can easily manipulate the shares in order to prepare
for a future transaction. The screen below illustrates this, it is the end result of one share certificate, share
certificate number 1 being split into share certificate number 2 and 3. This is just a question on clicking on the
open space to the left of the line item shares certificates.
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The share ledger below indicates the split in the share certificates.
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The screen below shows the two share certificates 2 and 3 and you will see the left of the share certificate
number 2 there is a little red icon, this means that it has been bought back. We would normally click on this
area and then we would indicate the buy-back price. After we have done this we have clicked on the capital
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button which will be to the left of the brown share capital adjustment screen and you will see that we bought
back 500 share certificates at R2 per share giving the total price of R1,000. The share capital, the share capital
above reflects an adjustment, a payback of R500 to share capital and R500 to share premium, leaving the
balance of R500 each with a total of R1,000.
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It really is a simple matter to do a buyback of share. Now all that is necessary is to do the paperwork.
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Conversion of Par to No Par Value Shares
Notes to follow

Video tutorial show how to do a conversion of Par Value Shares to No Par Value shares.

357

CC Transfer Members Interest and Convert

Create a new transaction first.
Click on the edit icon, and then click on the small box next to the date, for the certificate number you
want to cancel or transfer.

Then click on “yes” when the program prompts you to cancel. And save.
Then click on new icon to add the new member and allocate the percentage interest.
Converting from a CC to a Company
Go to Formation>>Select that client>>go to the shareholders tab and create a share class.

Then go to the Transactions screen>>select that client>> go to the members tab
Click on this icon to convert

The share class field and authorised field will automatically pull through from the Formation screen.
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Type in the number of shares you want to issue here. The program will then take that amount and
multiply it by the percentage interest, and then the result will be the number of shares.
When you’re done, click on this icon at the bottom:

The client type will change on Masters to “Company”.
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Other Transactions
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Close Corporation Transactions

HOW TO GUIDE FOR CC’S
Step 1: Creating a client on Formation
Make sure that you’ve marked the client as a CC
Activate the client as a Sec client

Go to Secretarial>>Company>> Formation:

Select the CC radio button to get a list of all your CCs.
The client code in orange indicates that the client has not been created on the Formation screen.
On the right-hand side – click on the new icon to create client on Formation:
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Registration no, registered and incorporated date will pull through from the client maintenance
screen.
Step 2: Adding Members
Go to Secretarial>>Company>>Transactions:
Click on new to create a new transaction

Click on the members tab. Then click on new to add members:
Click on the member field to select the name of the member, then fill in the other relevant info.

Step 3: Transferring members interest
Create a new transaction first.
Click on the edit icon, and then click on the small box next to the date, for the certificate number you
want to cancel or transfer.
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Then click on “yes” when the program prompts you to cancel. And save.
Then click on new icon to add the new member and allocate the percentage interest.
Converting from a CC to a Company
Go to Formation>>Select that client>>go to the shareholders tab and create a share class.

Then go to the Transactions screen>>select that client>> go to the members tab
Click on this icon to convert

The share class field and authorised field will automatically pull through from the Formation screen.
Type in the number of shares you want to issue here. The program will then take that amount and
multiply it by the percentage interest, and then the result will be the number of shares.
When you’re done, click on this icon at the bottom:
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The client type will change on Masters to “Company”.
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Documents

<TODO>: Insert description text here... And don't forget to add keyword for this topic
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Finalising Transactions

In the previous version of our software Professional Series we had a system of updating the
transaction when we were satisfied that all the paperwork was signed and that the transactions were
finalised. The system then recorded the fact that if a transaction was not updated then it was not
finalised.
In SKY we have adopted a different approach in that all the secretarial transactions performed are
in fact in real time. And it is then necessary for you to set the status on the transaction to reflect
exactly where it is in the process, for example you can have a whole lot of status words like "gone
for signature", "signed", "registered", "CIPC", and then the last one would be "finalised", and
those transactions that are marked finalised cannot be edited and they in fact become final. Once
a transaction is finalised the system reflects a lock icon against the transaction and the transaction
cant be edited unless its unlocked.
It is then a simple matter of setting up a filter in the transaction panel to determine what you want to
see. For example let us see all those clients who have gone for signature, we would then set the
status as signature in the screen listed below.
You now have an idea of how powerful the statuses in the transaction screen are.
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Meeting Tab

You will note that there is a tab on transactions called Meeting . The Meeting screen has been
designed to set the parameters for generating minutes and resolutions with the correct selections.
The meeting tab also allows the user to indicate what kind of meeting it is, shareholder, director or
combined and various other bits of information about notice period, whether it has been waived etc.
Under the New Companies Act there are many different kinds of special resolutions. Not all of
these special resolutions have to be submitted to the CIPC. It is still necessary to produce special
resolutions that do not have to be submitted to the CIPC. The meeting tab is where you can set
up these special resolutions and you will see that there is place for typing free form text that will fit
into the special resolution or by selecting a paragraph code which will automatically be put into the
special resolution.
It is also important to note that the meeting tabs works with other parts of transactions, for example if
you change an MOI or appoint or resign a director you can use the meeting tab to specify what kind
of meeting it is, the dates of notice etc and produce minutes and resolutions.

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.
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To print resolutions print on the printer icon and select resolutions.
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Creating Resolutions

Creating Resolutions and Notice
1. Make sure you have captured the changes accordingly (e.g change of directors, transfer of shares etc)
2. Click on the meeting tab
3. To create minutes, select resolutions on the screen
4. Click on the new icon, a pop up screen will appear

5. On the popup screen, select the resolutions applicable to the type of changes done on that entry by
clicking the small white box
6. To filter the resolutions according to the type of changes done. Click on the drop down arrow on top of
the type column (if there were multiple changes in an entry)

7.

Click on the green tick icon to save. The resolutions will populate on the main screen

8.
9.

Click on the edit mode icon to capture the date, place etc
Click on the switch view button, to preview the resolution.
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10.

Click on the report icon to print the resolution

11. To save the resolution on the document tab, click on the file resolution
- Type the document name and description to your preference, then click on ok.

To create a Notice
1. Click on the meeting tab (if this is after creating a resolution, make sure you click on the switch view icon
to revert to the main screen, continue to step 2)
2. Select notice on the screen
3. Repeat the steps above from no.4
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Sky Sec - Unique Aspects

<TODO>: Insert description text here... And don't forget to add keyword for this topic
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Roll Back of Transactions

An amazing new feature of SKY Sec is an ability to roll back transactions and track all the changes
that happened on the company from the current time right back to the inception of the company. On
the screen below we have got a transaction screen and we can see that we have got transaction
entries from 1 – 8. We can of course reverse the order by just clicking on entry heading and it will
put the 1 at the top and the 8 at the bottom and we can stretch this screen as well as use scroll bars,
if there are a lot of transactions.
This is going to be very useful and a high volume share environment where it has always been a
struggle to balance the share certificates with the various registers.

In the screen above, if for example we wanted to see various transactions going back let us say
transaction number 5, all we need to do is click on the 5 entry and then we can re-print all the
paperwork for that transaction. If we found that we have got an error in transaction 6 and we want to
roll back and redo these transactions, then all we need to do is the delete the transaction number 8
and then number 7 and then number 6, and then reprocess those transactions.
This is an amazing new feature and will go a long way to making company secretarial life so much
easier.
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Printing Transaction Back In Time

In Professional Series we had a system that all secretarial transactions were pending until updated.
We did have a facility to un-update, and in fact you could delete transactions starting from the latest
going backwards. What you could not do is if there was a transaction say a year ago, re-print all the
paperwork for each transaction. All the paperwork had to be printed in pending mode first.
In SKY the design is such that if you have gone through all the transactions on the top as indicated
in the screen below you can click on any transaction and produce a full set of paperwork for this
transaction.

The above feature is really fantastic when it comes to share transactions, because no matter what
kind of share transactions you have done, whether they have been transferred at a particular point in
time one can go back and get the register just after that transaction.
If by chance that some errors are made in the way share transactions are handled then it would be a
simple matter to delete the latest transaction working backwards.
This feature is a fantastic new feature that would allow you to roll-back transactions and improve the
audibility of transactions, especially when it comes to complicated share transactions.
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Sky Sec Enquiry

Select a record of a company, individual or trust a to obtain the details of the tab selected as follows;In case of company shareholders
In the case of an individual directorships and officerships
In the case of CC's memberships
In the case of a trust trusts annd beneficiaries
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Sky Sec Enquiry Company

In case of of a company the shareholder details will be obtained.

Switch view to obtain direct and indirect view of shares.
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In order to obtain reports select the reports icon. We show the organogram below.
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Sky Sec Enquiry Individuals

378

Annual Returns

Insert description text here... And don't forget to add keyword for this topic
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Annual Return Detail

<TODO>: Insert description text here... And don't forget to add keyword for this topic
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Financial Accountabilty

<TODO>: Insert description text here... And don't forget to add keyword for this topic
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Compliance Check List v

382

Documents

<TODO>: Insert description text here... And don't forget to add keyword for this topic
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Sky Sec Overview
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Sky Sec CIPC Tab
TECHNICAL BRIEFING CIPC DATA DOWNLOAD
FEBRUARY 2022
Accfin software has great pleasure in launching the new facility of the CIPC Data Download from the
CIPC so that you can compare it with your own data in Sky Secretarial.

SELECT the menu options as indicated above. The Overview will give the user all the data about a
particular company with pivot tables. See all the links to directors, members and shareholders and
the other way around.
After selecting Overview click the CIPC Data tab as indicated below.
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Click the Download CIPC Data on the screen below and if the company name and registration
number is valid the data will come down as shown below. To see all the data scroll down.
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After scroll down you will get further information.

On the directors tab after the download has taken place click on the View CIPC Directors and the
directors connected window will open showing will show all the directors in that particular company.
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Please note we have not implemented the update ledger option at this stage as we require feedback.
In order to see all the companies connected to an individual director click the director you want and
then click on Show CIPC Directors and a box will open showing all the companies that are linked to
the director highlighted.

In conclusion this facility will allow secretarial departments to tidy up all the links for their director
clients and obtain the directors interests in other companies with one click.
As its early days for this facility your suggestions are welcome.
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Sky Time

Sky Time is part and parcel of the integrated Sky Software and incorporates the full time sheet and Work In
Progress System.
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Sky Time Setup

Sky Time is an application in the SKY Software series and in fact consists of WIP – work in progress
and a debtor ’s module which we call Sky Debtors
In this manual we will start off with the setup of the WIP as time is the most important aspect of
running an accounting practice.
First of all we have built a project management system. This is a system that will allow you to
allocate all your staff resources to a particular job and then you can monitor the time on a job as it
comes in on a real time basis. By setting up your staff allocations this in fact produces a budget
which will allow actual time to be monitored against budgetted time.
Because we offer an unlimited user licence the various project inquiries can be by anyone in real.
By making use of these facilities the dream of a paperless office now becomes a reality.
Sky Time has been built with state of the art software and can handle from the smallest practice to
the largest. There is in fact no limitation in regard to size. The whole system is real time and there
are no month ends or rolling of balances. All the data is also kept forever.
Updated 24 August 2016
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Menus

Detailed below are the menu options with the wip menu option highlighted. The next level shows
all the various options that you are required to address in running the Sky Time system. Again we
have used the approach of a work flow so its important to address aspects from the left to the right.
Although we have the setup option on the right it is clearly something that needs to be addressed
first.

The menus consist of the operational menu options and the setup options. The menu screen below
highlights some of the set up options for the WIP of Sky Time with Setup highlighted indicating
various setup items.
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Employee

Detailed below is the employee menu tree. There are employee details and then all the items that
employees will need to be linked to being Sector, Division and Classification.

The screen detailed below is a list view of employee maintenance and you can see that a particular
employee is allocated to a partner or manager as well as a classification.

Shown below is the detailed view of employee maintenance. Make sure you enter all the links if any
are not going to be used insert a dummy field *. For more information on Classification please have a
look at the Section of Classification.

393

In order to allow a user to access a time sheet click on the user area and enter the users who will
have access to time sheets. You may drill down to the users that you want to give access to.
Enter the standard hours in the week that the employee should work.
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Sector

Sector relates to sorting employees by business division or branch office.
The Sector setup is just a method of defining a whole lot of matter or job categories into a section. i.e
A section of the firm or a branch office.
This will be very useful for bringing out different reports or enquiries by sector.
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Division

Division relates to sorting employees by a particular business division.
Divisions is in effect another method of sorting time and will work ideally where you have branch
offices and business units.
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Classifications

Classifications relate to employees.
Classifications is a method that is used to group similar employees together for the purpose of
controlling and changing charge out rates. In the classification setup screen we have defined various
types of a classification setups.
For example junior clerks , senior clerks , general audit , etc and the point of this is that if a
large firm needs to change rates one can change the rate once for the classification and all the
employees attached to that classification are changed. We can use these employee classifications
to change the rate including the date of the rate change and this will in effect change all the rates for
that classification, for example. If there are ten clerks who are junior and they all have the same rate
one would then just need to change the rate under employee classification and all the employees will
be changed automatically.

Before you set up classifications employees must be set up.
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Allocations
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Category

Category relates to the work type and groups a whole lot of work types grouped under category. It is
a consolidation of charge codes. A whole number of charge codes will belong to a category.
Categories defines an overall grouping of different charge codes, for example if you have multiple
audit charges, fixed assets, debtors, etc all these charges can be linked to categories. A charge is
like a sub category and they will all add up to give you the overall totals for the category.

The above categories can further be broken down into charge codes for further analysis.
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Matter

Matters are self-contained codes which will allow you to pull out work for any particular kind of sub
code. These are over and above the charges and categories. In other words a line item on a
time sheet can in fact have more than one sort field and this is in fact the second sort field. As a rule
we would add matter codes to projects.
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Charges

The charges are in fact job are linked to a category. A charge code breaks the work type down as
to how the firm wants to describes the jobs it does. You can also use charge codes for producing a
standard fee for invoicing.
There are 2 views of the charge code setup screen. The list view as well as the form view. Click on
the list view icon to
details about charges.

switch between the two views. You would use the form view to enter all the

The forms view is detailed below.
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WIP Periods

WIP periods are where the period is set.
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WIP Periods Documents

WIP period documents are where you store the month end documents.
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Sky Time All Projects

This screen will allow you to see all the projects for a client in one place in one place.

Click the switch view icon to show the following. Scroll between the projects by clicking on the arrows
indicated by the green arrow.
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Sky Time Project

The core of Sky Time is setting up a project . Every client must have at least one project set up
before you can start recording time. A client may have multiple projects for example a secretarial
project , an auditing project , a tax project etc, or one project that can be utilised for all charges.
By making use of job codes or task codes the system will be able to differentiate the different kinds of
work and who did the work.
By working on a Project basis the system allows time to be captured accurately in real time.
On the screen below if you look at the left hand panel you will see that Fast Paper is highlighted
and on the right we have details of the project. We created a project by clicking on the new icon. A
project name will automatically be allocated by the system based on the matter selected. You may
also select a ref and sector code for projects to differentiate between cost centres or branches.
Project name and Matter
In order to create a project click on a client on the left hand side and click on a the new icon.
Then select a wip year, a matter and a sector if required. The project name will automatically be
inserted into the project name area. Underneath that we can detail a description of what the project
is. In the screen below you will see that there has been no resource allocation and we are in the
process of selecting an available matter.

Resource Allocation
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We would now need to click on the new button to the left of the words resource allocation. Click on
the area provided and a list of all the employees will display, we can then scroll down to find the
employee that we want to allocate that employee to the project. When the employee is selected,
units under the budget column must be inserted and based on the rates of that employee this will
automatically calculate the amount.

Once the employees have been allocated the system will calculate a budget and in order to save
the budget, click on the green tick on the top of the page and the calculation will be done as on the
screen below where we have a project ready to receive time sheet entries and disbursements.
..
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This now completes the setting up of the project and as the time is allocated into the project the
system will automatically give you the difference between budget and actual.
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Where a resource has not been allocated
There is however a situation which may arise during the progression of a particular job in that an
employee charges time who was not originally allocated to the project. In this instance one needs to
allocate a blank line record as a resource as is indicated on the screen below. This means that any
employee can allocate time to the job.
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Charge Allocation
One can allocate a charge allocation for different types of jobs like cash and debtors as shown below
as part of the budget.
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Budget Warning
There is a checkbox at the bottom of the page which if ticked together with a percentage margin will
indicate that the budget that you have entered has been consumed.
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Sky Time Employees Project

This option will show all the projects that an individual employee as selected on the left is working on. By
making use of the built in filters of partner manager sector division one can get to the actual core of what an
employee is doing on a particular project.
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Sky Time Transactions

Sky Time Transactions consists of Time Sheet, Disbursements, Project Invoicing and Write Offs.
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How To Capture a Time Sheet
1.

Select WIP - Time Sheet on the menu as follows

2.

Select the Week Ending Date that you wish to capture time for As Highlighted in yellow below

3.

Select the employee that you capturing time for As Highlighted in green below

4.

Double click on the time block where you wish to enter time for As hightlighted in purple below

5.

A new window will popup as follows;
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6. Click on the end time and select when the job ended. If you wish to enter any time other than
the half hour interval, Then type over the time as indicated as 09:00 above. The units will calculate
automatically based on start and end times
7. Enter the project name, which is normally the client code and year. As you type the client code,
a list will appear for selection The description, client, year and matter of the project will display
automatically
8.

For Non chargeable time or leave, DO NOT enter any project info, leave this blank.

9. Enter the charge type, which is the job code for Projects or Overhead code for non-chargeable/
leave. As you enter the code a list will display allowing for selection
10. The rate will automatically default to ‘A’ for chargeable time and ‘O’ for non-chargeable time,
when you tab off.
11.

Under remark type in any additional info that pertains to this time entry. This field is unlimited

12.

When complete, click on the red cross at the top right.

13.

At the bottom right there will 2 new icons displayed as follows

14. Click on the new icon, to create a new entry from here, which will automatically complete the
time as from the last entry
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15. Click on the duplicate icon to duplicate this entry with new times, but all else the same which
you can edit and change accordingly
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Time Sheet

The screen below shows what a time sheet looks like in its graphical form. There are various
components of a time sheet screen, you will have the panel of time sheet employees on the left
hand side which lists all the employees. On the top you will have the header of the time sheet
employee reflected, and then you will have the detail of the time sheet for the week in question.

An employee list will have the various dates of the time sheets (which you will see on the top left
hand panel) and you can navigate backwards and forwards on dates to find the various time sheets
required for an employee.
The time sheet above indicates a green area, this is where work was actually done and charged to a
project and an orange area indicates non-chargeable or office time.
To open a time dialog double click on any cell. To modify a dialog double click on the a colour cell to
open the dialogue and the following dialogue will display.
When creating an entry for an employee you have a choice of projects that are allocated to the
employee as indicated below. To find the project you want enter the first letter of the project name.
A huge weighting had to be given to the abilities of the vendors in regard to tax in
making quick changes.
The drop down of the projects indicates all the projects allocated to the person for which time sheets
are being entered. Where a blank line has been entered to a project that project will appear for all
employees.
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It will be necessary to enter the correct charge type. place the cursor over the charge out area and
the above drop down box will appear as in the screen below.

By placing your cursor over the start time cell or end time cell the unitsare calculated to the right in
the units cell.
A double click on any time sheet grid on any cell will open the time sheet entry dialogue for the
person in question by clicking on the start time or the end time, a drop down will display the time
which you may select. The units will automatically be changed accordingly to the length of time
between the start and end time selected.
By clicking on the project area a drop down list box will open and you will then again be in a position
to select a particular client by typing in the first letter of a particular project. The system will jump to
the projects available for that employer.
When you select an employee the projects allocate to that employee will display automatically and
then you have an option of selecting the year and the matter code. Once this is done you can go
and again click on the charge type to select the type of charge. You can enter in the remark area
any free form narration that you require, on the right you can set the rate selected.
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Time Sheet Icons

Next to each Tme Sheet employee there are Icons with specific meanings.

Data validation processing is built into the time sheet capturing. Specifically:
In above screen shot, on the left is the list of employees with icons next to each employee the icons represent as follows
full std time captured ( employee PN)

over time ( Employee RN and FZ)

short time ( employee CE)

NO timesheets captured ( employee WC and TR)
You can also filter for shortime, overtime etc to only show those employees
16 December 2016
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Time Sheet Units

Before you start with time sheets its important to understand how units on the time sheet works. One
unit is equal to one hour. The way we enter time sheet time is to enter the Start and End Time and
then this calculates the units. In the screen below a 10 minute time interval has been entered.

Note that the units is calculated at .17 of 1 hour being 10/60. In the screen below the graphical
representation of the time slot is shown on the time sheet. It shows as a very thin line on the time
sheet.
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Click on the Timesheet log tab and a transactional view will display as in the screen below.

Instead of working on the graphical timesheet interface the Timesheet log can be used to capture the
timesheet.
To enter a new record it is simply a matter of clicking on the new icon and then clicking on each cell
and a drop down list will allow you to enter the data that is required.
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After entering a few line items switch to the weeky graphical interface which will look as below.

..
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Disbursements

The screen shown below is a disbursement entry screen and disbursements are allocated to a
particular project. You need to put in an employee code and a disbursement code, for example when
it is traveling you enter in units and the rate and there is space for you to type a detailed remark.
You can change the view from disbursement entry to a list view.
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Project Invoicing

There are 2 ways of billing a project one can do it line by line or on a global basis. The first example
below is billing out each employee line by line.
This is where you do the project invoicing. By invoicing here the WIP balance on the project will be
reduced. What is extremely powerful is the fact that the wip time of each employee is stored and can
be reduced by billing.
Before we start lets look at the project enquiry screen which will give us the detail of what needs to
be charged.

In the above screen you will see the wip balance for each employee. This screen should be used by
the partner or the manager when it comes to the determination of the amounts to be invoiced.
The project invoice will look like the screen below.
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After the line items have been billed the screen will look like the screen below.

After the invoice has been processed the project enquiry screen will appear as below. Notice that the
invoices that have been billed reduce the wip balances for each employee.
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We can now decide what to do with the remaining balances and write them off if we so wish.
Another method of billing is to invoice globally as indicated on the screen below.
A global invoice can be processed with many line items as is required. Click on the Billing allocations
and then enter the Billing Amount. The invoice will reflect as a global invoice in the enquiry screen.
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Write Offs

This is where you write off project balances.

The above screen has been created with the necessary data being entered into the yellow area. The
end result of the transaction is that the balance of R660 against Rob Stark has been written.
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Sky Time Enquiry

The menu options below will shows the various menu options.
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Project Wip Enquiry

The Project WIP enquiry is where one can get the balances and status about any project. The screen
below shows all the projects on the left hand side with details of the the project highlighted on the
right hand side. The project enquiry will be the main source for obtaining the correct information
when on determines what is to be billed.
If you right click on the line item of what has been actually charged the following detailed screen will
display the make up of the actual charges for the employee in question. The actual time charged
amount can consist of many items.
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Wip Client Enquiry

431

Time Sheet Enquiry

The Time sheet Enquiry will give a summary of the time sheets processed as shown below for each
month together with a leave record.
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Allocation of overheads

433

Project Review v

The project review screen will allow you to manage all your projects by selecting filters to show those projects
that you wish to see by doing write-offs, by increasing budgets and knowing exactly where you stand as a
practice. The video below will give you an idea of exactly how it works.

13 February 2022
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Projects

435

Sky Debtors

Sky Debtors provides a full open item and balance forward debtors system.
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Debtors Menu

On the screen below you will see the Debtors menu tree. The Debtors menu tree will give you an
ability to prepare an invoice, credit note, process receipts, do a journal adjustment and to view the
ledger which is in fact the enquiry screen. The setup is where you would need to set up various
aspects for billing.
For example the billing entity, SKY software works on the basis that you can have multiple billing
entries against each record. There is also a place where you can set up your fee paragraphs. This
is automatic narration that you can use for your invoice.
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Fee Paragraph

List View

Form view
Create a new paragraph just the way a new record is created. In form view just type as below.
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Billing Entity

The screen below will display after we have selected Billing Entity. In the left hand panel you will
see a list of all the Billing Entities and on the right hand side you will see the Billing Periods. By
selecting any of the billing entities the billing periods with that entity will display on the right hand
side, showing the respective dates associated with the billing entity.

We have switched the mode of the billing entity by selecting the view switch and
you will see the
details of the Billing Entity below and this is used for merging onto an invoice or statement. If you
wish to change anything on the billing entity then it is just a question of changing the view mode.
You will notice on the right hand panel there is a column called Closed and some of the periods may
be marked with a tick. This means that these periods are closed and no transaction can go to the
period.

You will see on the screen above there is a field called current period. This is the current default
period that the system is working in and the screen above says 3 Aug 2014 to 3 September 2014
and that would be the period that we are working in. In order to change the period, let us say you
need to go back to the prior period (remember you can see all the periods on the right hand side and
in the billing periods panel). In order to change a period for example you want to go back to a prior
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period place the left hand panel in edit mode and click on the down arrow and choose the period that
you want. Use this change with caution.
The screen below shows the list of billing entities and on the right hand side invoice number range.
Please note that we have the number ranges tab selected. This will allow you for each billing entity
to select a range of invoices for different departments. Say there is a Secretarial Department then
you can select the Secretarial Department and the ranges will display.

When invoicing a drop down will allow you to select the Billing Entity and the Number Range
required.
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How to Capture Invoices and Credit Notes

How to capture invoices

For debtors invoices that don’t reduce the WIP balance:

Go to Debtors>>Invoice:
Click on “new” and select the client you want to invoice and put in the correct date (please note that
the date has to be within the current period)

The “Stm desc” is the description that will pull through on the statement.
Click on “invoice details” to select the billing code then insert the amount. Then save.

If you want capture more than one line item for your invoice, click on “invoice details” again it’ll create
another line, then follow the same process as above.

For project invoices that reduce the WIP balance:
Go to WIP>>Project Invoice:
Click on “new” and select the project and put in the correct date (please note that the date has to be
within the current period)
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Click on “invoice details” to select the billing code

Click on the “blue and orange grid” on the right-hand side

This screen will open and you will see all the time spent by employees on that project and any
disbursements

Insert the amount you want to bill per employee on the “Amt 2 bill” column. You can also write off
amounts on the “Amt 2 W/O” column. Then click on the “green tick” to save then close this screen.
The amount you have entered will now pull through on the invoice details

If you don’t want to bill per employee, you can just click on this icon then enter the amount you want
to bill to a project on the “Billing Amt” field
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How to capture credit notes
Go to Debtors>>Credit Notes:
Click on “new” and select the client and put in the correct date (please note that the date has to be
within the current period)

The “Stm desc” is the description that will pull through on the statement.
Click inside the box that says “allocate to invoice” then select the invoice number you want to issue a
credit note for

Then click on “invoice details” to select the billing code then insert the amount. Then save.
How to capture receipts
Go to Debtors>>Receipt:
Click on “new” and select the client and put in the correct date (please note that the date has to be
within the current period)
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Insert the amount. Click on the “show allocations” button to allocate to a specific invoice. if you don’t
do this, the receipt will be allocated to the oldest invoice.

How to capture journals
Go to Debtors>>Journal:
Click on “new” and select the client and put in the correct date (please note that the date has to be
within the current period)

Insert the amount. Then click on the “Allocated to” button to allocate to a specific invoice

Detailed below is a list view

444

If you want to change to the form view click on the switch icon

This is the reports icon

where you can print audit trails, invoices, credit notes etc.

This is the email icon
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Filing Debtors Documents

Once the month is completed generate all your documents by clicking on the function wheel and the
documents selceted will be stored under the documents tab.
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Invoice

The screen below shows a list view of the invoice maintenance.

Click on the switch view icon and you will get the form for entering an invoice. You will notice at the
top we have got the Billing Entities so by clicking on the down arrow we can select the billing entity
and on the right hand side we have got the Number Range. The principal of this invoice works in
the same way as the project invoicing works. The only difference here is that you have a choice as
to whether you want to do a direct invoice against the client (does not reduce work in progress) or
you want to do it against the project. To get an idea of how the invoicing works please refer to the
section on Project Invoice
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Global Fees

The best way to explain this is to go to How To Generate Provsional Tax Global Fees.
One can generate global fees for any type of situation like monthly contracts.
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Credit Notes

Credit notes are the same as invoices.

Credit notes work in a very similar way to an invoice. The point of doing a credit is to reduce the
balance on a debtors account or invoice so it is important that you indicate which invoice is affected
by the credit note.
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Receipts

RECEIPTS – 9000

Detailed below is the receipts list view and below that if you want to change to the form view click
on the switch icon

.

The screen below indicates a receipt in process. You enter the actual receipt just below the
statement description and then in the window below you can allocate receipts to an invoice by
clicking on the invoice number. This will give you the list of invoices that you can choose from. If
you do not allocate the receipt then the system will automatically do what we call an auto allocation
taking the receipt off the oldest balance or invoice.
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The screen below shows a receipt of R10,000 that has been allocated to AUD 57 AUD 58 and AUD
59.

452

453

Journal

Detailed below is a screen indicating the list view of journals minus amounts of credits and positive
amounts are in fact debits. It is necessary to allocate the journal adjustments to an invoice, if you do
not the system will allocate to the oldest balance.

Detailed below is a form view of the journal and you will see that we have allocated the journal to a
particular number?
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Interest Calculation

Select interest rates from Debtors Setup Interest and insert the rates.

On the client file under the billing info tab enter the interest rate you wish to charge the client.

Select the functiom wheel to calculate interest.
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Ledger Views

The screen below shows the ledger view.
On the top you will get the total balances for debtors and various movements. You will see the
current billing period. On the left hand side is a panel with each debtor and the balance. By
changing the billing entity the system will automatically display the details for the new billing entity.
On the right hand side will be a list of transactions with the various balances for the client billing
period.

The view below is a view of the statement and the system will automatically display the opening
position and the closing position for the period in question.
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The screen below shows how the balance of each invoice is made up.

How Too
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Debtors Month End

How to – Balance and Monthend DEBTORS

In order to do the month end in Debtors and balance the ageing and control figures do the following steps for each
Debtor Entity.
Before starting with the month end procedure please ensure that the interest calculation is run.
1.

Ensure that ALL transactions for the period have been captured and finalised.

2.

Go to the Debtors-Setup-Billing Entity screen, select the entity on the left

3. Under Period Setup on the right
Edit and close the current period, This is to ensure that no additional transactions can be created and no current
transactions can be edited.
DO NOT change the current period
Create a new Billing period , for the next month.
4. ON the main menu, on the right , click on the function/wheel icon and select Recalculate Debtors Balances , select
the Entity that you are balancing.( this should take not longer than 40 mins)
5. Click on the function/wheel icon again and select Recalculate Debtors Open Item , select the Entity that you are
balancing.
This is only necessary if you have debtors set as Open Item
6.

From the main menu Select Debtors – Ledger menu option

7. Click on the switch view icon
to show the enquiry with multiple columns.
Column 1 is the Active Balance which shows the balance, including any transactions for the new month
Column 2 is the ageing balance
Column 3 is the control or transactional balance.
Column 2 and column 3 totals should balance to each other and should balance to the control total for the period at the
top screen
( IF IT DOES NOT BALANCE , please contact Accfin for assistance)
8.

Print the control report and check that it balances.

9. Select the filter icon and select Debit Balances
Email / Print the statements
10.

Print the audit trails for Invoice, Credit Note, Receipt, and Journals

11.

Do the above steps for each entity.

12.

Go to the Debtors-Setup-Billing Entity screen,

13.

Click on the wheel icon at the top and select – File Month End Reports
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14.

Select the reports/exports that you want to file and click the green tick.

15. When completed, the reports you select would be generated in PDF form and filed against the Debtors Entity
period. These reports can then be accessed at any time. You can select and print any report, and if you chose to file
reports per partner, then the partner specific reports can also be accessed )
16.

Change the current period for each Entity to the new month.

17.

When prompted to recalculate, select YES.
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Setup Email Template
Go to the email template setup on the menu as follows

The following screen will appear

The list of currently created templates will show on the left
To edit select the template on the left and edit on the right
To create a new template, click on the new button on the top right
Enter a descriptive name , one that you will use to select when emailing
If you want a default sender email address than select this under from, or leave it blank and select at
time of emailing.
The default will appear but will allow you to change at time of sending.
Enter a subject title for the email and the body as above example.
To modify the body to enter html or rich text, change fonts, bold, etc
right click on the body and the following will appear
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Here you can edit and format the text as you see fit, using the toolbars at the top.
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Set Up Email Sender
Go to email sender setup on the menu as follows

The following screen will appear

To create a new email sender account.
Click on the new button, top right.
Under email address enter the email address that you want return emails to be sent to.
Enter the username and password exactly as you would use to logon to your email.
Enter all other details as shown above.
Click on green tick to save.
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Options

Set the options to your requirements

Use ISV Trial Balance

Tick this if you wish to import a TB from Draftworx automatically.
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How To

The screens in this section will explain a how to do various topics

466

How To Setup Interest

1.

To setup different interest rates and periods on which interest is to be charged –
go to Debtors>>Setup>>Interest

2.

You may setup multiple interest codes as indicated above.

3. Credit Period is when interest must be calculated [eg, 30 days, then all amounts marked 30
days and over will be charged interest, 60 days, then all amounts marked 60 days and over will be
charged interest, etc]
4, The percentage is the annual percentage of the interest to be calculated on the overdue
amount.
5.

Min overdue is the minimum amount that interest will be calculated on.

6. Go to the Billing Entity screen to setup the default interest code to be used for calculating
interest – this will be the interest code to be used for most of your clients.

7. Where you want to calculate interest, either the period or the rate, you would indicate this on
Master client under Billing Info tab.
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8.

To calculate interest:
Go to Debtors>>Interest>>calculate tab This will list ALL the debtors and show a column
with overdue amount and interest calculated thereon.

9. Click on the wheel at the top and select Calculate Interest, this will generate the interest
transactions for each applicable debtor
10.

Print out the following reports:
Debtors control
Age analysis – compare the amounts against the amounts on the ledger screen
NB: Debtors control and Age analysis should always balance!! If the reports do not balance,
run a recalc.

11.

If you’re satisfied with all the amounts – print the Statements.

12.
Go to the Billing Entity screen>>Billing periods>>close the current period and open a new
period
13. Switch view on billing entities and click on the drop-down arrow next
select the new current period dates.
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to “current period” and

How To Get Started pn IT14's

1. Retrieve IT14
#

Click on the Tax module, then select>>>>Tax Returns>>>>IT14>>>>Retrieve

NB! To retrieve for one taxpayer rather go to: IT14 input>>Efilling tab>>click on “Retrieve” at the bottom the screen. If
the return has been downloaded, the ledger status will be “RECEIVED” and there will be a date. If the ledger status is
“REQUESTED” try retrieve it again after 24 hours.

3. Return Info Section

# This tab is very important and needs to be completed correctly. Based on the information inserted here, the system
will force other bits of information required to be completed.
#

Depending on what you put here, SARS will generate various other bits of the tax return required.
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4. Financial Items Section
# Depending on what you’ve ticked and filled in on the Return Info tab, certain tabs on the left panel will be activated
[In Bold]
#

You need to address each tab and enter the relevant information that it is required.
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# You will notice that some tabs will be greyed out as they will not be required for that container type. Remember
there are 3 container type small, medium and large. A larger company will require more info than a small company.

5. Financial Info Section

# The Trial Balance is the most important aspect of an IT14 as it is the core of producing an IT14 tax return. You need
to make sure that you get this right!

#

Click on Trial Balance to import and the screen below will display:
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6. Submitting an IT14
# Click on the e-filling tab to submit. If the status is QUEUED – click on “Upd SARS Status” so that the status will
change to SUCCESS

#

If the status is SAVED, click on “Update Status” then it will go to “Awaiting supporting docs”

#

Then add the document and click on “Submit Docs”

# If the status is FAILED: click on Response to see why it didn’t go through. There will be a message that will tell what
you need to capture or what’s missing - the message will give you a direction about what you need to do.
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#

To submit IT12s for more than one client – go to the Home screen>>>>Tax>>>>Tax Returns>>>>IT14>>>>Efile

#

This screen gives you a history of all the e-filling activity that has taken place.
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How To Find Failed Irp6 Submissions

To check the FAILED submissions to SARS.
On the EFILE P1 IRP6 screen as below, you can select FAILED for ledger status and it will show only those taxpayers who
have a FAILED status.
You can then click on the response button (last column) and it will show the reason.
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How To Do Provisionals

HOW TO Get started on Provisionals
The same steps apply to P2’s

1. To run a global calc

# On the P1 Calc screen, click on the calculate option at the bottom of the screen to run a global calc, make sure the
tax year is correct first. Once calculation says its DONE. Select the retrieve button to globally retrieve the returns. Or
follow the next slide to retrieve
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2. Retrieve IRP6
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3. Check calculations
#

Select the tax module icon>>>>ProvP1>>>>P1Review
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4. Submission
#

To submit one taxpayer, you need to do this on the P1Reveiw screen

#

For Global submissions. Select the Tax module>>>ProvP1>>>Efile P1 IRP6
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# Make sure the Tax year is correct. Change the ledger status to Prepared for submission. This will list all provisional
returns that ready to be submitted
#

Click on submit, click on update status until status changes to success

5.Summary of your returns
#

Select the Tax module>>>Tax Ledger
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How To Manage the Tax Return Process
How to Manage the Tax Return Process

The following steps all refer to the Tax Input menu option which can be found under Tax – Tax Returns – IT12 - IT12
Input (it also applies to the IT12TR and IT14)
1. Prepare / Generate Tax Return Page
This step will create a Page on Sky for every client
from the Input screen ensure that you select the correct year that you want to generate for.

Click on the wheel icon
Then select – Generate Tax Return Page, this will generate for all clients listed and change the status to CREATED
2. Request / Retrieve Return from SARS
Click on the wheel icon again
Then select – Retrieve Returns from SARS, this will connect to SARS e-filing and retrieve the prepopulated info from
SARS if the return is available the status will change to RECEIVED
If the return is not available, it will request the return and change the status to REQUESTED
You can at a later stage retrieve for the ones that the status is REQUESTED
- Change the status filter to select REQUESTED
- This will show only clients with that status
- Select the retrieve option from the wheel icon
- This will retrieve only for the clients listed
If you wish to retrieve for each client separately/individually select the client on the left, then select the eFiling tab on
the bottom right and click on the Retrieve button

3. The tax returns are now ready for capturing of all other info
Change the status to INPROCESS for each return as you start working on it
At this stage, it is highly recommended to use the built-in notes facility to track the activity / tasks for each client.
The notes can be used as reminders as well.
For e.g.
You send an email to a client requesting info and/or documents and will need to follow up on this request in 7 days.
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3.1
3.2

to create a note, click on the block to the left of the client code
A new window will appear as follows

3.3 Click on the new icon to create a new note
3.4 Enter info as above
3.5 If you wish to have the task or reminder to be allocated to someone else, change the allocate to.
3.6 Click on the red cross at the top right to close.
3.7 A notes icon will appear next to the client code, to indicate any uncleared / open notes
3.8 Click on this icon again to edit , clear or create new notes.
3.9 On the day the note becomes due, a reminder will popup and the bell at the bottom right of your screen will
change to red background

Documents
Any documents related to the calculation can be stored against the specific client and the year. Eg Medical certificates,
Irp5, Travel schedule, Retirement fund certificates etc,
These documents can then be easily accessed at any time for reference, or if SARS requests supporting documents.
For more info Refer to the How to on attaching documents
4. When you are done with all the capturing and calculations.
The return is now ready for Review by a partner/Manager, called the reviewer
Change the status to PREPARED and create a note and allocate this note to the reviewer, so that it will appear on their
tasks/reminders.
5. The reviewer now reviews the calculation
Change the status filter to select PREPARED (This will show only clients with that status)
If there are any changes that need to be done, the reviewer creates a note with the query/changes and allocates this
note to the preparer.
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If all is ok, the reviewer changes the status to REVIEWED
6. The Tax Return calculation is ready to be sent to the client
Change the status filter to select REVIEWED (This will show only clients with that status)
Email the client the Tax pack report for authorisation and change the status to SIGNATURE
Create a note to indicate this and be sure to change the follow up date.
If there are any queries from the client, change the status to QUERY and indicate this query on the notes.
If you received the authorisation from the client, attach this to the documents and change the status to READY FOR
SUBMISSION
7. Submitting the Tax Return to SARS
Change the status filter to select READY FOR SUBMISSION (This will show only clients with that status)
This step is important, as the submission process will run for ALL clients listed, to be safe rather submit individually
Select wheel icon and select the option - Submit Returns to SARS
If the submission was unsuccessful, the SARS status will change to FAILED
If the submission was successful, the status will change to SUBMITTED and the SARS status will change to QUEUED
NB : the assessment will be available within 24 hours
If you wish to submit for each client separately/individually select the client on the left, then select the eFiling tab on
the bottom right and click on the Submit button

8. Retrieving the Assessment / Querying the return status at SARS
Change the status filter to select SUBMITTED (This will show only clients with that status)
Select the wheel icon and select the option – Update SARS Return status
If the assessment is available
- it will be downloaded and an assessment entry created.
- The status will change to ASSESSED
If the assessment is available in PDF it will be downloaded and attached to the assessment data entry
The SARS status will change to the status at SARS and any documentation available will be downloaded eg Audited,
request for supporting documents etc
These documents are viewable from the Correspondence tab
9. Review the Assessment
Go to the Tax – Assessment screen and from here you will be able to review the assessment and compare it to the
submission info.
10.

Request for Correction / resubmission

From the Tax Return screen, select the client, then select the eFiling tab on the right and click on the correction button

A new record will be created on this screen with Ver no 2
The status will change to CORRECTION
11.

If the assessment is correct and the refund received or payment made then change the status to FINALISED
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Technical Briefing ITR14

ITR14

INTRODUCTION

The problem with ITR14s is that they are designed for the largest company in South Africa. What you will probably find
is that most ITR14’s are in fact more of a simplistic nature because they cover very simple CC’s and companies, however
the Sky Tax IT14TR module will handle even the most complex of tax returns.
The hardest most time consuming task is actually inputting the trial balance amounts and getting the right Accfin Sky
source code against each amount entered. SARS does not use source codes they use a description whereas in our
software we use a source code which of course make things much easier. The trick is getting from the trial balance
amounts that comes out of a set of working papers or the general ledger amounts that come out of an accounting
system with the Accfin Sky source codes.
Please note that you can export the trial balance from the Draftworx working papers with the Accfin Sky source codes.
In this version of Sky Tax we have simplified the importation process of the trial balance.
There are also some other new features which will be explained in this document.

ITR14 FRONT PAGE – RETURN INFO

The screen below indicates the front page of the ITR14 tax return. There is some very important information that you
need to understand and address on the front page called Return Info, the most important being the company type
which we call the container type.

CONTAINER TYPE

Based on the gross income amount and the total assets the system will automatically calculate the container type. The
first step before you start is to create a new taxpayer for the year in question and then to create a new

MAPPING FILES

From now on in any particular year that you have mapped the files to the source codes and you get a trial balance for
the following year, import the trial balance, and then click on Apply Mapping Process and the system will import the
trial balance which has no source codes and apply the source codes from the previous year.
If you have pre-populated the source code column you can create a mapping file by clicking on the Apply Mapping
Process which will display this following screen and then it is just a matter of creating a new file and filling the screen by
matching each account code with the source code.
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Click on the green plus and type in the name of the mapping file.

Once the name of the mapping file has been created click on the green plus on the right-hand side to add a line item for
account code and source code.

CHECK RETURN

Please note the new check return button which will give you a list of all the items that the system detects in error.
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CHECKS AFTER TRIAL BALANCE IS UPDATED
Check that the Control Total is zero.
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Check the net profit equals the profit in the financials.

Check the provisional tax payments.
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How To Capture Retirement Funds

HOW TO HANDLE RETIREMENT FUNDS AS A DEDUCTION
Retirement funds now include Retirement Annuity, Pension Fund and Provident Fund.

Retirement annuity funds are entered in the deduction screen as indicated above. Pension and
Provident funds will come from an IRP5 certificate with the and will carry through to this screen.
It’s important to understand exactly how the retirement funding contributions work for the tax year
2018. The different types of contributions being retirement annuity, pension and provident were
brought together in 2018 and are now treated as one total calculation of contributions. The screen
below depicts the deduction contribution screen for the 2019 year.
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In the screen above the pension and provident contributions have to be entered on the IRP5
certificate and can’t be entered on the above screen. From the 2018 year the carry forward will be
automatically calculated by Sky and by SARS as one consolidated figure.
When doing the 2018 tax return, do not take into account the pension or provident account brought
forward as SARS will deduct them as the law was changed and the system of calculation changed.
SARS will automatically deduct the pension and provident contributions brought forward in 2018.
After 2018 the calculation will work for all three as the retirement annuity, the pension contributions
and the provident contributions will be treated as one total.
The actual deduction is shown on the screen below.
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How to Process P1 for 2022

How to Process P1 For 2022
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