STARTING THE EXACT SYSTEM

After you have installed EXACT on your computer you should see an icon on your
desktop that looks like this:

Js

ExzackIBS

When you double click this icon you will be taken to the start-up programme.
This looks like this:

Compart: Mew  Lsers

TS SELECT DATA FILE : 2.4.28.33 ]
=

D ata File In::\technisnft“-.datahtechnisnfthtec:hnisn:uft.fu:II:n

Date 2004/05/04
Time 09:27:33 AM

o Open X Exit |

“a
If you are setting up a new company, use the <New> tag, otherwise use the small g icon to browse to
the .fdb file that contains your data.

Select the <Open> button.
The main menu will open as shown in the next section.



The EXACT screens

To begin let us see what the EXACT screens look like and explain what we mean by
buttons and tags.

Buttons look like the examples shown below:

r o\ technisoft - 1 User System - 1 On=Line




In the EXACT system, the following Control keys are universal though out Module
Maintenance

Locate I HIdlthl +|—|A|f/|55|('|

Locate or F2 will show available records
Adds new record

Deletes Records —if no transactions
Edits Record

Cancels Edit

Tick Updates

Refreshes data

< X+

The blocked arrow keys go to the first or last records, and the right and left arrow
keys browse to the next or previous records respectively.

F12 Posts in Data Entry



How to set up and run Exact Sectional Title Accounting

If you are setting up a new sectional title unit, start by entering the following data, or if you have
converted data from a previous version, check the validity of the following data:

Details of Body Corporate, Trustees and Owners etc.
(Follow the screens below)

Main Screen

TS c\technisoft -, 1 User System - 1 On-Lin o ]

EXACT IBS-X
IT| Maintenance I Ihvoices | Reports | Perindic Activities I
| Puchases | Maintenance |  Purchase Orders | Repots | Periodic Activities |
lml_edger| Maintenance I [rata Entry | Reports |
IW| M aintenance I [1ata Entmy | Reports |
IW| Maintenance I Lagged In Users | InterB aze Services |

Go to <System Control> < Maintenance>

Tz S¥S Trial-Body Corporate : 2.4.18 — |0 x|
Setup taintenance | Tax Fates | |Jzerz |
Allocations | -l |
Houzekeeping Change Codes |

Goto <Setup> < Maintenance>
Click on the <Closing Dates> tag

/|5 SYSTEM CONTROL = ||:||_)'=
- - ¢
Company I A Receivable I Acc Payakle I Diate f Mumbers | Imverntory  Closing Detes |Miscellaneous |
— Financial Years Endled) on —— — General Ledger ————— ~Debktors —————————————————— [~ Yendors
Date | <l Date | Date | ﬂ Date |
| 30u04,2004 | 30u04/2003 M|25/m2:2004 4
30042003 25001 f2004
300042002 |- 221202003
30042001 250152003
251002003
| =
r’l/lrlu = e | ol (S (S £l Il e
- al]i| - | @ | — | @ |
Shift back | Shift forw

— Budget Periods Enter Dates of Financial Year-ends
Current Year IU Store |
Previous Year I u] Current Year Prewious Year Twwo Years Ago

ri B | B |+ 5




Go to the Current Year field and enter the date of the Current Year end and click <Store>

Now click on the <Company > tag. Enter the SS number of the B.C. (Body Corporate) in the
Company Reg. field.

Click the X in the top right hand corner to exit to System Control

Goto <Allocations>
This is where you will enter the various ledger accounts that will receive postings from Sales,
Purchases, Inventory, etc.
Note: these accounts will need to be set up in the General ledger before you can complete this

operation.

System Control —Maintenance - Setup — Allocations

:ﬁ:nllncatinns and Mas|

All Changes are stored on exit of the data entry field

=01

Masks. |A seqment is one of: A

Examples:
AAAL . 993
2335_9353
AL _A999

MM 95

M

Segments are separated by a "."

The number of characters also detcermines the length of the segment.

= Alpha-Numeric Character
9 = Numeric Character
= Morphing {Alpha-rnumeric 0F Mumeric depending on first character)

4 Alpha-mumeric characters followed by a 2 digit mamber

4 digit mumber segment followed by another 4 digit oumber

2 digit alpha-tamber segment followed by mixed code beginning with alpha
and padded numerically to 4 characters

= 3 digit {alpha-numeric 0OF numeric segment plus £ digit numeric)

(full stop)

Sales |Purchaaes| IFrvertary | Ledoer INumberingl

GiL Freight Out |
WAT Output |
POS Receipts |
Settliement Discount |

— Allocated To - (Cirl-click to clear)

Debtars Contral | IDEI
Sales | IREV.LEV

Cil_hd

DIt

]

]

Tax on Settl. Disc. | I
Cash Rounding | I

— Yarious

Dekbtors Mask  |In Addition to abowve also accepks # for an
autonunbering segqment .
Example:
BAAEHEEE = A code with up to three alpha
characters plus a 5§ digit, consecutiwve
rumber .

Dehtors' Code Mask IMMMM.MMMM et Humber I 0
Reps' Code Mask I
Area Code Mask I

Under the different tags, enter the relevant ledger accounts to which you want to post the listed
items. (Assuming that you have already set these ledger accounts up. If not, as noted above, you
will need to set up ledger accounts first.)

Set up in your Debtors Code Mask and Ledger code Mask

Now you are ready to set up the property details.
Close the above screen and, from the main screen go to:

<Property> <Maintenance> <Structures>

Structures

| Entities

You will see a screen similar to that shown below.
On the tags at the bottom of the screen, enter the relevant data.



T= MAINTAIN STRUCTURES _ (Ol x|

o [ sl
Property Code Description
MHEW INew Body Corporate
— Ohwrer
mame INew Body Corporate
Address IND 1
|This Fioad
| This Suburb
e-mail Iemail@bndy[fnrp.cn.za

Phoners)  [021 111111 [Cennaz 1111111111

Fax ||:|21 222222

Annual interest charged on overdue accounts %6 I 10.00

General I Sectional Title I MHotes / Footer I Regular Debits I

<General> tag
<Property Code>

Enter a code for the property (Usually the first 3 or 4 letters of the property name.
<Description>— Enter the property’s name

Enter the property Address, phone numbers etc. in the relevant fields
If interest is charged on overdue accounts, enter the annual interest percentage..

<Sectional Title> tag
:E:MAINTAIN STRUCTURES

Property Code

Description

=10l x|

| !

— Title
Opened I A 1_E|| Architect I
Tranzferred I ) 1_E|| Survenor I
Farticipation quata I i Flan Ma I
— Insurance
Walue I i Braker |
Palicy 1 I Inzurer I
Palicy 2 I
— Meters ;
Free itz Free Ihits
b eter 1 I 0 Meter 2 I o I
— Lift
Contractor I Expires I A 15 M atice I 0

General Cectional Tile | Motes f Footer I R egular Debitz I




Enter the relevant details as described.

PARTICIPATION QUOTA — This must be entered for the program to calculate levies correctly.
The number entered will depend on the number of decimal points in the P.C. For example if one
of the units in the building has a P.Q. of 0.034545 Total PQ will be 12000000.

METERS
If Electricity and or water are metered enter units (KWH) or (KL) and number of free units.

<Notes / Footer> tag
Enter any messages that you want to appear on the statement in the footer
Enter notes about the property.

<Regular Debits>tag

T= MAINTAIN STRU o [w]
Property Code De=crigption
Available Applied
ADMIMA Fees paid to members of exe: ﬂ ﬂ
ADMIMNZ  Fees paid to members of exec
ADMIMNI - Fees paid to members of exe:
ADMIMNG  Fees paid to members of exe:
CERT Clearance Certificate
ELEA, Arrears of electricity
ELEC Electricity consumption
GART Addition of 1 garage to sectio
GAR 2 Addition of 2 garages to zecti
VO See enclozed invoice
LATE Late payment penalty
LEWF Flat levies
LEYG arage levies
LEYS Special lewy
PARE. Farking bay rental
REMZ Remote contral [2nd unit]
[mlml ] D mmmirs mainmmrle mmrbimae j j
Aydd == | = Remove |
General I Sectional Titlel Notes A Footer - Regular Debits |

Select any levies that apply to all units from the list on the left then click on <Add>

If you cannot see any levies that are applicable, you may create your own by going to the main
menu and navigating to <Sales> <Maintenance> <Regular Transactions> (Click on the +
button to add a new entry)

Close the above screen and, from the main screen, go to

<Properties> <Maintenance> <Entities>

A screen similar to that shown below will appear.

This is where you will enter the details of the Trustees / Signatories or Bondholders
Click on the + to enter a new record and fill in the relevant details.



L =le=raa

Locate | F’If’lr“‘lf“‘l'l +|l—|/|\/|>¢|("|

Property Find |
Code I

Mame I Trustes ]
Address I Signatory [
I Bondhalder [
|
e-tmail I
Phone(s) I
Fax I

Now you should set up the owners’ details along with the regular transactions that will be
allocated to them.
From the main screen go to

<Sales> <Maintenance>

T= DMT - Trial-Body Corporate : 2.4.28.64 _ o] x|
Accounts | Feps I Area  Teritany Cateqories | Req. Transactiunsl
Edit Inwoice | Fieaszign I

Go to <Accounts> — Enter the owners' details in the screen as shown below.

=] |

tocte | |-~ ] #]—]a]s]x]e] srow foma =] \
AIC Code Mame
| | Upcete | Prirt |
Postal Address ZIF Code
| | | |

Phone | At Phore | Fax | Cell |

Contact & | CortactB |
Defivery Address [ | = | [~ | [ | +* | = | S | -”“l it | o | Copey Postal Address |
4

Eqjuipment
Description ;I W E(LE

[ |

Transactions Invaices

Addrezs |Elalances I Rep ! Area | Mizcelaneous I Sales Summary | kem Summary | Regular Transactions
1




Click on the + to add a new record.

Note the tags that are a quarter of the way down the screen (<Address>, <Balances> < Rep /
Area>, <Miscellaneous>, etc. where different types of information relating to the owners may be
added

Note that the account code will depend on the debtors mask that was set up in the <System
Control> <Maintenance>

NB. The A/C Code given to a owner is usually a combination of the property name (The
first three or four letters) followed by a period (.) and then three or four alpha-numeric
characters that denote either the name of the owner or the number of the unit within the
sectional title entity.

Now go to the
<Regular Transactions>tag
You will see a screen similar to the one below.

T ACCOUNT =10l x|
Locate | Hldlr" f““.’l +|—I/|\/|XI{"| Shiowy INormaI vl
AIC Code Iame
f#ae 0001 Jowmer one Update | Pt |
Address | Balances | Rep f Area | Miscelansous I Sales Summary | ttem Summary  Regular Transactions |
Assigned Debits
Anchar |Desc |Arn0urﬂ | WAT I Freq IG."L Cocle | Expires I PQI Linit |Sect| d
0 Electricity consumption 0.333 E ] ELE ul
0 Flat levies 13,050.000 E ] REW LEY ul
4 0 Garage levies 13,050,000 E ] REW LE% u]
-
4] >
+ Add | Remove + |
3":?:'3'8 Code | Description | amourt| wat  [Freg[cicode  [Method| <]
ebits
CERT Clearance Certificate §0.000 M ADR Flx
ELEA Arrears of electricity 0.000 M ELE Flx
GAR1 Addition of 1 garage to section pls 564 530 M DEY Flx
GARZ Addition of 2 garages to zection p 1,729.640 M DEV Flx _I
I See enclozed invoice 0.ooo M RMPTP FlIx
LATE Late payment penalty 10.000 M REVLEY Flx
p|LEVS Special levy 12,500,000 M DU [ e} -
— -

Select from Available Debits the ones that are needed for this account by highlighting the
available debit and clicking on the <Add> key.

If the regular transaction is a PQ transaction (e.g. Levy code) enter the PQ Unit and Section
number for this unit.

If the transaction is a special levy an Expiry date may be entered to stop the code from being
raised after a certain date.

To Add a new Regular Transaction, go to
<Sales> <Maintenance> <Regular Transactions>

Note the tags at the bottom of the screen where you can, under the <sectional title> tag determine
whether a regular debit is to be divided as per the PQ or whether it is a fixed amount.



= REGULAR TRANSACTIONS

=lolx=[L

Locatel HIdlblHl +I—IA I}:’l
Code Description
JLEwF [Flat levies
WVaT Rate Percent
Creates —— Amount iz
% Regular Tranzaction Rate / Amount I 13.050.00 e . % Ewclusive WaT
€ Order / Invoice Duartity I 0.000 7 Inclusive WaT

Post Ta G/L dcc ||HEV.LEV

Frequency Print Duates Statuz———————
£+ Monthly " None f* Enabled
= Quartery ¢ Current " Dizabled

= Annual & Next

- . T D T T - T 0 T

In the case of flat levies that are divided in the ratios of the PQ’s, enter the total levy for the entity

Under <Post to G/L Account> select the general ledger account to which the debit should be

posted.

Frequency — Select the correct frequency of application of the debit. (Monthly, Quarterly or

Annually)

Print Dates - Next will print on the following month’s statement.

<Sectional Title> tab

TS REGULAR TRANSACTIONS

=101 ]

Locatel HIlIbIHI .|.|_|A|,./*|5\f|
Code Description
[LEVF [Flat lervies

Wi T Fate Percent

i 0 Amount is
(¢ Exclusive WAT
= Inclusive WAT

Creates ————
’7(7 Regular Transaction Hatea’.&mountl Lel A0

= Order / lnvaoice Haaitity I 0.000

Post To GAL &cc | IHEV.LEV

Apply
" As fired amaount " Tochangeinmeter 1 g If meter 1 changes
& According o partic. quata ¢ Tochange inmeter 2rdg 1 meter 2 changes

General Sectional Tile | Orders / Invoices |

Fill in the relevant information

Note that the tag <Orders/Invoices> is not used.

an



Processing Data

Each month the following processing takes place before printing statements. If there are no meter
readings or interest raised on overdue acounts, then steps 3. and/or 4. may be left out..

1. Enter Receipts — Money received from Owners.

Goto:
<General Ledger> <Data Entry> <Receipts>

:E:EDE - Trial-Body Corpora _ Inlﬁl

Feceipts I Payments I Journals I Reconcile

The following screen will appear

TS RECEIPTS =[]
Mew Post [F12) Frint |
Property | MEW Mew Body Corporate Sectional Title
Transaction Date |U2J05/2UU4 E Mumber I 24 (EEE:]ERCC:DH
Diebit Accaunt | IBNK )| ISavingsAccnunts " Duplicate
* Increment
|I3.r‘L Code IA/C Code IDEscliplinn I Amnuntl Discnuﬂll Tx ZI T |F|Eference |F\Emark / Note I
ﬂ DB NE'w 0001 O4NER ONE 4 606,44 0.00 REC123 Direct Deposit
W e | = x| e 4,536.44 0.00 VAT Content 0.00
s e T e T——

Date — Date of transaction
Debit Account - <Bank Account> or Petty Cash.
Reference Select
No action - Each line Blank
Duplicate — Copies previous line
Increment — Increases previous line by one

G/L Code < Debtors>

A/C Code - <Owners Code> Only the number needs to be entered.

The Tenant's screen will appear.

Display Transactions button will display all live transactions. If you wish to see all of the
previous transactions, select All at the bottom of the screen to see all previous
transactions.

Enter Amount Received- or Transfer Balance if full amount received or Tick relevant
block that reflects amount received.

T ype — Q — Cheque C — Cash R — Remainder if mixed deposit D — Direct Deposit (Will
not show in Bank Deposit Slip.)

Reference — Receipt No. Deposit No. Etc.

Remarks — How paid or by whom

Ref. <Receipt Number>

Enter all Receipts as per deposit.

Once everything has been correctly entered, Press <F12>to update the receipt
batch.

11



2. Close Period for Owners/ Debtors

This step must be done prior to Raising Levies etc. and running
statements (levies can only be raised once in any one period),

SELECT : Sales - Periodic activities — Month-End - End of Month

< DB PA - TYGER ESTATE AGENCY CC: 2 N ] 3
Re-Allocate Dperatar Selected | Auto Selection |
Special Reqular Tranzactions | Reqular Invaices |
Month-End Interest | Statements | End Of Month

Housekeeping Select And Do |

_ifx]

The program assumes that a month-end close iz the
LAST action
for the closing date zpecified, i.e. no more inv¥oices and
credit notez need to be processed with that date.

Last Claging Date On Top Dates
31,/03/2004
23,/02/2004

Close Wwith This Date |18a"04.-’2|304 Ell Close Now .. |

[uick Check

Total Debtors Balances | 2231777 [
G/L Control Account Balance I 2821777

Feady | |

Close with this Date - DATE - Generally last day of month.
OK in Green will confirm Control Accounts in Balance.
Close Now

11



3. Meter Meter Readings

<Properties><Data Entry><Meter Readings>

T= METER READINGS _ (ol %]
Locate F'ru:upert_l,ll = | - | - | (2] I D ate Meters] Read IUUUEJEUM 15|
Propetty Code Description
MHEWS INew Body Corporate

nit Code Description
Locate Uik | |NEW 0oo OWwHER OME
—Meter 1 Meter 2
Current 200 Current I ] Post |
Freviouz 100 Frevious I n
Difference 100 Difference I 0 Skip |

Enter the Date the meter(s) were read.

The first time you will have to enter the previous as well as the current figures.
From the following month onwards the previous month’s current will automatically
become the previous figure.

If there are two meters for the unit, enter the figures for the second meter at the
same time.

Press <Post> and next unit will appear.

If a unit does not have have electricity charged to it (for example when the tenant is
responsable for the usage) press <Skip>

Check the entries by printing the Meter Report.

<Properties><Reports><Meters> .
Select the Period <This month> for current.

11



iy Raise Interest on overdue Accounts.

<Sales><Periodic Activities>

=10] x|
Re-Allocate Operator Selected | Auto Selection I
Special Regular Tranzactions | Reqgular Invaoices I
Month-End Interest | Statemnents I End OF Manth
Housekeeping Select And Do |

Select <Interest>
The following screen will appear explaining the process.

T= INTEREST - 10| x|

Charging interest iz a multi-pass process

1. Calculate Interest

2. Priet repaort, Thiz report is optional and iz far examination only.

3. Make changes to the interest tranzaction(z]. In most cazes
the purpoze would be to suppress low walue interest transachions
by zetting the walue o O [zen]..

4. Return to thiz zoreen. The Apply Button 1z now enabled.

8. &pply the [pozsibly modified] interest to the accounts.

. & compulzon repart iz sent to the selected printer.

|f the process i abandoned before step & [Apply] it will have
to be restarted from the beginning.

Moke:
Interest can be charged once a month only. 1t iz therefore important
to uze the comect date.

¥ Debit Balances [amounts outstanding)

Calculate [nterest an
|7r' Credit Balances [depogits]

InterestHatel E.00 2 per annum
Date [02/05/2004 | Caloulate |

lanore Interest Amourts B elow I 1.00 Bpply To Accounts |

Follow instructions change Rate if not correct <Calculate>
Provisional Screen will appear — Adjustments can be made at this point.

Print report and check then <Apply to Accounts>

5. Raise Levies for following Month.
5.1 Make any adjustments to levies
Sales <Maintenance><Regular Transactions>to change rates or add new
levies.
5.2 Add or change any levies that are applicable to Owners

Sales <Maintenance><Accounts><Regular Transactions>

5.3 Raise Levies
Sales <Periodic Activities>

11



el bl ol 8 0 il R T T ===

Re-Allocate Operator Selected | Auto Selection I
Special Regular Tranzactions | Fegular [nvoices I
Month-End Interest | Staternents I End OF Manth
Houszekeeping Select And Do |

Special <Regular Transactions>

Select Date

Reference <Month to which levies apply>
<Calculate>

<Report>

Print the report and check it carefully.

If not correct, close, make any necessary adjustments and <calculate> again.
If correct, <Apply to accounts>

jﬁ:REEULAR TRANSACTIONS —r ll

Date |31£05£2DD4 1__5|I [Calzulate |
Refererice I.JuneLevy Report |

Lazt Cloge - 30/04/2004 Apply To Accounts |

Account |Debit |Desu:ri|:utinn | Amnuntl E:-u:lu$ive| WAT | Total | Posted To G/L | ;I
| MEW 0001 ELEC Electncity conzumption - meter read 07,/05/2 233 233 0.00 2331 ELE
|_|MEW 0001 LEWF Flat levies 01/06/2004 ta 30/06/2004 307256 307256 n.an 307256 REWLEY
|_|MEW 0001 LEVG Garage levies 01/06/2004 to 30/06/2004 1.566.57 1.56E.57 0.00 1.56E57 REW.LEY
|_|MEW 0001 LEWS Special levy n.oon 0.00 0.oa 000 DUk
L R EW 0001 PaRK Parking bay rental 01/06/2004 to 30,06/ 200 24.00 24.00 0.00 2400 REV LEY
IDWNEH OME I Theze [tems were raized previously for this period

This process can be run any number of times but only transactions that have not
been raised previously (in the current period) will be raised.

6. Print statements

Sales <Periodic Activities><Month End><Statements>

=



TS STATEMENTS SECTIT

Stark &t | I I Print ¥ Preview
End At | I I [Press <Chrl> for Editar]
Date |D2.-"|:|5.-"2|:||:|4 E]I

— Select Fiestrict to Accounts with

= "Piint accounts™ Balances greater than [
= "emaildfaw-mail accounts OF Balance Mat Zer '

I~ Frint instead|of e-mail

0.00

[~ lgnore "Mo staterment'’ flag in account
I~ Conzolidate sub-Accounts
I~ Exclude invoice data

=10 x|

Message | 20 20 40 5O &0 70 a0 20

Our bank account is at Standard Bank Plumstead Mo 07 622 2217 branch code 025403
Bemember to uwse your Flat rmamber as a reference when doing a Direct Deposit or EFT
Pleases write your flat nunmber on the back of your cheoas

Electricity accounts are payable immsediately upon receipt thereof

Cash payments will be welcomed by Ms Cronwright in flat 204

Select Printer and Template

Pritit Oy |Canon Bubble-let 5450

Template For Open ltem Accounts I"ST Sectittc fri

e ] .«

Template For Balahce Forward Accaounts I"ST Sectittc. frf*!

Select <Start at> to select one or, if arange is required, select <End At>
Leave blank if all are to be printed.

Date — Must be after Regular transactions being raised.

Message — Type any message you want to print on statement

Print on — Select Printer to be used.

Template —From dropdown menu select from Fast Reports/Templates
/DB/Statements/ST Sectit.frf

Tick Preview if you want to view on screen.
7. Cash Book Payments made.

General Ledger <Data Entry >

=

Receiptz | Papments I Journalz Reconcile I ‘

<Payments>

Cancel | Post [F12] | Fiirit |

=10l x|

Reference———
Credit Account | |D2D ICurrentAccount " Mo Action
I— " Duplicate
7
Murnber * Increment

G/ Code | Date |A.-"EI Code |Descripti0n Amountl Discount| HeferenceITax X | Tax AmountlEId IF!emarks / Notes
|Xjoe 01/04/2004 0.00 0.00 000 0.00/N
K|

Ml [m]| #[=]

A




Credit Account - <Bank Account> select the account from which the money is being paid
(Bank , Credit Card or Cash)

G/L Code <G/L>

Date — Date of transaction <F2>

A/C Code - <if Creditor or Debtor>

Amount - <Value>

Reference — Cheque No. or EFT No. Etc.

CLD —<Y>es If Cleared/ Reconciled. <N>o If not

Remarks/Notes — <Who is being Paid and what for.>
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Backup Instructions

Setting up ledger

Budgets

Reconcile Cashbooks (with Bank Statement as at end of month.)
Print General Ledger Reports and budget comparisons
Financial Year End

Print Owners Reports

10



