EXACT BURIALS

EXACT BURIALS is a fully-functional integrated package containing all the features of Technisoft's EXACT PLUS
ACCOUNTING that has special facilities for burial societies and funeral services companies.

Specially developed over the past 5 years for this industry BURIALS can handle the needs of any society that needs to
process large numbers of transactions in the shortest possible time and then be able to analyse the data and produce
reports that are needed for determining the membership status of members and their dependants.

Special Features:

e Automatically calculates and generates regular subscription fees for each member Subscription classes may be set
up for each type of member (for example, ordinary member (single person), family member (spouse and
dependants), disabled, committee member (pays reduced or no fees because they voluntarily help with
administration), etc.

e Fees may be allocated to each class so that if there is a change in fees they only need be changed in one place
within the system.

e Reports may be generated to give a statistical analysis of the members by class or age.

¢ There is a special report on age that, for example detects when dependants have reached 21 years of age when
they are no longer eligible for dependant status. This may also be used for detecting birthdays, etc to be used for

sending special messages.

Optional Built-in Features:

¢ The system may optionally be used to record scanned images of documents pertaining to the member (birth,
marriage, identity documents or death certificates).

* There are facilities to generate bar codes for each member. These codes may be placed on membership cards for
extremely rapid and accurate processing of members transactions. (For example we have one client who can
process over 300 members paying subscriptions in cash at a three hour meeting).

e Afast till slip printer may be used to produce receipts that are free-form (user designed) and may take the form of
a mini statement so the member can see his exact status.

When the programme is first started a screen such as the one below will appear, showing the main menu structure of the

programme.

The operator will notice that the main menu items are in the left column, (Member, Supplier, Stock, General Ledger,
System Control and Special) whilst the various buttons controlling functions are to the right of the menu items.

Page 1 of 17



EXACT BURIALS

84 5 User System - 1 On-Line
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Note:
Throughout the whole programme where you see, at the top of a window, the following bar:

Locate ] I'"l"'lil'Hl +|—|A|»“|;f|e| 1‘_'—,;1

The following conventions apply:

The [Locate] Button will bring up a screen like this, where existing records may be selected:
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EXACT BURIALS

See http://www.technisoft-online.com/download/Manuals/manualmenu.htm (User name free, password technisoft ) for

downloads of other manuals that will give more information about the look-up screen.

The portion of the screen that looks like this: i I A I = | i I is for moving on to the next, previous, first and last

records.

The portion like this: + I = I e | i I > I ¢ i is where you take on a new record (the +), delete an existing record
(the -), edit an existing record (the triangle), or refresh the data (the bent arrow).
k=2

If the Ais clicked then the bar changes, thus: = I i i Now you can either post changes you have

made (click on the tick) or reject changes you have made (tick on the cross)

The curved arrow on the right is to refresh the display.

Setting up the System

The first task when running any Technisoft EXACT program is to set up the system so that the system will function
according to your company’s needs.

An explanation of how to do this may be found at http://www.technisoft-online.com/manuals/manualmenu.htm

EXACT BURIALS OPERATION

Firstly, you should gather details of all of your members and also of the type of membership that they have.

For example you may have different subscription rates for different types of members. A member may have minor
dependants who pay different subscription rates to the main member.

Now go and enter the different SUBSCRIPTION RATES into the system by going to:

Members [Maintenance][Reg. Transactions]
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REGULAR TRANSACTIONS
locate | w| wal o] #l =] |w| x| Gibalasian
Code Dezcription

| I

WAT Fate Fercent

~Creates———————
F[E;:gsulal Transaction Fiate # Amaunt 000 I (f—lmnunt iS_'
" Order / Invoice 1 0 (: :—:Htl.lus.lve\ffTT
[Hiartity 0000 nclusrve

. " Lewy / Deposit BERE:TailiE

Post To GAL Acc

e A | Frequency 1 Frint Dates - 1 Status
- y f Monthly v Mone * Enabled
" Guartery ™ Currerit | 17 Disabled
™ Annual _ 7 Mext )
General [ Sectional Title | Orders / Invoices |

Click on the + to enter a new subscription rate.
Give the subscription rate a code (e. g. SUB1) and a description, set the radio button to “Regular Transaction”, set the

amount charged, whether it is inclusive or exclusive of VAT, which ledger account it is to be posted to and how often the
amount is to be applied to whichever member it is allocated to (Monthly, Quarterly, Annual). Also mark whether any

printed documents will have no date, the current date or the date of the next period on them.

A regular transaction may also be enabled or disabled.

MEMBERS

The next thing to do in the system is to take on the members.
Go to: Members [Maintenance][Members]

You will see a screen similar to:
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& account
Lacate ] H]41D1H1 -|-|—1A1-'/]>'-’ ("] L:—;J
[ AAC Code o Mame:  Active - - .

J4 10000 ]|

Address ] Balances1 Hepa’ﬂreai Mizcellaneous | Regular Transactions Members‘ Maotes / Footeri

Fostal Address ] Phane | Fax ]
| Al Phane | Cell |

] Contact & |

ZPteds [ Contact |

Delivery address list l

Deliverpddess. 1= | = | &= | 1] el el Copy Postal dddress_ |

Fhone Contact & ]
Fax Catitact B ]

Trangactions ] Inwaices ]

Click on the + to add a new member.

Fill in all of the relevant details, on all of the tags. (Address, Balances, Rep / Area, Miscellaneous, Regular Transactions,
Members, Notes / Footer)

Address:

This is self-evident
Balances:

You need not fill anything here
Rep /Area:

If you have a reps or geographical areas that you wish to associate with members, you may set them up in
[Members][Maintenance][Reps] and/or [Area / Territory] and then associate these with this member here.

Miscellaneous:

This is where you may enter a member’s Tax (VAT) number, set-up electronic delivery of documents to an e-mail address,
etc.

Regular Transactions:
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ACCOUNT

Locate ] :"']f"|l-1H1. l+|—14|.-z’]‘;’ (_!| -1-_ —;J

AJC Code i Mame:  Active
l'i--i- ]Iadam&

Address1 Balances1 Fiep a"f-\reai Miscellaneous  Fegular Tranzactions ] Member31 MHotes / Fu:u:nter}

Agzigned Debitz

Code J Anchor l Desc Aot l WAT J Freg JG.»’L Cods I Expires
_t SUBY ol Subszcription Clazs Voluntary 0.000 E I IMW 0L
* Add | Remove * J Fostizhanges 1
Svai_ltable Code Dezcription 1 Aot 1Vat1 Freqj G/l Code ] L
ehits =
L FLTSDMT FULL TIME STUDEMT MEMBER | oo E M MO |
L SUBA Subscriptian Elas_s A | 15.DDl [ M _ME
B _SUBB Subscriptipn Clasz B _ 2000 1 K |MC
|_|SUBC Subseription Class C | 0oa I M oME .
| SUBD Subscription Clazs D oo 1 M MC
¥

You will see from the above screen that all of the available Debits or subscription rates that you have entered as shown in
the previous section are shown in the bottom portion of the screen. You may allocate one or more of these to the
member, depending on how many other members are in his/her record.

To allocate one of them to a member, click on the Add button, or to remove one, click the M_J
button

Members:

On this tag you will be able to insert all of the members in the same family. Please note, you must add the principle
member and all of the dependants of the principle member.

Click on the + to enter a new member.

You will notice that there are buttons at the bottom to make your life easier by copying the main member’s surname
and/or Full names into the relevant fields.
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ACCOUNT LEK

Locate ] H]1|I~1H1 -|-|_1/ ,‘/]x|e|| L1J
AJC Code i Mame:  Active . - ;
fe 01272 || 4RRUES
Address1 Balances1 Fiep a"f-\reai Miscellaneous] Fegular Transactions  Members l MHotes / Fu:u:nter}
% Lazt Mame ]FirStName[S] II [ Murmber IStatu&"] Sewt JEHempt“J Born Joined ] Lett il
g [P|4RRIES ALFRED SRORT7SIEEOEE | P M 19550817 2000-05-05
E J_AF!FHES RAGEL 0807120073086 5 F 20050712 2001 -05-08
=
@
Ui
5
o
v
< | >
[~ w|m] +#|=|al-|s]le| Red = Wil be deactivated/deleted
Copy Surname 1 Copy Full Mame | Dizplay Certificates 1
You should also note that, under the Column [Status] you should enter the correct status by clicking the ﬂ that will
appear and selecting the correct status from the drop-down list -=zz=zmmmmmzmmzs-as shown.
Prncinal
Spouze
Dependan

In a similar way you may enter the Sex of the sub-member and also a reason for exemption.

You should also enter the date of birth of the member and the date he joined your scheme.

If the member leaves the scheme or dies, this screen is also where the relevant information is captured, for example the
type of burial, the reason for leaving, etc.

You will notice that there is a tag on the left of the screen that allows you to enter information about the grave or graves
associated with departed members. This is for future expansion.
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The [Notes] Tag may be used to make any notes that may be useful to record, and the footer is a message that can be
shown on any documents that you send to the Member.

Once you have entered all of your Members you should make sure that the Ledger allocations are correct in the [System
Control][Maintenance][Allocations].

Allocations and Masks

All Changes are stared on exit of the data entry field

Masks:

Sales | Purchases I IFventony I Ledger I Spaciall N'umber'mgi

~ tllocated To - [_Ctri-t:liek ta -eiear]'— —Various

Debtors Control | DB D shtars Mask

Sales [ e
el i
G/L Fraight Dut | [fRTOOT | :
WAT Dutput I I\-"ATUUT— Disbtors' Code Mask IW NexlNumber_IW
POSRecepts | [ Fleps CadeMask |
SetfementDissount | [DISALL MeaCodeMask |
Tax on disc. allowed | I—
| Cash Rounding | I—

Enter the correct allocation for each field on each of the tags (Sales, Purchases, Inventory, Ledger, Special and Numbering)
Your accountant should be able to assist with this because he will know what your ledger accounts are.

With the Burials programme, there may be a special ledger account to which you may allocate “Grave Transactions”, this is
done under the [Special] tag, as shown above.

OPERATION

Now that you have set up your system and have entered all of the relevant information, you may start to operate the

system.
The BURIALS programme relies on the regular debiting of Members with their weekly, fortnightly, monthly or annual fees.

APPLYING THE REGULAR DEBITS

To do this, at the selected interval, the operator should go to: [Member][Periodic Processes][Repeat Transactions]
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REGULAR TRANSACTIONS

Date & 3 Calculate
Feference ] _.Ll Report

Last Cloge - 2007/09430 - overdus

Account IDebit ]Description I Amount] Exclusivei WAT Total | Posted To G/L

Auchive lNon-activej Generatingj Updating;

NOTE: In the above example there is a warning, in yellow that a close is overdue. If this warning appears, you should not
continue because the members accounts will not have been aged correctly.
Escape from the above screen and select [End of Month] where you will see a screen like the one shown below.

Check that the dates are correct and, if so, click on [Check Balances]

The computer will now check the balances in the Members’ records against the balances carried in the General Ledger.
These balances should be the same. If they are not, an error will appear in yellow in the right-hand field and the error
will need investigating before proceeding.
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MONTH END PROCEDURE

Lazt Clozing Diate On Top [ Dates
2007/09/30 ¢
2007 /083
2007/07 /34
2007/06/30
2007/05/31
2007 /04,30

Check balances
Cloze Wwith This Date: |2007./10/31 ] Close Mo

ek ek

Total Debtors Balances |

G/L Contral Account Balance

Ready

If there is no error, or if you are aware of the nature of the error and wish to deal with it later, you may proceed to close

the period by clicking [Close Now]|
The computer will close the period and age the Members’ balances.

Now return to [Member][Periodic Processes][Repeat Transactions]

REGULAR TRANSACTIONS

Date | Calculate
Reference - Report

Last Cloze - 2008/01/31

]Account i Debit ] [rezcription ] Amount 1 Euclizive i

WAT

Tatal |Posted To GAL

|
J

Artive | Non-active  Generating | Updating
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You should now select the [Calculate] button

This will run through all of the Members’ accounts and calculate the correct amount of money to debit against their

accounts, and will display a list showing all of the members and how much they will be charged.

REGULAR TRANSACTIONS EEX
Date |2008/02413 5.'1 Calculate
FReference i’Eh_d;E\ﬁ Fiepart
Last Close - 200201431 1.7 i
Account lDebll IDescrlpt\on l Amountl Excluswei VAT Tatal | Posted To GAL i*\
| |4 DO00D SUBA Subscription Class A 15.00 15000000 0000000 15000000 MC
| |Aa 01274 SUBA :Subsc'rip'no_h Class 4 ‘!5.00: 15.000000 0.000000 -‘!5:0000_00 MC:
| |4 01301 SUBA Subseription Class & 15.00, 15000000 0.000000 15.000000 MC
| |Asmezr SUBA Subsocription Class & 15000 15000000 0000000 15000000 ME
| |AmOe3 SUBA Subscription Class A 15.00) 15000000 0000000 15000000 MC
| |semozs  suBA Subscription Class & 1500 15000000  0.000000 15000000 MC.
| |4B 01311 SUBA Subscription Class & 15.00, 15000000 0.000000 15.000000 MC
| |AB M4m SUBS Subscription Class & 165000 15000000 0000000 15000000 ME
| |ABBOO740 SUBA Subscription Class A 15.00) 15000000 0000000 15000000 MC
| |4BBODEYS SUBA Subseription Class & 1500 15000000 0000000 15000000 MC
ABCOZ441 SUBL Subscription Class & 15.00; 15000000 0.000000 15.000000 MC
| |ABDOOSTE  SUBA Subscription Class & 16000 15000000  0.000000 35000000 ME
| |ABED1ES] SUBE Subscription Class B 200007 20000000 0000000 200000000 MC
| |#EHOOOEZ  SUBA Subseription Class & 1500 15000000 0000000 15000000 MC
ABLOZ125 SUBL Subscription Class & 15.00, 15000000 0.000000 15.000000 MC
| |ABPOZETE  SUBA Subscription Class & 16000 15000000  0.000000 35.000000 ME
| |ABS02190 SUBA Subscription Class A 15.000 15000000 0000000 15000000 MC
| |&BSD2205 SLBA Subseription Class & 1500 15000000 0000000 15000000 MC
| |ABS02360 SUBE Subscription Class B 20000, 20000000 0.000000 20000000 MC | |
|adams
|
Actwe] Nnn-aclive] Generating | Updating

The list may be printed by pressing the [Report] button.

NOTE: CHECK THE LIST CAREFULLY TO MAKE SURE THERE ARE NO MISTAKES.

LOOK AT THE SALES ACCOUNT IN THE GENERAL LEDGER AND MAKE A NOTE OF THE FIGURE BEFORE APPLYING THE
REGULAR TRANSACTIONS. YOU CAN THEN CHECK BACK TO SEE IF ALL OF THE TRANSACTIONS HAVE GONE THROUGH
CORRECTLY AFTER YOU HAVE APPLIED THE REGULAR TRANSACTION.
IF YOU DO NOT DO THIS ERRORS MAY OCCUR — THERE MAY BE A POWER FAILURE THAT HAPPENS IN THE MIDDLE OF
APPLYING THE TRANSACTIONS, OR SOME OTHER HARDWARE FAILURE MAY CAUSE A PROBLEM THAT IS IMPOSSIBLE TO

PREDICT.

A second report showing regular debits that have been omitted may also be printed.
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S S, R R 0%

CERCEEE SR b oM Close

BUSY BODYBURIALS

OMITTED REGULAR DEBITS - dated 20050213 1 20080213 11:49:39 AM 1

Account Mame D it Description Used EXCL WAT INCL  Ressor(s)

0.00 0.00 .00

Page 1 of 1 [

Once you have made sure that the transactions that are about to be applied to the members are correct, you may click on
the [Apply to Accounts] button. The transactions will be applied. If you have hundreds of members, this will take some
time.

A screen like this will appear:

REGULAR TRANSACTIONS
Date M Calculate
Fleference "f‘t;b_m Repart
Last Close - 200801731 Apply ToAccounts

Account IDeb\l IDescuplion I Amounli Exciusivei WAT Tatal [Posted To GAL i |
| |stoo0o0  supa | Subscription Class & | 1500 0.0 1 MC
__AA 0274 |SUBA Subscription Class & 15.00 0.00 1M
[ |aa 01301 SUBA Subseription Class & 1500 0.0 1 MC
| |aantezr  sUBA | Subscription Class & 1500 0.0, 1 MC
| |AAI0ER (5UBA | Subscription Class & 15.00° 0.00 1 MC
|_|AB 023 (3UBA Subscription Class & 15.00 0.00/ 1/MC
_AE m 3'!1 SUBA _Subscnpt\un Class & 15.E!U. U._UU_ 1:MC
MAE a0 (SUBA Subscription Class & 15.00 0.00 1 MC
|_|AB 0471 ooo 0.00 0 =
| |ABAOO4E1 suBa oo 0.00 0
_AEBDD?&D SUB& Subscription Class & 16.00. 0.00 1 MC
||4BBODE7E | SUBA | Subscription Class & 15.00 0.00] 1 MC
| |4BCO2441  SUBA | Subscrption Class & 1500 0.0 1MC
ABDO0STE ;!”?_LIBJ-\ Subscription Class & 15;UU U._UU_ 1_5MC
sugs | ow o o
ABEOTEAT :SUBE _Subscnpt\un Class B 20.00 U.UU_ 1EMC
ABGO2073  [SUBA oo 0.00 0
v

Active | Non-active | Generating Updaling
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CHECK THE BALANCES IN THE LEDGER SALES to make sure everything has been posted correctly.

Now that you have automatically charged all of the Members their fees, you will now need to receipt them when they pay
their dues.

RECEIPTS

To process receipts go to [General Ledger][Data Entry][Quick Receipts]

This is a special receipting programme that can make your life much easier when you are faced with a lot of Members
arriving to pay their dues at the same time.

You will see a screen like this:

[ AMOUNT RECEIVED (Receipts printed)

DebitAccaunt | [INV.INY |INVESTEL BANK U/T
Murber 0
Date |2008/02/13 Eli

Member's Accaunt ] I QK [F12] Cancel Unlock debit a/c data panel l

Amount Received 0.00 Reprint last receipt l

Receipt NDI.I 1} Reference I

Current I_‘

30 Daps I_‘

B0 Daps l—a

90 Daps l—a
eanasl 0 |
Balance Tatal !_.

] Show printing details ]

You should first click on [Debit Account] to select the account into which you will be putting the money.
Next you should click [Member’s Account]

This pop-up appears:

X

Confirm

\:) Lock khis panel?
-

You should select [Yes]
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The Members’ lookup screen will appear, looking something like:

MEMBER - Lookup

Lookup By CODE [releted
[ (@4 Refresh | ok | i
Code Marme e-mail Tatal Current A0 Days R0 D@}'SE A
1Y i, D000 ' 500 5,00 000} oo
B 01274 - #1800 1500 0.00 0.00
|| oram BT e R o 3600 @00 000 000
AATIGZT. ATy GORDON APRON 4500 4500 0,00 0.00
| |aaimes  sesenms 0 3000 3000 0.00 0.00
[ |apmozs e 3000 3000 000 0.00
(NEELER s Ba00 1500 000 000
48 01401 R 0.00 0.00 0.00 0.00—
[ Jag oam ool oo 0.00] 0,00
AEA00481 000 0.0 0.00| 0.00
|[_|2eB00740 - DS - 25400 1500, 000 000
| |4eBo0s73 e+ (s, T iy 1200 1200 0,00 0,00
ABCO2441 « . 0 mntr 42200 1500 0.00 0.00
| |#BD00878 P [ SR e 2300, 2300 0.00 0.00
|| |eeennze noo| 000 n.on| 0100 2
< )
a0 L LN

From this you may select the Member who is paying.

If you select an account where the Member is overdue with his / her payments, a warning message will pop up.

Confirm

Dverdue Amoonts! Conkinue 7

3

You may then decide whether to continue or call a supervisor.

Note: The button [Show Printing Details] will cause an additional area to open up below the receipt screen, as shown
below. This is to allow you to decide which printer to use, select whether to print a mini statement on not and change the
template that determines how the printed output will appear.

You may hide this screen when you have made your selections.
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AMOUNT RECEIVED (Receipts printad)

Member's.&ccount ]

Amount Received 0.00

Hide printing detailz

Ok [F12] Cancel Unlack debit afc data panel ]

Reprint last receipt ]

Reference I

Currert 17

30 Days 17

B0 Diaps l—

A0 Days l—
rozs
Balance Tatal l—

Duick Reaceipts Made! Recsipt Printed

Frinit Or J\\F‘HILF’4'\HF’ Desklet 835Cx

=

iE] =3 I

| T nclude mini statement

eitechnisoft\fastreport2iterrplatestledgerireceiptsy

]"receipt (default) fr3"

Make this the new default template (this workstation only

QF:J Systern wide lock
| ke fock |

If you continue and have selected the Member you will see a screen like this:

AMOUNT RECEIVED [Receipts printed)

Member's Account ]
Amount Received ] 1.0}

Show printing details

QK [F12] Cancel Unlock debit a/c data panel l
Fepnnt last receipt ]
Reference I—
Current 15,00

30 Days

B0 Draps

90 Drays

120 Days

Balance Tatal

Duick Receipts Mode: Fieceipt Printed
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On the screen you can see how much the Member owes and how the amounts are aged.

You should enter the amount of money that the member is paying on his account and, if you wish, enter a reference in the
fields provided.

Click [OK] or press F12 to process the receipt.

The receipt will print.

If for some reason the receipt does not print (the printer runs out of paper, for example), you may reprint it, after fixing
the fault, by pressing [Reprint Last Receipt]

STATISTICS

If you click on the [Statistics] button under [Special] from the main menu, you will see :

BURIAL SOCIETY - Statistics

Age Analysiz | kdember Statz |
Tranzachions ] Reaching age =x |
efbursoc ¢ 3.5.1.3 E|:uhi||:u4:ulh *Rewision (0000: 0000}

The [Age Analysis] report looks like this:

BUSY BODY BURIAL S AGE GROUPINGS - as at 20080213 20080213 O1:43:48 P

CODE CATEGORY DESCRIPTION 1-21] 22-30 31-40( 41-50| &1-60) 61-70| 71-80( 81-80 a0+ | MO DATE TOTAL| PERCENT

1 1 0.0z
SUBA Subscription Clags A 1218 582 643 887 235 110 il 22 3439 82.25
SUBB Subscription Class B 125 36 9 a4 1931 174 41 4 7 B43 15.28
SURC Subscription Class & 5 %l ol 4 i} £ 26 0.62
sSUBD Subscription Class D 3 1 1 4 7 Kid] 10 1 G2 1.48
SUBY Subscription Class Voluntany 1 2 i} 1 10 0.24

TOTAL | 13582 619 655 645 436 287 114 21 2 40 4181
PERCEMTAGE | 32341 1481|1567 | 1543|1043 70| 273 0.50( 0.08 0.96

It shows the ageing of the different classes or types of subscriptions. The date of the analysis may be selected.

Various other statistical reports are available, including a report that will list Members who reach a certain age within the
period.
These reports are mostly self-explanatory, but depend upon how your organization runs its business.
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OTHER FUNCTIONS
Because EXACT BURIALS is fully integrated with the EXACT ACCOUNTING system, there are many other facilities available
that certain Burial organizations may wish to make use of.

Explanations of these facilities are available from our website at http://www.technisoft-online.com
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