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PART 1: DATA MANAGEMENT AND UTILISATION   
 
Study unit 1: Data and the computerised information system process 
 

 Computerised information system (CIS) process. 
 

     
 
Data is generated during different activities (a) in the organisation. Organisations continuously collect 
and enter (input) (b) the abovementioned data into the CIS, process data (c) and store data and 
information (d). 
 
Organisations (and individuals) usually make better informed decisions (f) if they have access to more 
data and valuable information. 

 

 Input of data    
 

Raw data: Data captured on manual documents as well as data entered in the CIS 
which are not yet processed. 

 
 Raw data becomes valuable when processed (c) into information (e) and an 

organisation then uses this information for decision making (f). 
 

The four characteristics raw data should have before it is captured in the CIS 
should be accurate, complete, reliable and verifiable. 
 
It is essential that the raw data captured in the CIS contains all these 
characteristics above, because inaccurate data will lead to inaccurate 
information and incomplete data will lead to incomplete information, which in 
turn will result in ineffective decisions. 

 

 Batch Input: 
Similar source documents being grouped together (batch) and then entered 
in the CIS periodically. It’s used where a huge number of similar source 
documents must be captured and up-to-date data and information are only 
required on the same frequency as the frequency of data capturing. 
 
Advantage:  
Increased productivity and lower hardware costs can be achieved because 
the data is captured at one point and data capturing is not dispersed 
throughout the organisation. 
 
Disadvantage: 
The CIS is not always up to date with the latest data and information. 
 
 



 
 

 Online Input: 
Involves data being immediately captured into the CIS at the point where the 
activity occurs. Because data is captured directly and immediately, any 
corrections to the data must also be made immediately in order for the data 
capturing process to be completed.  
 
Advantage: 
The data in the CIS is always up to date. 
 
Disadvantage: 
Online inputting is more costly because hardware is required to capture the 
data at each point where the activity to be captured takes place. 
 

 Methods used to process data into information. 
 

 Classifying data 
Example – Classifying the data according to the source document (Tax 
Invoice) 

 
 Performing calculations 

Example - calculating the VAT amount on a tax invoice 
 

 Sorting data 
Example - Purchase orders in numerical sequence or the names of 
customers in alphabetical order. 
 

 Summarising data 
Example - adding all the transactions for a specific supplier for a particular 
month.  
 

 Transforming data 
Example - accounting data is transformed into graphical data (graph) or audio 
files can be transformed into written text or vice versa. 
 

 Processing types 
 

 Batch processing 
Occurs when the transaction files are updated to the master files periodically. 
The main drawback of this method of processing is that the master files are 
only up to date once the updating of the transaction files has occurred.  
 

 Real-time processing 
The immediate update of the transaction files to the master files as the 
transaction occurs is called real-time processing.  
 
Advantage: Ensures that the master files are always up to date. 
 

 

 Output/information      
 

(a) Batch output 
Occurs when all requests for information are batched together and periodically 
extracted from the CIS.  
 
Advantage: Reports are consistent between periods and the extraction of reports can 
be over down times, thereby optimising computer resources. 
 



Disadvantage: Since requests are batched before being extracted, users have to wait 
to receive their required outputs. 
 

(b) Interactive output 
Occurs when users are directly connected to the CIS and can request certain 
information and receive it immediately. 
 
Advantage: Users can immediately receive information for decision making. 
 
Disadvantage: An increase in use of the CIS can make the users experience a “very 
slow” CIS response time. 
 

 Typical processing systems  
 

(a) Batch input, batch processing and batch output 
All the entered batches are updated at the end of each day.  
Example – Processing of Claims 
 

(b) Batch input, batch processing and interactive output 
The batch source documents contained in the electronic file are imported when 
received. 
Example – 
 

(c) Online input, batch processing and interactive output 
The transaction file containing the different branches’ requests is updated to the 
master file every two days. 
Example – 
 

(d) Online input, real-time processing and interactive output    
The transaction is immediately updated to the master file and the customer receives a 
receipt with the transaction details and his or her new updated balance.  
Example – ATM 
 
An organisation’s CIS is not limited to one type of processing system. The type used 
will be determined by the activity performed. 
 

 Storage of data and information  
 
Why are data and information stored? 

Data is saved, and information is stored to be used by users. Data and information 
must be stored in the CIS in such a way that it can be easily accessed when needed. 
 

(a) Flat file environment 
Where files are not related to one another and the users of data and information each 
keep their own data and information.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



Study unit 2: The database environment 
 
 

 The database environment Components 
 

- the users of the database, 
- database management systems (DBMS) and, 
- the physical database, which includes both the hardware it runs on and the data in 

the physical database 
 

 Advantages and disadvantages of using a database environment  
 

(a) Advantages 
- Reduce data redundancy. 
- Reduced costs for data entry and data storage. 
- Data integrity is maintained and improved.  
- Improved data and information security.  
- Application software independence.  
- Standardisation of data structures, data access, system software and file 

formats.  
- Improved data access.  

 
(b) Disadvantages 

- Start-up and operating costs.  
- Database systems are complex to design and use. 
- Time-consuming to design a proper database. 
- Database or database management software failure will affect all application 

software linked to that specific database.  
 

 Database users 
 

(a) End-users 
Captures data in the database and extract information from the database using 
database management system software. 
 

(b) Application programmers 
Responsible for creating, maintaining, updating and managing the application and 
DBMS software which the end-users use to interact with the physical database. 
 

(c) Database administrator 
Responsible for managing and controlling the organisation’s databases 
 
Responsibilities: 

- Implement and maintain database management standards and conventions. 
- Ensure applications software complies to database management standards and 

conventions by establishing programming standards. 
- Define the database structures. 
- Design and create databases in line with database management standards and 

conventions. 
- Implement, maintain and evaluate database access policies and security controls.-  
- Monitor data and database security and access. 

 
(d) Data administrator 

Also called a database analyst, is responsible for managing and controlling the data 
in the organisation’s databases. 
 
Responsibilities: 

- Manage the integrity of the data in the database by setting and enforcing the data 
standards and data definitions to be used in all the organisation’s databases. 
 



 
NOTE: In many organisations, the functions of the data administrator and database 
administrator are combined – hence these functions are performed by the same 
person. 
  

 Database management systems (DBMS) 
 

- A DBMS is an integrated set of software that provides a user-friendly interface, it 
enables the users to operate and interact with the database. 
 

 DBMS functions: 
DBMS enables users to 
• design, create and maintain the database structure and the database 
• control the organisation, storage and retrieval of data in the database 
• capture, maintain and manipulate the data in the database 
• share data between multiple users simultaneously 
• execute queries and generate outputs 
• control the movement of the data between authorised users and the database 
• control and monitor access to the database 
• analyse and monitor database performance 
 

 Three-level database architecture 
 

 External level 
The external level, also called the user view, is the individual end-user’s view 
of the data and the database 
 

 Conceptual level 
The conceptual level is a complete view of the entire database, that is, a view 
of all the data from which the user views can be derived. 
 

 Internal level 
The internal level, also called the physical view, is the low-level view of how 
the data is physically stored on a storage device such as a magnetic hard 
drive disk. 
 

 DBMS key components 
 

 Data dictionary 
A centralised file containing detailed information about the database and the 
data contained in the database. A data dictionary will therefore assist in the 
accurate processing of data and make information and/or data easier to 
analyse. 
 

 Amongst others the information a data dictionary contains include: 
 

 What data is stored in the database 

 For each data field in the database information such as: 
- the name and description of the data field 
- other names the data field may have 
- a range of acceptable values 
- the data type (type of data stored, ie numeric, alphabetic, alphanumeric, 

date, etc.) 
- the field length (the number of characters that can be entered into the 

data field) 
- the software and records it is used in 
- the source of the data field 
- outputs in which it is used 

 The names and descriptions of the database files. 



 For each database file a list of attributes, primary keys and foreign-keys 
included 

 The authorised user groups for the database files and/or data fields 
 

 
 Data languages 

The database users (end-users, application programmers and database 
administrator) use different database languages to interact with the database. 
 

 Data definition language (DDL), 
As the name implies, data definition language is used to define a 
database and includes commands to (1) create, modify and delete 
the database and database objects, (2) define and describe the data 
structure of the database according to the database model used, and 
(3) create the data dictionary. 
 

 Data control language (DCL) & 
DCL controls the security and user access to the database objects 
and data in the database. 
 

 Data manipulation language (DML) 
DML is used in the routine operation of the database to insert, delete, 
modify and maintain the data stored in the database.. 
 

 Data query language 
Data query language is used to retrieve data from the database. 
 

 Physical database 
 
A database 

An organised collection of related data that is managed and stored electronically and 
can provide data to different application software in the organisation. 

 
Data modules 

Determines the manner in which the data is stored, organised and the operations that 
can be performed on the database. 
 

 Five database model types: 
 

 Hierarchical model 
The data is structured in a hierarchical (upside down tree-like) structure. 
 
The relationship between the data records is based on a one-to-many 
relationship, also known as a parent/child relationship (a child can have only 
one parent, but a parent can have many children). This type of data structure 
is inflexible. Microsoft Windows Explorer is structured hierarchically, and 
unless we duplicate a file, a file can only be saved in one directory. See 
figure 2.3 for a visual representation. 
 

 Network model 
Supports many-to-many relationships, that is, data may be accessed by 
following several paths. 
 
In many-to-many relationships, a child can have multiple parents and there 
can be relationships between children. Nowadays, the use of this model is 
mostly obsolete. 
 

 Relational model 
Data is stored in two-dimensional rows and columns (i.e. tables) 
 



Disadvantage of using this model type: 
- it is slower than the network and hierarchical models because it uses 

more processing power to query data. 
 
Advantage of using this model type: 

- Data can be accessed, inserted and/or deleted without changing the 
database structure. 

- The database structure can be easily customised for most types of 
data storage. 

- Data does not need to be duplicated. 
- Most users easily understand the structure. 
- It is easy to search for and extract data from the database. 

 
 

 Object-oriented model 
The data and the operations to be performed on the data are both stored in 
the database.  
 
This model is used for:  

- specialised databases such as multimedia web-based applications, 
- molecular biology databases and 
- defence industries.  

 
 Multidimensional model 

Similar to a relational model, but whereas a relational model stores data in a 
two-dimensional table, a multidimensional model stores data in a three- or 
more dimensional table, creating a cube-like data structure. 
 
This model type is mainly used for: 

-  data warehouses and makes online analytical processing (OLAP) 
and business intelligence software (BIS) possible. 
 

 Centralised and distributed databases: 

 
 Centralised database 

The database is physically stored in one central location (i.e. it is on one 
server). 

 
 Distributed database 

There are several interlinked databases stored in several computers in the 
same (e.g. headquarters) or different locations (e.g. branches). 

 
Distributed databases are either a partitioned or a replicated database: 
 
A partitioned database is split into smaller portions and the part applicable to the user 
is made available on the location closest to the user. For example, an organisation 
with branches may use a partitioned database when its customers always only 
interact with that specific branch and there is thus no need for the branches to view 
each other’s customer databases. 
 
In a replicated database, the whole original database is copied to the different 
locations, that is, the database is replicated at each location. For example, a 
pharmacy with countrywide branches at which customers can obtain new and repeat 
prescriptions at any of the branches may use a replicated database for customers.  
 
 
 

 
List and describe the two methods in which a distributed database may be updated. 



When provided with a representation of a database, would you be able to identify data values, 
data fields, field names, data records, primary data fields and foreign keys? 

 

 Relational database terminology 
A relational database comprises several database files, each of which consists of 
several data records.  
 

 Data value 
A character (a single number, letter or special character) or a group of related 
characters used to populate the data field. 
 

 Data field 
Contains a data value and is the smallest unit of data that can be accessed in 
a database.  
 

 Attribute 
An attribute, commonly known as a column, represents one unique 
characteristic of a single database file. 
 

 Field name 
All attributes have a unique name known as a field name, which labels the 
data stored in the attribute. 
 

 Data record 
A data record is a set of logically related data fields about a single member or 
item.  
 

 Primary data field 
Each file has a unique data field (known as the primary data field) that can be 
used to uniquely identify each data record in a database file.  
 

 Foreign key 
When a primary data field of a database file is entered into another database 
file to create a relation between the two database files, the primary data field 
in the other database file is known as a foreign key. 
A foreign key does not uniquely identify a record and may have duplicates in 
a database file.  
 

 Database files 
A database file, also known as a database table, is an organised collection of 
related data records.  
 

 Master file 
Contains data records of a relative permanent nature about the 
organisation’s resources and subjects. 
 

 Transaction file 
Contains data records relating to the daily individual activities of the 
organisation (e.g. the organisation’s sales).  
 

 Reference file 
A reference file is a semi-permanent file containing data records 
referenced to by the transaction file in order to complete a 
transaction.  
 

 History file 
Contains data records about transactions completed in the past. The 
data records in the history files are derived from the transaction file 
and are used in future queries and references.  
 



 Factors to consider when choosing a DBMS and database 
 

- The database model type used should support the requirements of the organisation – that 
is, a financial system might only require a relational database, but an organisation that 
requires online analytical processing (OLAP) needs to use a multidimensional model. 

 
- The acquired DBMS and database should closely match the requirements of the 

organisation. 
 

- The DBMS and database should be able to evolve to meet future organisational needs. 
 

- The performance (i.e. reaction time) of the DBMS and database. How fast can records be 
updated or queried in the database? 
 

- The cost of the DBMS and database should be considered. Can the organisation afford 
the DBMS and database? 
 

- Different DBMS and databases will require different levels of specialised staff skills. Are 
there specialised skills available in the organisation or can the organisation acquire the 
skills required? 
 

- The hardware needed to run the DBMS and database should be considered. The 
organisation may need to acquire hardware if it is not already available. This will have 
further cost implications. 
 

- Can the DBMS and database be integrated with the rest of the organisation’s information 
systems? 
 

- The database size (amount of data the database can manage) must be adequate for the 
organisation’s future data requirements and the database should easily be expandable. 
 

- The number of concurrent users (the number of users who can assess the database at 
the same time) the DBMS and database can handle should be taken into account. 
 

- The DBMS and database vendor should be a reputable organisation and financially 
stable because this vendor will need to provide future support for the solution. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Study unit 3: Utilising databases 
 

 Databases in accounting and auditing: 
 

Accounting: 
Most financial software uses databases to store and retrieve financial data. 
Example, Pastel Partner software. 
 
Auditing: 
Audit software applications use databases to store and retrieve data. 
Examples of audit software that uses databases to store data are CaseWare.  
 
 

 Data warehouse: 
 
A database populated with current and historical data extracted from the organisation’s 
various databases. It may also contain data from external sources and/or databases. 
 
Bear in mind that data cannot be modified in the data warehouse. It can only be updated by 
the source databases, which means that any updates to data must be done in the source 
database.  
 
Disadvantage of using data warehouse: 
Running queries on the data warehouse can be painstakingly slow because of the size of the 
data warehouse. 
 
The database model types normally used for data warehouses: 
* Relational or multidimensional. 
 
A data warehouse is interrogated using reporting and query tools that analyse the data mainly 
for decision making and strategic planning.  
 
 

 Data mart: 
 
A data mart is a smaller data warehouse extracted from the main data warehouse and 
contains specific related data extracted for a specific organisational user group such as the 
finance department or the marketing department 
 
The use of data marts makes running queries much quicker than running queries on the full 
data warehouse. 
 

 Data mining: 
 
Data mining software is used to analyse data sets in order to uncover previously unknown 
trends, patterns and relationships between data. 
 
These analyses can be used in decision making (including strategic decisions), forecasts, 
predicative modelling, fraud detection, risk management and so on. 
 
Examples of data mining software include: 

- RapidMiner, 
- SAS Enterprise Miner, 
- IBM, 
- SPSS Modeller and 
- Orange. 

 
 
 

 



 Online analytical processing (OLAP) 
Enables users to interactively and rapidly analyse large data sets from various viewpoints (i.e. 
OLAP can handle multidimensional queries). 
 
OLAP is used in business intelligence, budgeting, forecasting, and management reporting 
and so on. 
 
Because these data sets are usually multidimensional, they are stored in a multidimensional 
database, although some OLAP software is also compatible with relational databases. 
 
Examples of OLAP software: 

- IBM Cognos Business Intelligence and 
- Oracle Database OLAP Option 

 
 

 Similarities and differences between OLAP and data mining: 
 
 
Similarities: 
Both are business intelligence tools that complement each other, and they are used in 
conjunction with each other.  
 
Differences: 

- Operate differently on data.  
- OLAP is mainly used to summarise data. 
- Data mining is used to break down data in order to uncover trends, patterns and 

relationships.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



PART 2: SPREADSHEETS 
 
Study unit 4: Creating user-friendly spreadsheets 
 

 Order of operation:     
 

 
First: - computations/calculations in parentheses/brackets, no matter 

where they are in the formula 
 
Second:  - computations with exponents 
 
Third: - computations involving multiplication (*) and division (/) from left to 

right 
 
Fourth:  - computations involving addition (+) and subtraction (–) from left to 

right 
 
 

 Working with VAT percentages, GP percentage and Mark-up: 
 
Basic principles: 
 

 Sales price excluding VAT + VAT = sales price including VAT 
 Gross profit or mark-up = sales – cost of sales 
 Sales = cost of sales + gross profit or mark-up 
 Mark-up margin (%) = mark-up/cost of sales 
 Gross profit margin (%) = gross profit/sales 

 
 

 
Study unit 5: Spreadsheet formulas and functions    
 
 
 

 Working with formulas: 
A formula in Microsoft Office Excel always start with an = sign. 

 

 Entering formulas 
- Adding, subtracting, dividing and multiplying values 
- Adding values in two separate worksheets 
- Combing text and values (&) 

Note that using “&” in the formula in cell C2 did not sum the two 
values but displays the values beside each other. 
 

 Copying formulas 
 

 Relative reference 
The column and/ or row reference in an absolute reference is “fixed” and does 
not change when a formula is copied down and/or across 

 
 Absolute reference 

 
Absolute row reference. Insert the $ in front of the row reference only (e.g. 
B$5). When copied, only the column reference (B) will change. Because the 
row reference (5) is fixed, it will not change. 
 
Absolute column reference. Insert the $ in front of the column reference only 
(eg $B5). When copied, only the row reference (5) will change. Because the 
column reference (B) is fixed, it will not change. 



 
Absolute column AND row reference. Insert the $ in front of both the column 
and row reference (eg $B$5). When copied, both the column reference (B) 
and the row reference (5) will not change because they are fixed. 

 

 Commonly used functions    
  

(a) MATHEMATICAL FUNCTIONS 
 

 SUM 
This function adds values in individual cells or cell ranges together. 

 
=SUM(cell1:cell2) 
Adds all the values in a specified range of cells 
 
=SUM(cell11,cell12,cell13) 
Adds all the values for specified cells 

 
 ROUND 

This function rounds the value in the specified cell to the specified number of 
digits. 

 
=ROUND(cell1,number_of_digits) 
Cell1 refers to cell that will be rounded. Number_of_digits refers to the 
number of digits the answer should be rounded to. 

 
(b) STATISTICAL FUNCTIONS 

 
 AVERAGE 

This function calculates the average value for the specified cells or ranges. 
 

=AVERAGE(cell1:cell2) 
calculates the average of the values in a specified range of cells. 

 
=AVERAGE(cell11,cell12,cell13) 
calculates the average of the values for specified cells. 

 
 MAXIMUM 

This function is used to identify the maximum value in a range of cells or in 
specified cells. 

 
=MAX(cell1:cell2) 
determines the largest value in a specified range of cells. 
 
=MAX(cell11,cell12,cell13) 
determines the largest value for specified cells. 

 
 MINIMUM 

This function is used to identify the minimum value in a range of cells or in 
specified cells. 

 
=MIN(cell1:cell2) 
determines the smallest value in a specified range of cells. 
 
=MIN(cell11,cell12,cell13) 
determines the smallest value for specified cells. 
 
 
 
 



(c) FINANCIAL FUNCTIONS 
 
For all the functions mentioned below, the following definitions apply: 
 
rate = the interest rate used 
nper = the applicable period 
pmt = the payment/instalment amount 
fv = future value 
pv = present value 
type = 1 if the instalment is paid at the beginning of the month 
type = 0 if the instalment is paid at the end of the month 
 

 CALCULATION OF PAYMENTS 
 
=PMT(rate,nper,pv,fv,type) 
Calculates the payment for a loan based on constant payments and a 
constant interest rate. 
 

 CALCULATION OF FUTURE VALUES 
 
=FV(rate,nper,pmt,pv,type) 
Returns the future value of an investment based on constant payments and a 
constant interest rate. 
 

 CALCULATION OF PRESENT VALUES 
 
=PV(rate,nper,pmt,fv,type) 
returns the present value of an investment – the total amount that a series of 
total payments is worth today at a constant interest rate and over a constant 
period. 
 

(d) LOGICAL FUCTIONS 
 
=IF(logical_test,value_if_true,value_if_false) 
returns one value if the specified logical test evaluates to be TRUE and another value 
if the specified logical test evaluates to be FALSE. 
 
Logical_test: 
A logical test is any value or expression that can be evaluated as either TRUE or 
FALSE. 
 
A logical test usually consists of three parts: 
 
1. a cell reference, say, A1 
 
2. a comparison calculation operator, that is, less than (<); greater than or equal to 

(>=); less than or equal to (<=); not equal to (<>); and equal to(=) 
 
3. a value, text, cell reference or formula against which to evaluate the cell 

reference in part (1) – for example, 10000, “YES”, B6 or (B5*B6). Note when 
using text, that it should be in quotes (“ “) and that it is case sensitive (“ABC” and 
“abc” is, after all, not exactly the same). 

 
COUNTIF 
 
=COUNTIF(range,criteria) 
This function counts the number of cells within a range that meet a single criteria as 
specified by you. For example, you can count all the cells with a certain number or 
word contained in it. 
 



 
Range: 
A continuous range of cells for which you want to count the data. The range will have 
a start cell reference and an end cell reference ie cell1:cell5. 
 
Criteria: 
A condition that must be met in order for the cell to be counted eg “Text A” or 500 
 

(e) TEXT FUNCTIONS 
 
LEFT FUNCTION 
 
=LEFT(cell,num_chars) 
This function returns a specified number of characters (num_chars) from the start 
(lefthand side) of the text. 
 
MID FUNCTION 
 
=MID(cell,start_num,num_chars) 
This function returns a specified number of characters from the middle of a text string 
given a starting position (start_num) and the length specified (num_chars). 
 
RIGHT FUNCTION 
 
=RIGHT(cell,num_chars) 
This function returns a specified number of characters (num_chars) from the end 
(right hand side) of the text. 
 

(f) LOOKUP FUNCTIONS 
 
=VLOOKUP(lookup_value,table_array,col_index_num,range_lookup) 
This function searches for a value in the leftmost (first) column of a range of cells, and 
returns a value in the same row from a column you specify. 
 
Lookup_value 
This is the value you want to search in the first column of the table_array. 
Lookup_value can be a value, a cell reference or text. VLOOKUP returns the #N/A 
error value where the lookup_value is smaller than the smallest value in the first 
column of table_array. 
 
Table_array 
This range of cells (two or more columns) contains the data you want to look up. The 
lookup_value searches the values in the first column of the table_array. The values in 
the first column of table_array can be text, numbers or values – upper-case and 
lower-case text are equivalent. 
 

 If the range lookup is set as TRUE then the table_array must be sorted in 
ascending order based on the first column. See section 5.1 in this study unit 
on how to sort data. 

 
 If range_lookup is set as FALSE, the table_array lookup value should be 

unique (primary key). 
 

 The data in the first column of table_array should not contain leading spaces, 
trailing spaces, inconsistent use of quotation marks or non-printing characters 
because VLOOKUP may return an incorrect or unexpected value. 

 
 When searching for number or data values make sure the data in the first 

column of table_array is not stored as text but as values. 
 



 
Col_index_num 
This is the column number in table_array (refer to table_array above) from which the 
matching value should be returned. The number 1 will return the value in the first 
column of the table_array, while 2 will return the value in the second column of the 
table_array. 
 

 VLOOKUP will return a #VALUE! error if the col_index_num is less than 1. 
 VLOOKUP will return a #REF! error if the col_index_num is greater than the 

number of columns in table_array. 
 
Range_lookup 
This specifies whether you want VLOOKUP to find an exact or an approximate 
match. 

 When set as TRUE, an exact or approximate match is returned – that is, if an 
exact match is not found, the next largest value that is less than lookup_value 
is returned. 

 When set as FALSE, an exact match is found and the error value #N/A is 
returned if no match is found. If there is more than 1 value in the first 
table_array that matches the lookup_value, then the first value that is found is 
used. 

 
Always use FALSE unless you have a good reason to do otherwise. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Study unit 6: Spreadsheet security, risks and controls     
    

 Spreadsheet risks: 
 

To assess the risk potential for certain spreadsheets, the following factors have to be considered: 
 

Complexity: Spreadsheets containing complex calculations and functions, including the use of 
macros with multiple sources of input, present a greater potential risk owing to the complex 
calculations. 
 
Frequency of use and updating: Spreadsheets that are frequently used or updated pose a 
greater potential risk owing to the potential for incorrect input or updating of information or 
modification of calculations. 
 
Number of users using a spreadsheet: Spreadsheets that are used by more users have a 
greater potential risk, especially if these users can enter data or change formulas and functions. 
 
Time in use: This relates to spreadsheets that are used for a long time (a year or longer). The 
potential risk increases because the initial data entered may be incorrect, potentially leading to 
subsequent data being negatively affected in future months. Hence unauthorised modifications or 
data entry, or spreadsheets containing errors either because of incorrect data being entered or 
incorrect formulas or functions being used in calculations will lead to errors, with management 
making incorrect decisions.   

 
Typical errors include: 
 

- accidental copy-paste 
- omission of a negative sign 
- erroneous range selection 
- incorrect data input 
- unintentional deletion of a character, cell, range, column or row 
- sorting of only a portion of the data range 

 
 

The potential consequences of one or more of the above errors occurring or security 
being breached with unauthorised modifications to spreadsheets could result in: 
 

- financial loss or bankruptcy of an organisation 
- incorrect costing or budgeting 
- public embarrassment, adverse news coverage or loss of reputation 
- loss of investor confidence 
- loss of share value 
- loss of financial control 
- career damage 
- lawsuits 

 

 Spreadsheet controls: 
    
With the potential risks of a breach in security or the occurrence of an error in spreadsheets, 
management will need to implement controls to minimise the risks identified. 
 
The following controls (including security controls) may be implemented for spreadsheets: 
 
Change control. Spreadsheet changes including changes in formulas and functions need 
written approval, review and acceptance in order to maintain data integrity. 
 
Access control. General IT controls should protect spreadsheets from unauthorised outside 
access. 
 
Low-risk spreadsheets residing on a user’s computer system require password protection. 



High-risk spreadsheets need to be stored on a server that has a secure file directory. Access 
rights to these folders need to be restricted to the authorised users. 
 
General security controls. General security controls relating to file access controls that 
may be implemented are as follows: 
 

- a password required for opening or reading workbooks 
- a password required to make changes to the workbook structure 
- a password required for changing the content in a sheet or cell 

 
The following steps should also be followed and communicated to the users of 
spreadsheets that are password protected to ensure that their passwords stay safe 
and that this is regarded as good practice for password protection: 

 
- Do not share the password with anyone. 
- Do not write the password down and place it where people can find it. 
- Do not use an obvious password (e.g. birthdays or names) that someone could 

easily guess. 
- Use a combination of letters and numbers. 
- Include uppercase and lowercase letters, numbers and symbols in the password. 
- Use numbers to represent letters, for instance, 3 for your E and 1 for i. 
- Passwords should be eight or more characters in length. 
- Change passwords regularly if needed. 

 
 

 Microsoft Office Excel security controls     
 
To protect a workbook containing data you can do the following: 
 

- Optimal security. Protect your entire workbook file with a password allowing only 
authorised users to view or modify the data. 

- Additional protection of specific data. Protect certain worksheet or workbook 
elements, with or without a password. This will help to prevent users from 
accidentally or intentionally changing, moving or deleting data, formulas or 
functions. 

 
Using passwords to help secure an entire workbook 
You can secure an entire workbook 

- by restricting who can open and use the workbook data 
- by requiring a password to view or to save changes to the workbook 

For optimal password security, always assign a password to open and view the file.  
 
Protecting a specific worksheet or workbook elements 
When you share a workbook with other users in order to work together on the data, you may 
want to protect data in specific worksheets or workbook elements to prevent it from being 
changed/edited by other users. Passwords may be used to enable users to enter so that they 
can modify specific workbook and worksheet elements that are protected. 
 
The difference between a workbook and a worksheet can be explained as follows: 
A workbook: 
The actual Microsoft Office Excel file that stores all the entered data and information. 
Workbooks contain worksheets. 
 
A worksheet: 
Also known as a spreadsheet, is the combination of cells that contain data, which the user 
can enter and manipulate. 
 
 
Protecting worksheet elements: 



When you protect a worksheet, all cells on the worksheet are locked by default, and users 
cannot make any changes to a locked cell.  
 
 

 

 Protecting confidential data in a workbook: 
 

Hiding, locking and protecting workbook and worksheet elements are not intended to secure 
or protect any confidential information you keep in a workbook. This will only help obscure 
data or formulas that might confuse other users and prevent them from viewing or making 
changes to that data. 
 
Excel does not encrypt data that is hidden or locked in a workbook. To help keep confidential 
data confidential, you may want to limit access to workbooks containing such information by 
storing them in a location that is available only to authorised users. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



PART 3:   TRANSACTION PROCESSING 
 
Study unit 7: Overview of transaction processing 
 

 Transaction processing system (TPS) 
A specialised type of computerised information system. A TPS collects an organisation’s daily 
business transactions, processes them into valuable information and stores and retrieves the 
data and information when required. 
 

 Accounting transaction processing system (ATPS) 
Also most commonly known as an accounting information system (AIS). It collects an 
organisation’s day-to-day financial and nonfinancial transactions, processes them into 
valuable financial information and stores and retrieves the data and financial information. 
 

 A financial transaction 
A business activity that generates or modifies financial data and can usually be expressed in 
monetary terms (e.g. a sales transaction will generate a sales tax invoice). 
 

 A nonfinancial transaction  
A business activity that generates or modifies nonfinancial data but which is of such a nature 
that it will directly influence the processing of financial transactions. Although the nonfinancial 
data will not be directly used in a transaction, it provides vital information that will be used 
during the transaction processing, such as updating a supplier’s details or adding a new 
supplier. 
 

 Accounting/auditing cycles 
- revenue and receipts cycle 
- acquisition and payments cycle 
- inventory and production cycle 
- payroll and personnel cycle 
- finance and investment cycle 

 

 Accounting transactions: from data to information (manual process) 
1. Data is written on source documents, such as a sales invoice, to record the details of a 

transaction. 
2. The summary data from each source document is written into the relevant journal, such as a 

sales journal. 
3. At the end of the month, the summary information from each column in the journal is 

transferred to the relevant general ledger accounts. 
4. In addition, summary information on each individual transaction is also booked to each 

relevant sub-ledger, which “shadows” the control account. 
5. The debits and credits of each general ledger account are totalled and the total/balance for 

each general ledger account taken to the trial balance. 
6. The various income and expense trial balance accounts are grouped together and used to 

prepare the income statement, while the various asset, liability and equity accounts are 
grouped together and used to prepare the balance sheet. 

7. The cash flow statement is prepared based on the trial balance to indicate an organisation’s 
cash flow position. 

 

 Accounting transactions: from data to information (computerised process) 
 

1. Selected data from the handwritten source documents, such as sales orders or sales 
invoices, can be typed into the AIS on the computer to record the details of a transaction. 
However, the data could just as well be scanned in with a barcode scanner or typed directly in 
the AIS, as the transaction happens. 

2. The computer does not require ALL the data to be typed/scanned every time a transaction is 
entered (captured), because a lot of data is already stored on the computer in the master 
files, such as the customer name and address in the customer master file and the inventory 
item description in the inventory master file. 



3. The sales transaction file will only record a reference/link to the particular data records in the 
master file and the other details pertinent to the particular transaction, such as the transaction 
number, date, and quantity sold of each item and the price of each item. 

4. What is different from a manual system, is that any time during the month a report with 
summary information can be printed, emailed, viewed on the computer screen or saved to a 
secondary storage device. The computer can reprint source documents and print transaction 
lists, general ledgers and sub-ledgers, trial balances, income statements, balance sheets and 
much more – all in a fraction of the time used in a manual system.  

 
 

 An AIS in an organisation 
Accounting software (such as Pastel) is an AIS.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 



 

(a)  Create new organisation: 
 
We first have to create (set up) the organisation on the AIS by providing core organisational 
information. This information will be used on the documentation and reports as well as in transaction 
processing. 
 



This core setup information includes the following: 
- Organisational parameters: 

o organisation details 
o formats 
o multicurrency 

- Periods 
- General ledger chart of accounts 
- Financial categories 
- Entry types  
- Tax 
- Users and passwords 

 
(b) Set up common defaults: 
 
Data such as: 

- Types of document to be used by the organisation 
- customised names, messages and numbers to be used for the various documents (such 

as payment on delivery) 
- user defined fields (extra fields) 
- control accounts for customers, suppliers and inventory 
- default terms for customers and suppliers (such as trade discounts) 
- descriptions of price lists to be used 
- integration of inventory to the general ledger 

 
 
(c) Create / edit customers, suppliers, inventory and General ledger: 
 
Create the individual customers, suppliers, inventory items and general ledger accounts needed, if not 
already available. 
We will enter information such as the following: 

- code and name of the customer/supplier/inventory item/general ledger account 
- contact details 
- credit limits 
- data required by the user defined field 
- inventory item prices per price list 

 
(d) Take on balances 
 
Do a take on of balances if the organisation has done business in the past and therefore already has 
assets, liabilities and customers that owe it money and suppliers who need to be paid. 
 
We will use the organisation’s existing trial balance, age analysis reports and bank reconciliation to 
bring the existing financial information into the new AIS. 
 
If, however, we have a newly established organisation, we will start with zero balances and the take 
on of balances process will not be necessary. 
 
(e) Daily transaction processing 
 
The organisation will perform transactions between itself and its customers, suppliers and employees 
on a daily basis. These transactions will then be captured (prefer- ably daily) either online as they 
occur, or as a batch and then processed either in real time or as a batch.  
Capturing of transactions takes place as follows: 

- inventory purchases from suppliers through the purchases journal 
- sales to customers through the sales journal 
- payments to suppliers for inventory and 
- general expenses and receipts from customers through the cash book 

 
 
 



(f) Daily back-ups 
 
Financial information is critical for organisations and the importance of daily backups cannot be 
emphasised enough, especially when transactions are captured daily. 
 
(g) Monthly / ad hoc transaction processing 
 
Some transactions do not occur on a daily basis – for example, employee salaries are paid at the end 
of every month or processing errors need to be corrected. At the end of the month (or as and when 
the need arises on an ad hoc basis), the company will have to capture and process these 
transactions. 
 
For example, salaries, water and electricity and telephone accounts are monthly expenses and are 
captured and processed in the cash book at the end of the month. 
Another examples: 

- Depreciation 
- provisions and 
- corrections captured and processed 

 
(h) Monthly controls 
 
To ensure that daily and monthly processing was accurate and complete and that all 
the transactions processed are valid and did occur certain controls will be performed at month-end. 
These will include the following: 

- a bank reconciliation 
- several supplier reconciliations  
- petty cash reconciliation 
- reconciliations of all other material balance sheet accounts and, if required, certain 

income statement accounts 
- an analytical review of all material income statement accounts 

 
Should errors be identified through this process, this will again result in ad hoc processing through 
journals or the cash book. 
 
(i) month-end procedures: 
 
These procedures include the following: 

- All open batches must be updated to ensure that the financial information is complete. 
- The current accounting period must be “locked” and only transaction processing must be 

allowed for the new accounting period.  
- An extra month-end backup must be made (after all open batches have been updated). 

 
At the end of the month as well as at year-end, we will also print various reports. 
The information in these reports will be used to make business decisions, but may also help to identify 
processing errors.  
 
Examples of reports usually printed at month- and/or year-end include the following: 

- the trial balance used in, say, reconciliations 
- Customer age analysis used to identify overdue customers, processing errors, etc. 
- customer statements, which are sent to all customers either via post or email 
- Supplier age analysis used to identify processing errors, also used in supplier 

reconciliations, etc. 
- a bank reconciliation 
- the individual departmental, divisional and organisational financial management accounts 

used by the different management levels for decision making and reporting 
 
 
 
 
 



(j) Monthly/annual reporting: 
 
These procedures include the following: 
 
- updating all open batches 
- printing detailed ledger reports for the month 
- printing all other reports which are deemed necessary 
- making an extra month-end backup 
 
(k) Year-end procedures: 
 
At year-end, or the last accounting period in the financial year, we will also perform special 
procedures. These procedures include the following: 
 

- updating all open batches 
- printing detailed ledger reports for the full financial year 
- printing all other reports which are deemed necessary 
- revaluating foreign currencies  
- processing the required IFRSs adjustments 
- making an extra year-end backup 
- running the AIS’s official year-end procedure. 

 
This official year-end procedure includes the following: 
 

- G/L income statement account totals 
- G/L balance sheet account balances 
- Customer and supplier balances 
- G/L, customer and supplier transactions 
- Inventory 
- Periods 

 
The transactions in the inventory history file and matched open item history file are not deleted or 
consolidated. After running the organisation’s AIS official year-end procedure, the software will now 
be ready to capture the transactions for the new financial year.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Study unit 8: Revenue and receipts cycle 
 
REVENUE 
 

Processes that form part of the revenue process: 
 

 Quotation process 

 Sales order process 

 Delivery process 

 Billing (Invoicing) process 
 

 Quotation process: 
 
Customer activities:   Request prices 
 
Organisational activities:  Prepare and send quote to customer 
 
Source documents:   Quotation 
 
Accounting transactions:  No entries 
 
Inventory quantities:   No effect  
 
AIS database files: 
 
Some of the database files accessed, updated or modified to compile the quotation will 
include the following: 

- Customer master file: customer details 
- Inventory master file: inventory item codes, inventory description, unit size, etc. 
- VAT reference file: applicable VAT rate 
- Selling price list reference file: selling price structures for the inventory items 
- Quotation transaction file: the quotation details are captured for reference 

purposes even though no official transaction has taken place.  
 
AIS reports: 
Outstanding quotation report - This report can be used to check that all quotations that should 
have been converted to sales orders were in fact converted. The sales team can also use this 
report to follow up with customers in an attempt to persuade them to accept the quotation and 
place an order. 

 

 Sales order process 
 

Customer activities:   Place order 
 
Organisation action:   Credit checks & accept/reject order 
 
Source documents:   Sales order 
 

An open source document: 
Not linked or matched to another source document or transaction. 
 
A closed source document: 
Has been linked or matched to another source document or transaction.  

 
Accounting transactions: No entries 
 
Inventory quantities: 

Inventory quantity reserved - increase 
Inventory quantity available - decrease.  

 



AIS database files: 
 
The following are some of the database files accessed, updated or modified to compile the 
sales order: 

- Customer master file: customer details 
- Inventory master file: inventory item codes, inventory description, unit size, etc. 
- VAT reference file: applicable VAT rate 
- Selling price list reference file: selling price structures for the inventory items 
- Sales order transaction file: document number, date, client code, inventory code, 

inventory description, quantity, etc. 
- Quotation transaction file: where a quotation existed, the quotation transaction file 

will be accessed for all the above-mentioned information. Changes will be made 
where necessary and the date added. The quotation file will be updated to reflect 
the new status. 

 
AIS reports: 
Outstanding/open sales order report - This report can be used to ensure that all orders are 
completed. 

 
 

 Delivery process 
 

Organisational activities:  Deliver inventory or render service 
 
Customer activities:                 Accept goods and sign delivery note / service and sign  

service acceptance document 
 
Source documents:   Delivery note / picking slip / bill of lading 
 
Accounting transactions:  No entries 
 
Inventory quantities: 

Inventory quantity reserved - decrease 
Inventory quantity available - decrease.  

 
AIS database files: 
Some of the database accessed, updated or modified will include the following: 

- Customer master file: customer details 
- Inventory master file: inventory item codes, inventory description, unit size, etc. 
- Delivery note transaction file: delivery note number, client code, inventory code, 

inventory description, quantity, etc. 
- Inventory transaction file: delivery date, inventory code, quantity, etc. 
- Inventory history file: summarised inventory movements from previous inventory 

transaction files 
- Sales order transaction file: where a sales order existed, the sales order 

transaction file will be accessed for all the above-mentioned information. 
 
AIS reports: 
Open delivery note report - used to ensure that all inventory items delivered are invoiced. 
Delivery tracking reports - used to track the delivery of inventory items to customers 
Inventory quantity reports - show inventory quantities reserved, available and on hand. 

 
 

 Billing process 
 

Organisational activities:  Create sales invoice & send to customer 
 
Customer activities:   Receive sales invoice 
Source documents:   Sales invoice 
 



Accounting transactions: Inventory: 
 

Trade receivables  - debit 
VAT    - credit 
Sales revenue  - credit 
Inventory   - credit 
Cost of sales  - debit 

 
Service: 
 
Trade receivables  -debit 
VAT    -credit 
Sales revenue   - credit 

 
Trade discount granted: 
The organisation gives a discount on a specific item or the complete invoice to its 
customer as a result of the quantity ordered.  
 
Settlement discount granted: 
Also referred to as early payment discount granted, is applicable on credit sales only 
and is a discount granted to a customer if he or she pays the invoice before an 
agreed date.  

 
Inventory quantities:  No effect   
 
AIS database files: 
Some of the database files accessed, updated or modified will include the following: 

- Customer master file: customer details 
- Inventory master file: inventory item codes, inventory description, unit size, etc. 
- Sales transaction file: sales invoice number, invoice date, client code, inventory 

code, inventory description, quantity, price per unit, VAT amount, discount %, 
discount amount, line item amount, total amount, etc. 

- VAT reference file: VAT % per tax type 
- VAT transaction file: VAT transactions 
- Several general ledger master files: storing new general ledger account balances 
- General ledger transaction files: details of each transaction recorded in the 

general ledger 
- Delivery note transaction file: where a delivery note existed, the delivery note 

transaction file will be accessed for all the above-mentioned information.  
- Selling price list reference file: selling price structures for the inventory items 

 
AIS reports: 
A variety of reports can be printed, such as the following: 

 Sales analysis reports - sales per customer, item, journal, sales agent, etc. 

 Customer statements and customer age analysis based on the customer’s 
processing method 

 VAT reports showing the output VAT for all sales transactions 

 General ledger account details showing the accounting entries for the selected 
general ledger accounts 

 Customer detail ledger showing the detail of transactions processed in each 
customer’s trade receivables sub ledger account 

 
 
 
 
 
 
 
 
 



 CUSTOMER RETURNS 
 
 

Customer activities:    Returns defective / unwanted items. 
 
Organisational activities:   Receive returned goods 
 
Source document:    Customer GRN (Goods received note) 
 
Accounting transactions:  Customer Return / Identified damaged inventory: 

Trade receivables  - credit 
VAT    - debit 
Sales revenue  - debit 
Inventory   - debit 
Cost of sales  - credit 
 
Write-off / unsellable items: 
Inventory written-off - debit 
Inventory  - credit 

 
Inventory quantities:   Customer Return: 

Quantity on hand - increase 
Quantity available - increase.  
 
Identified damaged inventory: 
Original product 
Quantity on hand - decrease 
Quantity available - decrease. 
 
Inventory damaged 
Quantity on hand - increase 
Quantity available - increase. 
 
Inventory damaged: 
Quantity on hand - decrease 
Quantity available - decrease. 

 
AIS database files: 
Some of the database files accessed, updated or modified will include the following: 

- Customer master file: customer details 
- Inventory master file: inventory item codes, inventory description, unit size, etc. 
- Credit note transaction file: credit note number, credit note date, etc. 
- VAT reference file: VAT % per tax type 
- VAT transaction file: VAT transactions 
- General ledger master files: storing general ledger account balances 
- General ledger transaction files: details of each transaction recorded in the 

general ledger, etc. 
- the sales transaction file: where a sales invoice existed, the sales transaction file 

will be accessed for all the above-mentioned information 
 
AIS reports: 
A variety of reports can be printed, including the following: 

- Credit note analysis reports - based on credit note per customer, item, journal, 
sales agent, etc. 

- customer statements; customer age analysis; and the customer detail ledger, 
which will include the credit note 

- general ledger accounts details showing the accounting entries for the applicable 
general ledger accounts 

 
 



 RECEIPTS 
 
 

Customer activities:    Statements: 
Receive statement and prepare payment 
 
Receipt: 
Make payment: EFT, Deposit, Cheque, Cash, Debit 
or Credit card. 

 
 
Organisational activities:  Statements:  

Print and send Debtors statement and remittance 
advice 

 
Receipt: 
Receive payment and do matching 
 
Deposit: 
Deposit and cash/cheques received 
 
Reconciliations:  
Reconcile bank statement with cashbook entries 

 
 
Source document:    Statements:  

Statement and remittance advice 
 
Receipt: 
Receipt / Cash register roll 
 
Deposit: 
Deposit slip and Bank statement 
 
Reconciliations: 
Bank reconciliation  

 
Accounting transactions:  Credit sales: 

Trade receivables  - credit 
Bank   - debit 
 
Early payment discount (if applicable): 
Settlement dis granted - debit 
VAT    - debit 
Trade receivables - credit 

 
 Inventory quantities:    No effect 
 
AIS database files: 
Some of the database files accessed, updated or modified will include the following: 

- Customer master file: customer details 
- Receipt cashbook transaction file: reference number, date, bank amount, etc. 
- Open sales transaction file: summarised sales from previous sale transaction files 

that have not yet been matched to a payment 
- General ledger transaction files: details of each transaction recorded in the 

general ledger 
- Open credit note transaction file: summarised credit notes from previous 

customer returns transaction files that have not yet been matched to a payment 
 
 



AIS reports: 
A variety of reports, including the following, can be printed: 

- receipt cashbook detail report showing the cashbook receipt transactions for a 
selected period 

- customer statements, customer age analysis, customer detail ledger, which will 
include payments received 

- general ledger accounts details showing the accounting entries for the applicable 
general ledger accounts 

- Unmatched/unpaid invoices and credit notes showing details of invoices and 
credit notes not yet paid or matched to a payment received, etc. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Study unit 9: Acquisition and payments cycle 
 

 ACQUISITION 
 

Processes that form part of the acquisition cycle: 
- Purchase order 
- Inventory received 
- Invoice received 

 
Purchase order process 
 
Organisational activities:   Select supplier and place order 
 
Supplier activities:    Credit checks & accept/reject order 
 
Source documents:   Purchase order 
 
Accounting transactions:   No entries 
 
Inventory quantities:    Quantity ordered  - Increase 
 
AIS database files: 
Some of the database files accessed, updated or modified will include the following: 

- Supplier master file: supplier details 
- Inventory master file: inventory item codes, inventory description, unit size, etc. 
- VAT reference file: VAT % per tax type 
- Purchase order transaction file: document number, date, supplier code, etc. 

 
AIS reports: 
Outstanding/open purchase order report - used to follow up on outstanding orders to ensure 
that all purchase orders are completed. 

 
 

Inventory received: 
 

Supplier activities:    Complete order and deliver items or render service 
 
Organisational activities:   Receive inventory / non-inventory items / service.  
     Create GRN (Goods received note) 
 
Source documents:    GRN (Goods received note) 
 
Accounting transactions:  Inventory 
     GRN accrual   - credit 
     Inventory   - debit 
 
Trade discount received: 
Receiving discount from a supplier for a specific item or on the complete invoice. This 
discount may be the result of the quantity ordered.  
 
Settlement discount received: 
Also referred to as early payment discount received, is only applicable on credit purchases 
and is a discount that is received if the organisation pays the supplier before a specific date. 
 
Inventory quantities:  

Quantity on hand  - increase 
Quantity available  - increase 
Quantity ordered  - decrease  

 
 



AIS database files 
Some of the database files accessed, updated or modified will include the following: 

- Supplier master file: supplier details 
- Inventory master file: inventory item codes, inventory description, etc. 
- GRN transaction file: document number, date, supplier code, etc. 
- Inventory transaction file: delivery date, inventory code, quantity, etc. 
- General ledger transaction files: details of each transaction recorded in the 

general ledger 
- For all open and partially open purchase orders, the open purchase order 

transaction file. 
 
AIS reports 
A variety of reports, including the following, can be printed: 

- Open purchase report- will reflect all GRNs that have not yet been completely 
linked to a supplier invoice.  

- Can be used to ensure all inventory items ordered are delivered and for all 
delivered items that invoices are received and processed. 

- An inventory activity report will show all movements of an inventory item including 
the purchases received. 

- Inventory quantity reports will show inventory quantities on order, available and 
on hand. 

 
 

Invoice received: 
 
Supplier activities:    Create invoice and send to organisation 

 
 

Organisational activities:   Receive invoice 
     Compare supplier invoice with GRN 
     Record supplier invoice 
 
Source documents:    Supplier Invoice 
 
 
Accounting transactions:   Inventory: 

Trade payables   - credit 
VAT   - debit 
GRN accrual  - debit 
 
Service & non-inventory items: 
Trade payables  - credit 
VAT   - debit 
Expense  - debit 

 
Inventory quantities: No effect 

 
AIS database files: 
Some of the database files accessed, updated or modified will include the following: 

- Supplier master file: supplier details  
- Inventory master file: inventory item codes, inventory description, etc. 
- Purchase transaction file: supplier invoice number, invoice date, etc. 
- VAT reference file: VAT % per tax type 
- VAT transaction file: VAT transactions 
- Several general ledger master files: storing new general ledger account balances 
- General ledger transaction files: details of each transaction recorded in the 

general ledger 
- GRN transaction file: where a GRN existed, the GRN transaction file will be 

accessed for all the above-mentioned information. 
 



AIS reports: 
A variety of reports, including the following, can be printed: 

- Purchase analysis reports. 
- Invoices due reports indicating unpaid invoices that are due, based on the supplier 

payment terms 
- Supplier statements, supplier age analysis and supplier detailed ledger showing all 

supplier invoices recorded 
- VAT reports showing the input VAT for all purchase transactions 
- General ledger accounts details showing the accounting entries for the selected 

general ledger accounts. 
 
 
INVENTORY RETURNED: 
 

Organisational activities:   Return defect / unwanted items 
 
Supplier activities:  Receive returned items and give credit to the 

organisation 
 
Source document:     Debit note 

 
Accounting transactions:  Inventory: 

Trade payables   - debit 
VAT   - credit 
Inventory  - credit 

 
Non-inventory: 

Trade payables  - debit 
VAT   - credit 
Expense  - credit 

 
Inventory quantities:  

Quantity on hand  - decrease 
Quantity available  - decrease 

 
AIS database files: 
Some of the database files accessed, updated or modified will include the following: 

- Supplier master file: supplier details  
- Inventory master file: inventory item codes, inventory description, unit size, etc. 
- Debit note transaction file: debit note number, supplier invoice number, etc. 
- VAT reference file: VAT % per tax type 
- VAT transaction file: VAT transactions 
- Several general ledger master files: storing general ledger account balances 
- General ledger transaction files: details of each transaction recorded in the 

general ledger 
- Purchase transaction file: where a supplier invoice existed, the purchase 

transaction file will be accessed for all the above-mentioned information.  
 
AIS reports: 
A variety of reports, including the following, can be printed: 

- Debit note analysis reports  
- Supplier statements, supplier age analysis and supplier detailed ledger, which will 

include the debit note 
- VAT reports showing the output VAT for all debit note transactions 
- General ledger accounts details showing the accounting entries for the selected 

general ledger accounts 
 
 
 
 



PAYMENTS: 
 
 
Supplier activities:   Statements: 
     Print and send statement and remittance 
 
     Payments: 
     Receive payment and issue receipt to organisation 
 
 
Organisational activities:   Statements: 
     Receive the supplier statement and remittance 
 
     Payments: 
     Pay supplier 
 
Source document:    Statements: 
     Statement and Remittance 
 
     Payments: 
     Payment requisition / Cheque / EFT 
 
 
 
Accounting transactions:   Trade payables   - debit 

Bank   - credit 
 
Early payment discount received (if applicable): 

Discount received - credit 
VAT   - credit 
Trade payables  - debit 

 
Inventory quantities:   No effect 
 
AIS database files: 
Some of the database files accessed, updated or modified will include the following: 

- Supplier master file: supplier details 
- Payments cashbook transaction file: reference number, date, etc. 
- Open invoice transaction file: purchases from invoice transaction files that have not 

yet been matched to a payment 
- Open debit note transaction file: debit notes from debit note transaction files that have 

not yet been matched to a payment 
- Several general ledger master files: storing general ledger account balances 
- General ledger transaction files: details of each transaction recorded in the general 

ledger 
 
AIS reports: 
A variety of reports, including the following, can be printed: 

- Payment cashbook detail report 
- Supplier statements, supplier age analysis and supplier detail ledger, which will 

include payments made 
- General ledger accounts details showing the accounting entries for the applicable 

general ledger accounts 
- Unmatched/unpaid invoices and debit notes showing details of invoices and debit 

notes not yet paid or matched to a payment made 
 
 
 
 
 



Study unit 10: Inventory and production cycle 
 
Inventory 
 
Inventory is affected by the revenue and receipt cycle where inventory items are sold, the acquisition 
and payments cycle where inventory items are bought, and the production cycle where inventory 
items are manufactured. 
 
Inventory can be stored in different warehouses and sold from different locations. Most AISs allow for 
the capture of different location data by capturing the store location and linking it to the inventory 
items and/or capturing the warehouse locations. 
 
Production 
 
Production is unique to manufacturing type organisations, in contrast to service organisations, where 
there is no inventory to sell, and in retail organisations, where the finished inventory item is bought 
from a supplier during the acquisition and payments cycle. 
 
In the production cycle, also referred to as the conversion cycle, raw material inventory purchased 
during the acquisition and payments cycle, is converted into finished goods inventory.  
 
Process in the Production cycle: 
 

 Product design 
 

May involve a number of specialists and software to support the design process such as 
computer-aided design (CAD) and computer-aided engineering (CAE). 

 

 Production planning and control 
 

The bill of materials (BOM): 
Specifies, for each finished goods inventory item, the type and quantities of raw materials 
needed in the manufacturing. 

 
Master production schedule: 
A detailed plan of which product must be manufactured, when and the quantity involved. 
 
Material resource planning (MRP) software: 
Specialised planning and control software that can help with the process of determining the 
raw material quantities needed and the timing of the purchases. 
 
Manufacturing resource planning (MRP II) software: 
An extension of MRP software and is used for short- and long-term planning and control of 
the manufacturing process. It integrates all the aspects (people, materials, machines, money, 
etc.) of the manufacturing process. 

 

 Manufacturing 
 

Computer-aided manufacturing (CAM): 
CAM controls and coordinates all the machines used in the manufacturing process such as 
conveyor systems, cutting or welding machines and so forth. 
 
Computer-integrated manufacturing (CIM): encompasses more than CAM 
 
CIM is the automation and integration of the complete manufacturing process by using 
computers to control and/or execute the process from product design right through 
manufacturing, to quality control, storage of raw materials, WIP and finished goods, and 
ultimately, the shipment of the finished products. 
 
 



How does the AIS fit into the manufacturing process? 
Business activities, including the manufacturing process, will be recorded in the AIS.  
 
The effect on inventory quantities is summarised below: 
 
Process: Inventory type: Effect on quantities: 

Purchase raw material Raw material Increase 

Manufacture Raw material Decrease 
 WIP Increase 

Finished goods WIP Decrease 
 Finished goods Increase 

Sale of finished goods Finished goods Decrease 

 
 

 Costing 
 

Some organisations use a simplistic method to calculate the finished products’ costs by 
utilising the information in the BOM – that is, the value of a finished goods item will be the 
total of the different raw material components’ cost as indicated in the BOM. 
 
The raw materials cost is based on basic costing methods such as average cost or last-in-
first-out. 
 
AIS database files 
Some of the AIS database files accessed, updated or modified by the production process are 
as follows: 

- Bill of material master file: per finished good item, the component code, etc. 
- Inventory master file: inventory item codes, inventory description, unit size, etc. 
- Inventory movement transaction file: inventory code, date, quantity issued within the 

production process, etc. 
- Several general ledger master files: storing new general ledger account balances 
- General ledger transaction files: details of each transaction recorded in the general 

ledger 
 
AIS reports 
A variety of reports, including the following, can be printed: 

- Inventory activity reports. 
- Inventory quantity reports will show inventory quantities on order, available and on 

hand. 
- General ledger accounts details reports will show the accounting entries for the 

applicable general ledger accounts. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Study unit 11: Payroll and personnel cycle 
 

 PERSONNEL 
 
Human resource management (HRM): 
A specialised information system used for the management of personnel and the recording of 
their activities. 
 
Functions included in many HRM programs/modules: 

- Maintaining personal information: each employee’s full name, surname, identity 
number etc. 

- Recruitment: job descriptions, vacancies, offers made, etc. 
- Employee compensation: salary scales, structures, market salaries, etc. 
- Performance management: key performance indicators, disciplinary actions, etc. 
- Talent management: employee education, training received and required, etc. 
- Absence management: vacation leave, sick leave, unpaid leave, etc. 
- Reports and analytics – budget reports, staff turnover, top performers, etc. 

 
HRM systems/modules include: 

- Pastel Partner Human Resources, 
- Sage Accpac HRMS, 
- SAP ERP HCM, 
- Oracle HRMS and 
- Microsoft Axapta Human Resource Management. 

 

 PAYROLL 
 
Functionalities of Payroll software: 

- creation and distribution of payslips 
- calculation of annual leave pay 
- calculation of income tax, based on different tax methods 
- creation of statutory returns for tax, SDL, UIF and so on 
- creation and distribution of IRP5 certificates 
- managing different types of contributions such as medical aid and provident and 

pension funds 
- Management of different deduction types such as loan repayments and 

garnishee orders. 
 
Payroll software include: 

- Pastel Partner Payroll, 
- PraxiPay, 
- Superpay, 
- QuickBook’s Quick payroll, 
- Simplepay and 
- Softline VIP payroll. 

 
 
Source documents:   HRM system: 

- employment contracts stipulating salary 
- garnishee orders, 
- tax directives received  

 
Payroll: 
- EFT reports 
- cheque stubs 

 
 
 
 
 



 
The organisation’s contribution: 
It’s a cost to the organisation and should reflect as an expense in the organisation’s financial 
statements. 
 
Employee contribution: 
A payment on behalf of the employee, and must have a R0 net effect on the organisation’s 
financial statements.  
 
AIS database files: 

- The database files accessed, updated or modified will be as follows: 
- Several general ledger master files: storing new general ledger account balances 
- General ledger transaction files: details of each transaction recorded in the 

general ledger 
- Payments cashbook transaction file: reference number, date, bank amount, etc. 

 
AIS reports: 
Some of the reports that can be used are as follows: 

- Payment cashbook detail report 
- General ledger account details showing the accounting entries for the selected 

general ledger account 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
Study unit 12: Finance and investment cycle 
 

 Investments 
 

All investment transactions must be recorded in the AIS. Investment transactions will include 
the initial investment, regular revaluations as per IFRSs requirements and the recording of 
returns on investments. 
 
Revaluation can, for example, include depreciation charges on fixed assets, change in market 
value of equity investments and so on. 
 
Investment-related transactions are recorded in the AIS using different journals. For example: 
An initial investment using an EFT payment will be recorded in the payments cashbook 
journal and the revaluation of an investment will be recorded using a general journal. 
 
Source documents: 
One should always remember to use the applicable source document to record the 
transaction in the AIS and not only the bank statement. The actual source document contains 
information required for the accurate accounting of the transaction and the purpose of the 
bank statement is only to reconcile the bank account. 
 
Accounting transactions: 
The payments cashbook journal will be used to capture the initial investment and a general 
journal for the accruing of interest. 
 
AIS database files: 

- Database files accessed, updated or modified to record investments in the AIS 
include the following: 

- Payments cashbook transaction file: reference number, date, bank amount, etc. 
- Several general ledger master files: storing new general ledger account balances 
- General ledger transaction files: details of each transaction recorded in the 

general ledger 
 
AIS reports: 
General ledger accounts details report - used to reconcile the general ledger with the 
investment and fixed asset registers. 

 

 Finance 
 

There are different sources of long- and short-term finance for an organisation. Examples of 
long-term finance include the issuing of shares, bonds, term loans and leases. A bank 
overdraft is an example of short-term finance.  
 
Finance transactions include: 

- The initial finance obtained  
- The regular valuation of the finance per IFRSs requirements and 
- The recording of ongoing finance costs such as interest. 

 
Source document:   Loan agreements / minutes of meetings 
 
Accounting transactions: 
The receipts cashbook journal will be used to capture the initial finance obtained and a 
general journal for the accruing of interest. 
 
 
 
 
 



AIS database files: 
Database files accessed, updated or modified in the AIS include the following: 

- Several general ledger master files: storing new general ledger account balances 
- General ledger transaction files: details of each transaction recorded in the general 

ledger 
 
AIS reports: 
The general ledger accounts details report - used to perform reconciliations with third-party 
statements (e.g. a loan statement). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Topic 4 – Financial reporting infrastructure 
  
Study unit 13: Financial reporting structure 
 
 
Factors influencing the staffing level requirements of the organisation’s finance team: 

- size and structure of the organisation 
- complexity and volume of transactions processed 
- complexity and volume of reporting required 
- integration of the AIS with the operational information systems 
- number of manual interventions needed 
- the AIS software used. 

 
Important items relating to a finance team structure and AIS: 
 
Segregation of duties (SoD): 
The responsibility to perform related tasks is allocated to different people or departments, and is a 
vital internal control to help reduce the risk of fraud and mistakes.  
 
Supervisor: 
Each AIS will have a role that has access to all functions in the AIS. This person is usually referred to 
as the supervisor or administrator 
 
Reconciliations: 
Reconciliations should be performed at least monthly, no matter what the size of the team, and these 
must be reviewed and signed off by a person other than the person performing the reconciliation.  
 
Audit trail: 
Each user’s access (including that of the supervisor) to the AIS and actions performed on the AIS 
must be logged on the AIS audit trail. An AIS audit trail tracks user activity on the AIS by recording the 
user name and access date and time as well as the actions performed by that user.  
 
Chart of accounts (CoA): 
 
The CoA is grouped into the five major financial statement categories namely:  

- assets 
- liabilities 
- equity 
- income and 
- expenses 

 
A block of account numbers is assigned to each of the five major categories, leaving gaps between 
the subcategories in each major category. These gaps are used to expand the subcategories in 
future, so that they can be stored numerically.  
 
The AIS software program used will prescribe the CoA account number convention, that is, the 
number of numbers used, only numbers, or only alpha numeric, and so on. 
In the same way as each major category can have subcategories, each GL account, called the main 
account, can also have sub-accounts.  
 
Development guidelines 
An effective designed and setup CoA produces better financial reporting and saves time and costs. 
The CoA structure should assist in the accurate and consistent posting of transactions. 
 
 
 
 
 
 
 



When planning for a new/adjusted CoA, the following should be taken into account: 
 
The organisation’s business operations and industry:  
The CoA should reflect the organisation’s specific business operations and the industry in which it is 
operating. It is therefore necessary to understand the business before creating the CoA.  
 
The organisation’s structure: 
The GL accounts that are used must fit the organisation’s structure.  
 
Reporting detail required: 
The GL accounts must be able to populate the organisation’s required IFRS financial statements, 
financial management accounts and the organisation’s various tax returns, without the need to 
analyse the transactions in an individual GL account.  
 
Plan for the future: 
The CoA is not only used for the current financial year, but also for future years – hence the need to 
plan for the future. Take into account possible growth in the organisational structure, change in 
business processes and detail requirements. 
 
Logical: 
The CoA must have a logical flow in the major categories, subcategories and the related account 
number blocks and individual account numbers. 
 
Consistent: 
The account number structure and format must be consistent between the accounts used. 
 
Account description: 
The account description should clearly but briefly explain the nature of the GL account. 
 
Draft: 
Create a draft structure on paper first before implementing it in the AIS. It is easier to change the draft 
than the implemented CoA. 
 
Feedback: 
Obtain feedback from the different role players on the draft CoA. They may have insights you have 
not yet considered and which could influence the CoA materially. 
 
Sign-off: 
 Obtain sign-off from applicable management on the final CoA before implementing it. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Topic 5 – Accounting information system applications 
 
Study unit 14: Selecting an appropriate accounting information system 
 
AIS vendors have segmented their accounting software to focus on: 
 

- entry-level: 
Examples include the following: 

o Sage Pastel Xpress Start-Up  
o QuickBooks Online Simple Start 
o Palladium Individual 

 
- small to medium: 

Examples include the following: 
o Sage Pastel Xpress Advantage 
o QuickBooks Pro  
o Palladium Business  

 
- medium to large: 

Examples include the following: 
o Sage Pastel Partner Advantage  
o QuickBooks Accountant  
o Palladium Enterprise 

 
- enterprise-level organisations: 

Examples include the following: 
o Sage 300  
o Pastel Evolution 
o SAP ERP 
o Microsoft Dynamics ERP 

 
The software price increases as the complexity and the features provided by the software increase. 
 
 
General AIS requirements which must be determined before looking at individual AIS 
providers and the software they offer: 
 
Requirement analysis: 
These should also include planned future growth in the organisation. It is vital to obtain input from all 
the role players who will interact with the system, at all levels.  
 
Budget: 
Money will always be a constraint for any organisation because organisations can only afford to 
spend so much on a system before it becomes uneconomical. We therefore need to understand how 
much money (budget) is available for the initial investment in software, training and implementation as 
well as for the succeeding years’ maintenance, support and licence fee costs. 
 
Implementation period: 
In the same way as the organisation needs to budget for the costs, it also has to budget and plan for 
the time it will take to implement the AIS. If the organisation can only afford a three-month 
implementation period, it would obviously not be a good idea to look at software requiring a six-month 
implementation period. 
 
 
 
 
 
 
 
 



When investigating new AISs, we should consider the following: 
 
Requirement matching: 
Obtain a list of product features and compare it with the organisation’s requirements. See how it 
matches and exceeds the requirements and where the software’s shortcomings are.  
 
Ease of use: 
Because this software is used daily, it should be easy to understand and use. 
 
Integration: 
How easily can this software be integrated with the organisation’s other information systems and 
applicable third-party systems?  
 
Flexibility: 
Can this software be tailored to the organisation’s specific needs? 
 
Country suitability: 
Is the AIS suitable or adaptable to the organisation’s specific country processing and reporting 
requirements?  
 
Scalability: 
Can this product grow with the organisation? 
 
Support and training: 
What support and training does the software vendor offer and what are the costs involved? Are there 
any local support offices? 
 
Costs: 
How much will the software cost? There are different ways of pricing software (e.g. per user, features 
available, fixed fees, etc.).  
 
Hardware requirements: 
Can this software run on the organisation’s current hardware configuration or should new hardware 
be acquired, and what will the costs be? 
 
Implementation: 
Is the software easy to implement and what is the estimated implementation period? 
 
Documentation quality: 
What is the quality of the software manuals and is it electronic or paper? These manuals will be used 
by the organisation for support and training. 
 
Upgrades: 
How often upgrades are made available, and what are the applicable upgrade costs? Are upgrades 
easy to implement or will this require a huge investment in time and money.  
 
Software vendor: 
What is the vendor’s track record? Is it an unreliable organisation that will be unable to provide 
support when needed, or is it a stable organisation with a good track record of quality software, 
training and support? 
 
Requirements for a suitable reference organisation: 

- Retain reference from organisations where this software has been up and-running for at least 
a year (to ensure that these organisations have been through a year-end). 

- The reference organisation should be one whose business is at least in the same industry or 
a related industry than your organisation is in, and should preferably be a similar size.  

 
Segregation of duties in the finance team must be transferred to the AIS by setting up appropriate 
users and passwords. The setting up of a user means the supervisor selects which functions can be 
performed by each of the individual users and also allocates a specific password to each user. 



Topic 6 – Pastel Partner accounting information system 
  

 List four of the system properties that Softline Pastel recommends you have on your 
computer to use Partner V11. 

 
 Computer 

Pentium IV 2GHz or higher is recommended. You can install Pastel Partner 
Version 11 on a Pentium III computer, but you will not get the best 
performance from your software. 

 
 DVD / CD ROM 

From version 11, all new sales of Pastel Partner are on DVD. If you are a 
cover customer upgrading your Pastel, you will have received your Pastel 
Partner Version 11 on CD. 

 
 Memory 

512MB or more. You can install Pastel Partner Version 11 if you only have 
256 MB RAM, but again, you will not get optimal performance from your 
software. 

 
 Screen 

256 Screen Colours 
 

 Operating System 
Windows Vista, Windows XP or Windows 2000. Windows Vista and Windows 
XP are the recommended operating systems. 

 

 Name the four ways of navigating Partner V11. 
 The Pastel Explorer 
 The Menu 
 The Toolbar 
 The System Navigator 

 

 Complete the following table: 
 

Function Key  Operation 
F4  - Price search facility 
F2  - Open the note facility 
F9  - Open the calculator 
F1  - Help 
F5 - Zoom for a record. This opens a Zoom screen from which you can 

perform various record editing and enquiry functions. 
F6  - Add a record 
 

 What instruction would you use to see your registered serial number and the build version of 
your Partner package? 

Click on Help…About. The serial number and version/build number are displayed on 
the screen. 
 
Press ALT + H, arrow down to About and Enter. 
 

 True / False 
Question: 

1. Only users with supervisor access levels are able to use the change menu. T 
2. You can export the information in the Pastel Explorer to MS Excel. T 
3. Pastel charges you to reregister your package annually. F 
4. If you customise your Pastel Explorer, anyone who uses your computer but logs in 

with their own username and password will see your customised screen. T 
5. There is no icon on the toolbar for processing a bank reconciliation. F 
 



 What are the three steps involved in creating a company in Partner? 
 Gather Company Information 
 Complete company planning form and organisational chart 
 Use the Setup Assistant to create the company 

 

 Briefly describe the three ways you can create a new company in Partner. 
 Use the Setup Assistant 

This is the recommended method – a series of screens guides you through 
the setup process. 
 

 Copy Another Company 
This method creates a copy of another company, with all of the master files 
and transactions. 
 

 Start New Company 
This method creates a completely blank company. Amongst other things, the 
following will need to be created: 

 Entry Types; 
 Periods: 
 Tax Types and Percentages; 
 General Ledger Accounts; and 
 Financial Categories. 

 

 Where would you enter your company’s VAT number? 
Line 5 of the information screen. 

 

 True / False 
Question: 

1. You can set up your set of accounts to use 13 periods and during the year-end 
procedure, the 13th period will become the 1st period of the next year if so selected. 
T 

2. There are many different Industry specific charts of accounts to select from that are 
already set up for you in Partner. T 

3. You can only create 10 Cash Books in Partner. F 
4. You can create 10 standard price lists in Partner. T 
5. The folder name for your Partner Company has 15 characters. F 

 

 Why is it necessary to go into the SETUP option after you have created your company? 
To double check that all the settings suit the company, so that to functionality of the 
system is maximised. 

 

 On what screen during the Auto Setup process do you enter the Payment terms for 
Customers? 

On the Setup Customer’s Control, under the Configuration tab – both the normal and 
other payment terms are entered. 

 

 On what screen during the Auto Setup process do you select to use the Rounding feature? 
On the Setup Customer’s Control, under the Rounding tab – you can select between: 
none, normal, round up and round down. 

 

 Name 2 Customer documents that never update into your accounting system. 
The quotation and sales order – both of these assist in the accounting process flow, 
but do not affect accounting figures, as the transactions are not recorded as final until 
invoiced. 

 

 Name a Supplier document that never updates into your accounting system. 
The purchase order – this document records orders placed, not receipt of items with 
their invoice value. These are used to assist in planning for future expenses in the 
business. A report of items on order is an indication to the accountant of expected 
outflows of money. 



 

 On what screen and tab would you setup your minimum gross profit % 
On the Setup Inventory – Sole Access Mode, under the Configuration tab. 

 

 Why is it so important to backup your work? 
It creates a second copy of the business accounts which can be used in the event of 
data corruption or and or data lose. Backups should be made to an external 
geographical site, so that in the event of theft, fire, flooding etc the company accounts 
can be restored. 
 

 How often should you backup your work? 
 One for each day of the week re-used every week. 
 One for each week of the month re-used monthly. 
 One for each month of the year re-used annually. 
 Two sets prior to each year-end, never re-used. 
 One set after year-end, never re-used. 

 

 True/False. You can create a folder to back up to while you are in the backup procedure. 
True – this allows you to name the folder to meet your company’s specific 
requirements. 

 

 How many customer categories does Pastel allow you to create? 
You can create up to 99 categories 

 

 Describe how creating customer categories are useful for your company? 
Useful functions that can be performed by category, for instance: 

 The creating of a discount matrix per customer category and inventory group 
 Producing of reports per category to track each group of customers. 
 The generation of an identical invoice for a whole category of customers from 

one Pro Forma Invoice. This functionality is referred to as the “Make one for 
All” and is demonstrated in more detail in the Advanced Course material. 

 You can group your customers into different categories, such as authorised 
dealers, registered dealers and end users. 

 

 Name the two main uses of sales analysis codes? (2 marks) 
Analysing Sales by Person or other sales criteria e.g. geographic area, customer 
category, etc. 

 

 Why does the Open Item processing method involve more work than the Balance Forward 
option? 

All invoices are linked/matched to their payment. This can be done for part and full 
payments of an invoice by selecting the specific items that are being paid for. 
Whereas the Balance forward method just allocates payment to the outstanding 
balance. 

 

 There are many ways to number your accounts, but what is the recommended numbering 
system? 

The following three steps are recommended: 
 Split the code into three letters and three numbers. 
 Use the first three letters of the account name as the first three letters of the 

account code. 
 Use the numeric part of the code in sequence, starting at 001 and proceeding 

up to 999. 
 
 

 Explain the relevance of the comma when it comes to customer names.  
Enter the surname first, followed by a comma (,), a title, and then the first name(s). For 
example, enter the name as "Smith, Mr John James." 
 
Partner Version 11 always reverses the name around the comma.  



 True / False 
Question: 

1. When processing a “Cash Sale Account” invoice for an amount exceeding R3000 you 
will be prompted to enter tax details for the customer. T 

2. Once you have set up a customer as an open item customer you cannot change the 
account to balance forward. F 

3. You cannot print a Customer Master File listing by Sales Analysis Code. F 
4. The details contained in the user defined fields can be printed on the Master File 

Listing. T 
5. You cannot link a Microsoft Word document to a Master file record by using the note 

facility. F 
6. You can print and e-mail Customer and Supplier documents at the time of 

processing. T 
 

 Which menu option is used to create new suppliers? 
Click Edit ....Suppliers from main menu or click on the suppliers icon 

 

 Name two ways in which you can search for a supplier while working in Pastel. 
 Under View...Suppliers....List Suppliers 
 Under Edit...Suppliers...click on Supplier Zoom 

 

 What is the difference between creating a supplier master file account to creating a customer 
master file account? 

When creating a supplier master file account there is no Terms Tab – these 
items are under the Processing Tab. 

 

 How do you print a supplier master file list? List the steps. 
Click View...Suppliers List...select print options (to screen, file or 
printer)...select what to print (user defined details etc)...click ok 

 

 How do you call up a display of your inventory items and codes? 
 There are two ways – Edit... Inventory...click on zoom or 
 View...Inventory... Listings...Items 

 

 Differentiate between a physical and service inventory item, and provide examples of each. 
 Physical stock items are purchased for resale, they have min and max re-

order levels specified and are linked to a preferred supplier. They will also 
have a Bin Number – indicating where they might be found. 

 Service stock, has no supplier, and no bin number. Each are linked to 
specific category types. 

 

 Where would you indicate whether an inventory item is a physical or service item? 
On the Edit...Inventory....Item File...under the heading Type. 

 

 When creating Inventory Service Items, there is an option to enter Future Prices. What are 
Future Prices? 

Future prices are another set of prices that you can edit and adjust, on an 
individual or global basis, while the current prices are still used for invoicing. 
This lets you prepare new prices in advance, as well as prepare price lists. 
This is a very useful tool as you can print out a future price list and send it to 
your customers before the new prices come into effect. 

 

 What is the function of the Allow Tax option on the Edit…Inventory screen? 
 You use these fields to configure tax processing for this item. 
 If the item is tax-free, uncheck the Allow Tax check box. If you sell or 

purchase this item, the system does not levy tax on the item. 
 If the item is taxable, check the Allow Tax check box. You can then set 

default tax types for sales and purchases. When you create a new item, the 
system defaults these fields to the ones specified in the item’s inventory 
group. However, you can change the tax types for each individual item. 



 

 List a few of the Inventory reports available in Pastel, and what information you can view on 
them. 

Inventory lists by Items, Groups, Categories or Preferred Supplier 
Price Lists by Item, Customer or Discount Matrix 

 

 True / False 
Question: 
1. The more general ledger accounts you use, the more you can break down the financial 

information, and the better it is for reporting purposes. T – Accounts can have sub 
accounts giving you categories also. 
 

2. You can select whether a customer account is a cash sale account or not. T 
3. You can attach a note to a Customer account. T 
4. You can add extra fields of information to a suppliers Masterfile. T 
5. You can create service and physical items in the Edit Inventory menu. T 
6. You can process a year-end while there are invoices on hold. F 
7. You can automatically reverse a journal at the time of updating? F 
 

 In what range of numbers would you find Statement of Financial Position (Balance Sheet 
Accounts)? 

From 5000 – 9999 
 

 How many general ledger main accounts can you create? 
9999 

 

 In what Income Statement category would you put an expense account? 
I25 – Expenses 

 

 What information can you view on an Outstanding Orders Report? 
A list of orders placed that have not yet been received by the business. These are items 
on back order. Report can be viewed by Category, by Customer/Supplier, by Item. 

 

 Name one advantage of using Goods Received Notes. 
By processing a GRN the inventory value is updated from a delivery document, so sales 
can continue without having to wait for the supplier invoice. 

 

 What menu option would you use to view a Trial Balance? 
View…General Ledger…Financial Reports…Trial Balance 

 

 What menu option would you use to view a Customer Age Analysis? 
View…Customers…Monthly Periodic…Age Analysis 

 

 What menu option would you use to view a Supplier Remittance? 
View...Suppliers...Monthly / Periodic...Remittances menu option 

 

 What menu option would you use to view an Inventory Valuation report? 
View...Inventory...Inventory Valuation menu option 

 

 Can you view a Price List for different categories of customers? 
No, it is possible to view price lists by customer, or by inventory category. 

 

 Are you able to transfer funds from one Bank account to another using the Pastel system? 
Yes – you must ensure that you have created a transfer account and that this account 

number is added to the Company Setup Parameters screen. 
 

 True / False 
1. You can create a Sales Order or an Invoice from a Quotation. T 
2. You can link a Credit Note to the applicable Invoice. T 



 

 Is there a facility to enter discount on a Customer payment in the Cash Book batch? 
Yes – using the remittance function, any discounts due will automatically be 
calculated so that the discounted value is placed in the Cash Payments journal for 
payment. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



PART 4:   MANAGEMENT REPORTING SYSTEMS 
  
Topic 7 – Management reporting systems 
 
Study unit 19: The value of information in the decision-making process  
 
 
 
Information is considered valuable in making sound decisions when it meets the following 
criteria: 
 
Characteristic   Explanation 
 
Accurate  Information should be without any errors. Inaccurate data used in the 

decision-making process will provide inaccurate information. 
 
Complete  Complete information contains all the important facts. If vital information is 

excluded, management could end up making the wrong decision. 
 
Simple  Information should include all the important facts, but not too much detail.  
 
Economical The benefit of obtaining information should always outweigh the cost of 

producing the information. 
 
Flexible Information must be flexible enough to be adapted to meet the unique needs 

of different users. 
 
Relevant  Facts should be relevant and meaningful to users in making decisions.  
 
Reliable Decision makers must be able to depend on the source.  
 
Secure   Information should be protected from unauthorised access. 
 
Timely  Information must be available when users need it. Information that is 

delivered too late is meaningless.  
 
Verifiable   Verifiable if it can be traced and agreed to various sources. 
 
 
Introduction to management information systems 
 
The management information system (MIS): 
The MIS can provide both financial and nonfinancial information to users, according to their needs, by 
extracting information from the appropriate TPS, including the accounting information system (AIS). 
 
The main aim of an MIS is to provide the valuable information in a usable format, to the relevant 
person at the right time. 
 
The functional MIS subsystems include the following: 
 
(a) Financial MIS 
The financial MIS ensures easy and quick access to all relevant users. 
Examples of uses of financial MIS reports include: 

o payment summaries 
o budget and capital budget setting and control 
o comparison and analysis of historical and current financial information 
o summaries of cash-flow information 
o reporting on exceptions and deviations 

 
 



(b) Manufacturing MIS 
Provides information to meet the needs of the manufacturing function, by monitoring and controlling 
the flow of materials, products and services through the organisation. 
Examples of uses of manufacturing MIS reports include: 

o inventory information 
o warehouse management 
o throughput rates 
o order backlogs 
o bottlenecks 

 
(c) Marketing MIS 
Supports management in the development of new products and marketing campaigns, price setting 
and sales forecasting. 
Examples of uses of marketing MIS reports include: 

o market analysis and research 
o promotional strategies 
o pricing decisions 
o development of new products 
o sales information 

 
(d) HR MIS 
Involves all activities relating to the employees and potential employees of the organisation.  
Examples of uses of HR MIS reports include: 

o absence management 
o HR allocation 
o payroll administration 
o selection and recruitment processes 
o employee benefit administration 
o training and skills tracking 

 
MIS inputs: 
In order for an MIS to be able to function and provide valuable information for decisions, it needs data 
input: 
 
Internal sources - enterprise resource planning system, strategic planning, databases and data 
warehouse.  
 
External sources - refers to all data not already recorded in the organisation. Examples of external 
sources include supplier and customer feedback, information on competitors, publicly available 
information and census data. 
 
MIS outputs: 
The following types of output are generated by the MIS: 
 
(a) Scheduled reports 
Generated at scheduled points in time, say, daily, weekly or monthly. 
An example of a scheduled report is the key indicator report which is produced daily.  
 
(b) Demand reports 
A demand report is produced at the specific request of a user. 
An example would be a report of a specific employee’s sick leave being generated when 
management suspect that the employee is absent from work too often. 
 
(c) Exception reports 
Exception reports highlight unusual situations that require investigation.  
An example of the generation of an exception report would be an unauthorised staff member 
attempting to process a journal. 
 
(d) Drill-down reports 
The purpose of a drill-down report is to provide increasingly detailed data on a matter. 



Business intelligence software (BIS): 
It’s a special software that combines information obtained from a data warehouse (cube structure), 
from all functional areas in the organisation and external sources to a lesser extent to generate 
reports required by top management. 
 
Management information system (MIS): 
Can provide both financial and nonfinancial information to users, according to their needs, by 
extracting information from the appropriate TPS, including the accounting information system (AIS). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Study unit 20: Extensible business reporting language 
  
 
Differentiate between XML and XBRL: 
 
Extensible Markup Language (XML): 
It is a markup language. It carries information in a simple, general and usable format over the internet, 
instead of displaying data. XML is self-descriptive and the user has to define tags. 
 
Extensible Business Reporting Language (XBRL): 
Is used when financial information is exchanged in XML format and can broadly be defined as the 
electronic communication of financial and business information to all stakeholders. 
 
The role of XBRL in South Africa: 
 
XBRL South Africa promotes the use of XBRL in South Africa in conjunction with the South African 
Institute for Chartered Accountants (SAICA), which is responsible for the administrative matters. 
 
XBRL South Africa identifies specific reporting needs in South Africa and creates taxonomies 
accordingly, such as JSE listing requirements, company secretary statement and directors’ reports. 
The training and education of users and potential users also form part of XBRL South Africa’s 
objectives and functions. 
 
The advantages of XBRL: 
 
Increase in accuracy of reporting 
XBRL saves a lot of labour time and costs and ensures more accurate information. 
 
Meeting IFRS requirements 
Users of the financial statements can rest assured that the published financial statements comply with 
IFRS. 
 
Cost and time efficient 
XBRL is more accurate and quicker to audit than reporting in HTML, spreadsheets or PDF, resulting 
in savings in auditing costs. All these cost and time savings add up, leading to an increase in 
shareholder wealth. 
 
Crossing the language barrier 
Different reporting languages are no longer a challenge because tags are allocated to numbers, 
making the comparison of financial results much easier. 
 
Data analysis 
Data received via XBRL can be validated and analysed by using specific software. Financial- records 
will be accessed more quickly and accurately, resulting in a decrease in the granting of loans to high-
risk borrowers. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



The disadvantages of XBRL: 
 
Inexperienced users 
Since XBRL is still a fairly new concept, not all users or accountants are familiar with it yet, resulting in 
many errors this, in turn, leads to unnecessary costs. 
 
Security 
Security measures need to be implemented to ensure integrity of information at all times. 
 
Cost 
The initial cost of tagging XBRL data is high because it requires high labour input, and organisations 
may find it difficult to justify the initial capital outlay. 
 
Unauthorised access/ alterations 
Information is transferred to and from different financial information systems electronically on a 
regular basis, resulting in the risk that data may be lost, altered or stolen. 
 
Compatibility 
A concern at this stage is that not all TPSs can export to XBRL. 


