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Click on Č Install 

Microfin for Windows 

1 ..  IINNSSTTAALLLLAATTIIOONN  

11..11  IINNSSTTAALLLLIINNGG  TTHHEE  PPAACCKKAAGGEE  

a. Insert the CD into the CDrom 
   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

DDOOWWNNLLOOAADD  FFRROOMM  TTHHEE  IINNTTEERRNNEETT  ((WWWWWW..PPRROOFFIINN..CCOO..ZZAA))  

¶ Goto downloads 

¶ Choose Microfin 

¶ Save - Microfin.zip 

¶ Open Microfin.zip 

¶ Choose Mfinsetup.exe 

 

 

The following Microfin  
Setup Wizard will appear 

Click Č Next 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Select Destination 
Location 
Click Č Next 
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Select Start Menu 

Folder 
Click Č Next 

http://www.profin.co.za/
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Select Additional Tasks 
Click Č Create desktop 

icon if icon is not already 

on desktop 
Click Č Next 

Click Č Install to 

continue with the 

installation 
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Programme is installing 

Click Č Exit 

Click Č OK 

Completing the 

Microfin Setup 
Click Č Finish 
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11..22    SSTTAARRTTIINNGG  WWIITTHH  AA  NNEEWW  SSCCHHOOOOLL  

¶ Goto the desktop and choose Microfin 

¶ Do you want to link to an already existing company ï answer NO 

¶ Choose next 

¶ Input  - School name, Address, Period (last closed of period = period before you statrt 

with the new system), next year end (201012 or other yearend). 

¶ Choose next 

¶ Document number setup 

¶ Choose automatic and change document numbers to start with your choosen number 

(Default is 1) 

¶ Choose next 

¶ NB!! Path settings 

Microfin = C:\Winmicro 

Data        = C:\Winmicro 

Reports   = C:\Winmicro\Reports 

¶ Choose OFSTED ACCOUNTS 

¶ Finish 

¶ Username = PROFIN 

¶ Goto File security 

¶ User ï go to PROFIN 

¶ Choose ALL 

¶ Choose OK and CLOSE 

¶ Goto Maintenence and login as another user 

¶ User = PROFIN 
 

BBDDEE  AAddmmiinniissttrraattoorr  SSeettttiinnggss  ((OONNLLYY  IIFF  MMIICCRROOFFIINN  IISS  IINNSSTTAALLLLEEDD  OONN  AA  DDEEDDIICCAATTEEDD  

SSEERRVVEERR))  
Click on Start Č Settings Č Control Panel 

Choose BDE Administrator 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click on Č Configuration 

Click on the + sign next to System  
Choose Č INIT 
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Local Share must be changed to ñTrueò 
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RREEGGIIOONNAALL  OOPPTTIIOONNSS  ((TTOO  CCHHAANNGGEE  TTHHEE  SSHHOORRTT  DDAATTEE  FFOORRMMAATT))  
Click on Start Č  Control Panel 

Choose Regional and Language Options 

Choose Customize 

Goto short date format and type dd/MM/y yyy  

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Choose the Date Tab 
Change Short date format to dd/MM/yyyy  
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11..33  GGEETTTTIINNGG  SSTTAARRTTEEDD//PPRROOGGRREESSSS  BBAARR  
 

Each time you open your school, the 

progress bar appears.  This bar shows you 
how your system is loading up. 
 

 

11..44  GGEETTTTIINNGG  SSTTAARRTTEEDD//LLOOGGIINN  SSCCRREEEENN  

 

Each Microfin user will have its own login name and 

password. Enter the login name then click OK. Access will 
be given according to whom the user is . 

 

 

 

 

 

 

 

11..55  GGEETTTTIINNGG  SSTTAARRTTEEDD//TTHHEE  MMAAIINN  SSCCRREEEENN  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
After having logged on, the following screen appears.  In this example the manager logged on and 

therefor all the functions are enabled.  
 

The Title bar  indicates the directory on your system in which the program will function and 

where data will be stored.  The current user are also displayed next to the directory.  
The File Menu  indicates the main menu from which the pulldown menus are called.  

The Shortc ut Buttons are  shortcuts to the most frequently used functions.  By slowly moving 
the mouse over these buttons hints will be displayed.  

 

File Menu 

Title Bar (Directory 

where the program 
functions) 

Shortcut Buttons 

School Name 
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The School Name  will be displayed just underneath the shortcut buttons  
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Overview  

 
 

 

  

REPORTS 
Family list 

Family check list 
Class list 

Class analysis 

Average age group 
Birthday report  

Sport house list 
Learners transport 

list 

REPORTS 
Address list 

Account detail 
Age analysis 
Payment advice 

REPORTS 
Address list 

Account detail 
Age analysis 

Statements 

Reprint receipts 
Reprint documents 

Labels 
Debit order 

REPORTS 
Cash balancing report 

Account detail 
Account list 

Trial balance 

Budget report 
Budget analysis 

Forecast report 
Income statement  

Balance sheet 

ADMIN  
Children 

Classes 

 

DEBTORS/PARENTS  
1. Auto Incoice 
2. Receipts 
3. Credit notes 

(Subsidies) 
4. Debit orders 

 

CREDITORS 

1. Invoices 
2. Payments 

GENERAL LEDGER 
DEBTORS/CREDITORS 
CONTROL ACCOUNT 
 
1. Deposits 
2. Payments 
3. Journal 
4. Bank reconciliation 

THE THREE STEPS 
1.  MASTERS 

Once of permanent information 

2.  TRANSACTIONS  
Always relate to Master 

3.  REPORTS 
Use the Master and Transaction to give reports 
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33..11..    FFIILLEE//NNEEWW  CCOOMMPPAANNYY  

 
At the Main Menu select FILE and then select NEW COMPANY . 

 

In this window you will input the name of the school, the address of the school and telephone 
numbers. You will also input the registration number given to you when you register this program 

(You have to register to use this program).  
 

You will also setup your financial periods, i.e. the beginning of your budget month or the 
beginning of your financial year. You can put the number of days in to start calculating interest for 

outstanding debtors. 

 
You must tick Print Address if you want the address of the school to appear on your statements. 

Click on next when you are finished. 

 

   
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
On the next screen the wizard gives you the option to have your documents numbers  increased 

automatically or manually.   
 

When choosing the automatic option you must please enter your current document numbers, the 

program will use this as a starting point.  By leaving the edit boxes as it is the documents will simply all 
start at 1.  Manual  document  number control is exactly what it says ï you will have to enter the 

number of a document by hand each time a transaction is done.  When finished click Next . 

  

Must address be printed 
on Statements, etc.? 
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SScchhooooll  SSeettuupp  ïï  EELLSSEENN  RReecceeiippttss  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

ELSEN Receipts. 
Article 18A 
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33..22..  FFIILLEE//TThhiiss  iiss  tthhee  ffiinnaall  sstteepp  iinn  tthhee  WWiizzaarrdd  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Simply click Finish  and the Wizard will do the rest.  The progress bar will show the wizards 

progress as it internalizes all the information it asked you.  
 

33..33..  FFIILLEE//LLIINNKKIINNGG  TTOO  AANN  EEXXIISSTTIINNGG  SSCCHHOOOOLL  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This screen creates the Windows INI file for the PROFIN system.  
 

Step 3 

Step 1 

Step 2 
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Step 1  

Use the browse button to help the system to link to your MICROFIN application (program).  The 
application is identified by the .exe file extension. 

 
Step 2  

The second directory is the directory where all the schools will be created.  Use the browse button to 

locate the default location where the New Company Wizard already created the folder for all your 
schools. 

 
Step 3  

Use the browse button to locate the folder where all your reports are stored.  It will be a folder named 

Reports. 
 

33..44..  FFIILLEE//EEDDIITT  AA  CCOOMMPPAANNYY    
 

Should you want to edit the company address, etc. then select File  from the main menu, then select 
Edit  Company .Edit the particulars and click OK to save your changes and proceed.(N.B. The periods 

cannot be edited after installation of the school) The s creen looks the same as adding a new school but 
the periods are not active for editting . 

  

33..55..  FFIILLEE//OOPPEENNIINNGG  AA  SSCCHHOOOOLL  

 
It is possible to have separate SCHOOLS simultaneously on the MICROFIN system.  To open an extra 
school select File  from the main menu and  select Open Company . 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

On this screen you can browse through your files until you find the specified  folder for your school.  

You are supposed to be able to select you school file from the present folder ( Winmicro).  If you 
somehow saved it elsewhere then you can browse for it.  Double clicking on the Directory does 

browsing (in this case it is C:\ ), you will then be able to search on a higher hierarchy level in your 

files. 
 

By double clicking on the Folder you will be able to search on a higher hierarchy level within the C: \  
directory.  By clicking on the pulldown menu you will be able to select a different drive to  browse.  

A new school is 

stored in a 

directory / 

Folder 

 Folder 

Drive 

Directory 

A new school is 
stored in a 

directory/folder  
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If you get ólost` while browsing, then you must realize that you are not familiar with Windows yet 

(exit Profin and press F1).  .  Try using the Windows help feature  
 

33..66..  FFIILLEE//SSEETTTTIINNGG  UUPP  SSEECCUURRIITTYY  

The security feature blocks certain staff from certain functions.  For instance it will enable the 

bookkeeper to access all details, but on the Debtors clerkôs screen it will only allow Debtors 
transactions and reports.  Select File  from the Main Menu and then select Security .  

 

Each user can be restricted to certain options.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This option should only be used by the supervisor.  After having entered the users particulars, you 

must check the checkboxes next to the procedures that you want him/her to have access to.  You 

can remove some options within the default types by clicking on the defaults that you want to 
remove. 

 
At startup the default password is ñPROFINò and it gives full access to the user, therefore it is 

wise to change it or at least add a password.(You will not access your program if you forget the 

password you set for your school) 
 

Edit current User 

Add new User 
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33..77  FFIILLEE//PPRRIINNTTEERR  SSEETTUUPP  

 

Firstly it is important to have a printer correctly connected.  This may sound silly but many people 

seem to forget to check the basic procedure like the connections and sometimes donôt even switch 
the printer on ï please check that the Online light is on.  There are thousands of printers available 

and it is thus impossible to give an exact step by step on your specific printer.  The printer 
connected to the unit while doing this manual was a Hewlett Packard DeskJet 690C, so keep this in 

mind if your Printe r screens look different.  Select File from the Main Menu, select Printer .  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Make sure that the settings are to your liking.  For instance the above will print only on small 

envelope sized paper and it will be vertical (portrait style).  By clicking on Properties you can view 
even more options relating to you specific printer.  Since many of our clients have problems with 

their printers it is strongly advised that you study the printer manual that came with your printer . 
 

 

33..88  PPRRIINNTTEERR  SSEETTUUPP  //  RREECCEEIIPPTTSS  
Start Č Settings Č Control Panel Č Printers 

Click on drop down menu File and choose Server Properties 
  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Range of installed printers (if 
available and already 

configured). 

Properties 
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The following taskbar will appear  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click on Č Create new form 
 

 
 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 
Click Č Save Form 

ClickČ OK 

Change description to 
Receipts 

Width: 21.49cm 

Height: 10.20cm 
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4. THE SETUP MENU 

 

44..11 ..  SSEETTUUPP// SSEETTTTII NNGG  UUPP  TTHHEE  DDOOCCUUMMEENNTT  NNUUMMBBEERRSS  
 

During the new company wizard you were asked to enter the document starting numbers.  This 

form is used to change these details.  You select this procedure from the main menu by clicking on 

SETUP and then on DOCUMENT NUMBERS. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

After having made your changes click on OK. 
 

44..22..    SSEETTUUPP// MMEESSSSAAGGEESS  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

From the Main Menu, select SETUP and then select MESSAGES.  This form does the standard 

setup for the messages to be printed on your statements .  When you view this form for the first 

time it will be empty.  You are now supposed to enter any messages of your liking.  Use the TAB 
key to move between the lines . 

  
 

 

Click OK to accept 
changes. 

Press the TAB key to end a 

line and proceed to the 
following line. 

CLOSE is disabled, 

because the OK still 
needs to be clicked 
at Statements and 

Invoices. 

Click NO to 
ignore changes. 
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44..33..    SSEETTUUPP// OOPPEENNII NNGG  BBAALLAANNCCEESS  

 
Balances can only be entered once.  After that any changes must be done with Journals. You have 

to put in balances for General Ledger, Creditors and Debtors. 
 

 

 

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

44..44 ..  SSEETTUUPP// OOUUTTSSTTAANNDDII NNGG  CCHHEEQQUUEESS  AANNDD  DDEEPPOOSSII TTSS  
 

 

 

 

 

 

 

 

 

 

Select either Cheques or Deposits by clicking one of the Radio Buttons. 
 

When starting the System, you may have outstanding cheques or deposits that have not yet gone 
through the Bank.  

 

Note that you will not be able to change the amounts you put in again. Make sure they are the 
right figures before you put them in . 

 

 

 

 

Radio 
Buttons 

The description of this group 
changes if balances had 

already been entered for a 

debtor. 
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44..55  SSEETTTTIINNGG  TTHHEE  SSCCHHOOOOLL  FFEEEESS  SSCCAALLEE  

 

The School fee amount can be set to invoice the school fee per child ï from the oldest to the 

youngest. 
This must only be set in the beginning of the year  

 

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

Select the amount then go to the next child and do the same. When finished select ok to accept.  
 

 
 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Press to 
select 

Amount 
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44..66    SSEETTTTIINNGG  UUPP  TTHHEE  BBAANNKK  IINNFFOORRMMAATTIIOONN  ((DDEEBBIITT  OORRDDEERRSS))  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

  

Enter the Account Nr 
and Branch code 

Enter the Account Name 

Select the Path for ACB 
System 
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Click on Bank Details 

Complete Bank Details 

Click on Bank Master 
and complete 
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44..77  OOVVEERRVVIIEEWW  OOFF  DDEEBBIITT  OORRDDEERR  SSYYSSTTEEMM  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

                                                                                                                    

      

                                                                                                                                          Debit order run 
 

 
 

 

 
 

                                  Path ï C:\ABSA__ 
 

SCHOOL 
 

BANK 
 

e.g. ABSA 

 

BANK 
 

PARENT 
 

ACB 
Bureau Fokus 

(ABSA) 

 

MASTER 
Bankdetails ï 

parents 

Date & Amount 
of Debit Order 

 

List of parents doing Debit Orders 
 

FILE 
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5. THE MASTER ACCOUNTS/MENU  

 

55..11 ..    MMAASSTTEERR  AACCCCOOUUNNTTSS// GGEENNEERRAALL  LLEEDDGGEERR  

 
The master screen is grouped in three different groups.  

 
 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Option 1 :  Only when creating a new group or when a group needs editing, you need to fill in this 

optionôs information. e.g. You can have a group called Sports then under sports you 
will have Netball, soccer etc. These will become subgroups of a group.  

Option 2:  This option is where new accounts are created.  All balance sheet items must start with 

a 1  and all Income and Expense accounts with a 2. You also have to decide if the new 
account you create will be an income or an expense.  

Option 3:  Budget figures can be entered at this group.  (Only for Income & Expense accounts).  
 Income must be entered with a ï (minus) in front of the account.  
  

    OOpptt ii oonn  22   

OOpptt ii oonn   11   

      OOpptt iioonn  33 

Hyperlink to the óOpening Balancesô 
procedure (section 4.4 in this manual). 
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55..22 ..  MMAASSTTEERR  AACCCCOOUUNNTTSS// CCRREEDDII TTOORR  LLEEDDGGEERR  

 
Creditors are companies or institutions you buy from (suppliers) . As in the case of the General 

Ledger, the Creditors can be divided into two different groups. At the Creditor Ledger menu, 
various items of information can be stored. e.g. Creditor address etc.  Creditors account numbers 

must start with 4, e.g. 4CRED01 etc.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You also have to decide on the style your creditor accounts should be printed. Open Item will 
show you the exact invoices you havenôt paid, while Balance brought forward will only show you 

the total balance not paid.  

Facility to enter info 
concerning the 

Creditor 

Hyperlink to the óOpening Balancesô 
procedure (section 4.4. in this manual).  
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55..33 ..  MMAASSTTEERR  AACCCCOOUUNNTTSS// DDEEBBTTOORR  LLEEDDGGEERR  

 
A Debtor is the person responsible for payment of the account.  

Debtors can also be grouped.   
All the information about the Debtor will be entered, e.g. address etc. Debtor account numbers 

must start with 3, e.g. 3DEBT01 . The parents have to be linked with  their children.  

Open Item ï Open Item will be selected if your Debtor pays his/her account per invoice.  
Balance brought forward - This will be selected if the Debtor pays the balance that was brought 

forward on his/her statement.  
 
 

  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
If you donôt want any entries to be done in future against a debtor you can work the account as 

suspended (Suspend account). 

Facility to 

enter 

messages
. 

Facility to link the 
parents with the 

children. 

You can view the parentôs 
children by pressing here 



Micro-fin Manual 

Page 29 of 58 

55..44   PPaayymm eenntt ss  

 
The payment type must be set here.  

 

 

 

 

 

 

 

 

 

 

 

 
Examples of payment codes are: 

1 - CASH 

2 - CHEQUES 
3 - SPEEDPOINTS 

4 -  CREDIT CARDS, etc. 

 
 

55 ..55   CCllaassss  CCooddeess  
Class codes have to be created before the children master. The class code will show the 

grade/standard and the class teacher. This Master has to be created before the children master. 
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55..66   CChhii lldd   MMaasstt eerr   

 
The Child Master will be used to input the child information and link the child to the parents/debtor 

master. 
 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

. 

 

 

You will type in the admission number of the child in the Code block, the Initials. Surname and 
Name in the indicated blocks. Press the button besides Parent Code to link the child to the Parent. 

Click the button besides the Date of Birth and select the da te of birth (You can also input the date 

in this format: day/month/year. The child status will indicate if the child is active or inactive (still in 
school or not) by pressing the button besides class you will select the class the child is assigned to. 

 

If  the status is Inactive ï no invoices for school fees will be done. 
 

 

 

 

 

 

 

 

 

 

 

Press Button to see the 
parent. After selecting 
the parent press Enter 

Press Button to 
see the classes. 
Select a class 
then presses 

Enter 

Status: Active or 
Inactive. Child still 

at school or not 

If the child is Grade 
R Č tick the 

Excluding from 
School Invoicing 

block. Remember 
to invoice Grade 

R separately.  
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Child Master / Parents  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Child Master / Medical  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Complete the 
Fatherôs details 

 

Complete the 
Motherôs details 

Complete the 
Medical details 
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Child Master / Contacts  

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Child Master / User define  

 
 

Complete at least 
one Contacts 
Personôs details 

These fields can be used for 
user defined entries (Bus fees 
etc).  A special report will be 

available per user defined 
group (maximum of four)  
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Child Master / Subsidy  

Fill in the amount 
per month as well 

as times to run 
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6. THE TRANSACTIONS MENU  

 

66..11     AAUUTTOO  II NNVVOOII CCEE  

 
This is a facility to help you create monthly school fees invoices automatically. 

 

 

 

 

 

 

 

 

 

 

 

 

Invoices can be setup to run automatically for a class , individual , or the whole school.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The amount of the school fees for the school will also be set for that particular year. Even when a 
single invoice is wanted you can choose individual and select the debtor(parent) and the amount 

of the school fees. 
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For an individual  

Choose individual, then the amount.  Write down the description of the invoice then the period.  Enter  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Choose School to do invoices for the whole School 

 

66..22   CCHHII LLDD  AACCCCOOUUNNTT  LLII NNKK  
  

This function links the children to the parents and calculates  the age of every child to determine 
the oldest and other children in a family . 
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66 ..33   TTRRAANNSSAACCTTII OONNSS// DDEEBBTTOORRSS  II NNVVOOII CCEE  
 

There must be an invoice made out for any thing sold at the school. Some of the things might be 
sold to record Debtors while some may be sold to Cash Debtors. 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

A Drop down menu requiring information about that Debtor will appear. Choose a debtor and 
continue with other information.  

 

  

66..44   TTRRAANNSSAACCTTII OONNSS// DDEEBBTTOORR// CCRREEDDII TT  NNOOTTEE  
 

Credit notes must be done for all goods adjustments. 
 

 

 

Select Debtor 
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66..55   TTRRAANNSSAACCTTII OONNSS// DDEEBBTTOORRSS// DDEEBBII TT  NNOOTTEESS  

 
A Debtors Debit Note will increase the account owed by the Debtor.  

 

 

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

66..66   TTRRAANNSSAACCTTII OONNSS// DDEEBBTTOORR  // RREECCEEII PPTTSS  

 
Receipts must be made for all payments by Debtors 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Choose Debtor 
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PPaayymm eenn tt   TTyyppee  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Debtor Code Lookup  

  

  

  

  
 

 

 

 

 

 

 

 

 

 

 

 

 
General Ledger Account  Lookup  

 

 

  

  

  

Click on the drop down 
menu and choose the 

Payment type 

When you choose D a 
Debtor Code Lookup 

will appear 

When you choose G a 
General Ledger 

Lookup will appear 

99 ï Receipt and 
Deposit 

(Bank statement) 
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66..77   TTRRAANNSSAACCTTII OONNSS// GGEENNEERRAALL  LLEEDDGGEERR// AA  NNOORRMMAALL  DDEEPPOOSSII TT  

 
All Money recieved at the school must be banked. This screen is used to record all the money 

deposited. 

 
 

 

 

 

 

 

 

 

 

 

 
 

Choose the bank in which the deposit was made.  The Doc No is your Deposit book Page number 

or you can decide on your own number.  
 

For interest received the Direct Deposit will be used and the information will come from the Bank 

statement. 
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66..88   OOVVEERRVVII EEWW  OOFF  AACCCCOOUUNNTTII NNGG  EENNTTRRII EESS  ïï  II NNVVOOII CCII NNGG  TTOO  RREECCEEII PPTTSS  
 

CASH CONTROL/SCHOOL FEE/BANK  
(1)  Auto invoice (single invoice) 

(2)  Receipt 
(2A) Receipt (Automatic)  

(3)  Deposit 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

  

  

  

  

  

Balance sheet  

1CTRIL_CASH 

Receipts        (2)  
= Nil  

 

Deposits       (3)  
 

1CTRIL_DEB 

Auto Invoice  (1)  

 

Receipts        (2)  

 

1SCHOOLFEE (Provision) 

Receipts      (2A) 
 

Auto Invoice   (1)  
 

1BANK1 

Deposits       (3)  
 

 

Income Statement  

2SCHOOLFEE 

 Receipts       (2A) 
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66..99   TTRRAANNSSAACCTTII OONNSS// GGEENNEERRAALL  LLEEDDGGEERR// CCHHEEQQUUEE  TTRRAANNSSAACCTTII OONNSS  

 
It is important to make certain which bank account you want to use when entering a general ledger 

cheque if you are using more than one bank account on this system.  You have to enter the bank in 
which this transaction is to be executed.  Then the cheque n umber is entered and then the description 

of the cheque.  The account number can be entered in ñAccountò or the F4 function key can be used to 

obtain a list of accounts.  It is possible to split one cheque between more than one accounts.  If all the 
information is correct, the user can click on ñOKò to accept the transaction.    

 
NB!  Schools can only have one bank account       

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

  

  

  

  

  

The Expense Code 
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66..1100  TTRRAANNSSAACCTTII OONNSS// GGEENNEERRAALL  LLEEDDGGEERR// JJOOUURRNNAALL  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

By  pressing the ENTER Key on a blank space you can call a lookup list or a pulldown menu.  In the 

example above, the ENTER Key was pressed on the blank space underneath account (currently 
colored because it has the focus).  

Choose the account 

that you want . 

Please note the different periods that 
are open.  Ensure that the transaction 

periods are all similar,  otherwise the 
trial balance will be incorrect . 

These two totals must be the same at 
the end or else the system will not let 
you exit this form . 
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66..1111  TTRRAANNSSAACCTTII OONNSS// GGEENNEERRAALL  LLEEDDGGEERR// TTHHEE  PPEETTTTYY  CCAASSHH  

 
Entering the document or slip number will complete the screen above. The description of the 

goods and where it was purchased from is entered.  The account number must be entered in the 
ñAccountò or the F4 function key can be used to obtain a list of accounts. The description of the 

product is entered, then the amount which includes VAT.  When the user is certain that all 

information is correct, he/she can click on ñOKò to accept the transaction.       
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  
 

 

 

It is important to mention here that money received as school fees or any school fund that has not 
been banked is not considered as Petty cash. All the money received at the school must be banked. 

If you need petty cash you have to write a cheque and withdraw the money from the bank  
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7.  BANK RECONCILIATION  
 

77..11  PPRROOCCEESSSSIINNGG//BBAANNKK  RREECCOONNCCIILLIIAATTIIOONN  

  
You can go from one column to another by using TAB.  The entries will then be sorted in that 

column.  You can also seek in all the columns. 

 
To recon an entry, you double click on the recon column or you can press spacebar.   A  

red V will appear to show you which entries are reconciled . 
 

  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Cheques & 
Deposits will be 

listed here. 

To reconciliate (verify) 
if all the entered data 

is correct. 
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8.  CREDITORS  
 

88..11   CCRREEDDII TTOORRSS  II NNVVOOII CCEE// NNOONN--SSTTOOCCKK  

Invoices for items purchased can be entered here.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Press the button next to account to choose the creditor, and then Enter. In the next block put in 

the order number, then the invoice you received for the goods. Press the button next to Purchase 

Account and select the account from the General Ledger then Enter. Put in the Date and the 
Period. The Description will be shown automatically. Put in the subtotal, the Vat and total wil l be 

shown automatically 
 

88 ..22   TTRRAANNSSAACCTTII OONNSS// CCRREEDDII TTOORR// CCRREEDDII TT  NNOOTTEE  
 

When any goods are received at the school they must be checked for quality, if any defection is 

found then they must be returned to the supplier with a Credit  Note . This will ensure that you are 
not charged or you donôt pay for defective goods. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

Select the Creditor then the particular invoice.  
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88..33   TTRRAANNSSAACCTTII OONNSS  // CCRREEDDII TTOORRSS// DDEEBBII TT  NNOOTTEE  

 
Do a debit note to acknowledge the receipt of goods and the price charged . 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Select the Creditor then the particular invoice.  

  
 

 

Select the 
Creditor 
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9. PROCESSING 

 

99..11   PPRROOCCEESSSSII NNGG// CCAALLCCUULLAATTEE  II NNTTEERREESSTT  OONN  DDEEBBTTOORRSS  AACCCCOOUUNNTTSS  

 
Calculation of interest on all overdue accounts (i.e. school fees) can be done by typing the required 

interest percentage and then press Enter, then Start Calculations. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

99..22   PPRROOCCEESSSSII NNGG// OOPPEENN  NNEEXXTT  PPEERRII OODD  
 

A period is the month for which you are doing transactions.  You can decide when a period starts or 

ends. To open the next period you have to close the last period . 

 
 

 

 

 

 

 

 

 

 

 

 

 

  

  

  

Press to start calculations 

Just type the 
interest %  
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99..33   PPRROOCCEESSSSII NNGG// MMOONNTTHH  EENNDD// DDEEBBTTOORRSS  (( &&   CCRREEDDII TTOORRSS))   

A backup must be done before doing the month end.  All transactions for the period will be closed 
off. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 As with Debtors a backup must be done then all Creditors transactions will be closed off 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

  

99..44   PPRROOCCEESSSSII NNGG// MMOONNTTHH  EENNDD// FFII NNAANNCCII AALL  

The Financial Month-end can only be done after the creditors and debtors are closed off. 
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99..55   PPRROOCCEESSSSII NNGG// YYEEAARR  EENNDD  

 
All the data for the year will be closed.  The new year will start with new balances . 

 
 

 

 

 

 

 

 

 
 
 

 

 

 

 

 

  

The Period is derived from the Setup. 

Links the children with 

the classes 
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Complete when child is 
transferred to New School 

This must be completed 
when children is 
transferred to new 
classes.  Fill in the current 
as well as the new class 

Make sure than you made 
a backup and click on 
Start 
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Complete the 

necessary information 
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10 . THE MAINTENANCE MENU  

 

1100..11   MMAAII NNTTEENNAANNCCEE// LLOOGGII NN  AASS  AANNOOTTHHEERR  UUSSEERR  

 
You can log on as a different user, with different security privileges . 

 

 

 

 

 

 

 

  

  

  

  

  

1100..22   MMAAII NNTTEENNAANNCCEE// RREE-- II NNDDEEXX  
 

 

 

 

 

 

This option is needed when you suspect your data is incomplete or somehow missing.  The data 

will be re-indexed. 
 

1100..33   MMAAII NNTTEENNAANNCCEE// BBAACCKKUUPP  AANNDD  RREESSTTOORREE  

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Choose the destination to which you want to backup to.  After you have chosen the destination, you 

can change the name of the file.  
 

TThhee  ssaammee  wwiitthh  ññRREESSTTOORREEòò..    CChhoooossee  tthhee  ssoouurrccee..    TThheenn  yyoouu  ccaann  cchhaannggee  tthhee  ffiillee  ffrroomm  wwhheerree  yyoouu  wwaanntt   ttoo  

rreessttoorree..  
 

 

 



Micro-fin Manual 

Page 53 of 58 

1100..44   MMAAII NNTTEENNAANNCCEE// RREEGGII SSTTEERR  

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This Software can only be used if it is registered. When your registration expires, please phone 
PROFIN to obtain you new expiry date and accompanying registration number. 
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11 THE REPORTS MENU 

 

1111..11   II NNTTRROODDUUCCTTII OONN::     PPRRII NNTTII NNGG  AA  RREEPPOORRTT  

 
The Main Menu offers four report types to choose from. In each of the types there are several 

different reports you can print  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

  
 

 

 

 

 

 

 

 

 

 

 

 

1111..22   RREEPPOORRTTSS// GGEENNEERRAALL  LLEEDDGGEERR  

Click on the speedbutton for General Ledger Reports (see above). 

When printing a General Ledger Report you must choose one of the following categories: 
 

 

 

 

 

 

 

 

 

 

 

 

 

The Cash Balancing Report will ask you for the begin- and end date. 
 

When printing the Account List the group selection can be entered by hand or by clicking the 
pulldown menu to show a list of available options.  To select all the groups type in *  (the 

character on your keyboard just above the number 8).  

Categories 

Preview the 
report on screen 
before printing  

General Ledger  
Reports 

Debtor 
Reports 

Creditor 
Reports 

Transactions 
Reports 
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1111..33   RREEPPOORRTTSS// DDEEBBTTOORRSS  
 

Click on the speedbutton for Debtors Reports. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Each report needs its own information to proceed.  Make sure all the relevant information is 

entered before you choose the view  /  print  buttons. 
 

1111..44   RREEPPOORRTTSS// CCRREEDDII TTOORRSS  

 
Click on the speedbutton for Creditors Reports. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

Each report needs its own information to proceed.  Make sure all the relevant information is 
entered before you choose the view  /  print  buttons.  
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1111..55   RREEPPOORRTTSS// II NNTTEEGGRRII TTYY  
 

 

 

 

 

 

 

 

 

 

 

 

 
 

Each report needs its own information to proceed.  Make sure all the relevant information is 

entered before you choose the view  /  print  buttons.  

  

1111..66   RREEPPOORRTTSS// TTRRAANNSSAACCTTII OONNSS  
Click on the speedbutton for Transaction Reports  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

When the screen appears nothing will be enabled.  You must select a category (general ledger, 

debtor or creditor).  You select a category by clicking on its name or by clicking anywhere in that 
specific block.  In this example the Debtor category was selected.  At Invoices the Check Box is 

checked, this means that all Invoices will be printed.  At Debit Notes a specific field was selected 

with the pulldown menu.  This means that all Debit Notes for this specific Debtor will be printed.  
Credit notes wasnôt checked and will therefore not be printed.  The Print button will only become 

enabled after you have selected either `Period to Periodô or `Date to Dateô and you must also 
choose between `Transactionsô or `Postingsô.  Remember it is wise to Preview the report before 

Printing. 

Check Box 

Pulldown 
Menu 
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12. ADDED FEATURES 
 

 

The Notepad  is used to make simple notes and letters. These 
documents can be saved to be opened again later. 

 

The Calculatorôs keys can be pressed either by the mouse or by the 
keyboard. 

 
The Index  will solve most of the problems or queries you have on the 

system. 
 

 

 

 

Here are just some of 
the topics of the 

Profin  Help  Menu. 
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13. Summary  

 
After installing the software go through the following:  

 

1133..11   AAdddd  NNeeww   SScchhooooll   

Type the registration number, name, address, and phone numbers of the school. Also type in 

the periods i.e. financial school ending and monthly school ending. 
 

1133..22   DDooccuumm eenn tt   NNuumm bbeerr ss  
Type the Document Numbers used at the school, i.e. Cheque number etc. 

 

1133..33   SSeeccuurr ii tt yy   

Create a user and give that user access to the relevant files that user can access. Select a 

password if the user has to use a password to access files. 
 

1133..44   SSeett uupp  MMeessssaaggeess  
Type the messages you would like to appear on the invoices, statements etc.  

 

1133..55   GGeenneerraall   LLeeddggeerr   
 Write down the accounts of the school. You create different groups and subgroups.  

 

1133..66   CCrreeddii tt oorrôôss  LLeeddggeerr   

Type information about your suppliers (Stores you buy from)  
 

1133..77   DDeebbtt oorrôôss  LLeeddggeerr   

Write down all the information about the parents. Remember to come back to the parent after 
creating the children in the Children master; this will be to link the children with the parents.  

 

1133..88   CCllaassss  

Setup the classes by supplying information about the grade/ standard and the teacher. 

 

1133..99   CChhii ll ddrreenn   

Write down all the information about the child. The oldest child will be marked Active, meaning 
the invoice will be given to that child to pass to the parents. Link the child to the parent.  

     
 


