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1. INSTALLATION
1.1 INSTALLING THE PACKAGE
a. Insert the CD into the CDrom

o —
i Click onC Install
s ‘A> Microfin for Windows Software Microfin for Windows

ipstull Microlin for Windaws Chok When button 4o stant the Micsefm fod
frawse the o Wndows watailahon process
Viwit our wabuite
o Mail Prokn Sepport

Cxa

DOWNLOAD FROM THE INTERNET (WWW.PROFIN.CO.ZA)
Goto downloads

Choose Microfin

Save - Microfin.zip

Open Microfin.zip

Choose Mfinsetup.exe

=A =4 =4 -4 -4

1 setup  Morolm E a0 x|

Welcome 1o the Microlin Setup
; Wizard
Thi ol el Microdin Vetskan 200% ¢ ' 4

W

The following Microfin
Setup Wizard will appear
ClickC Next

B nincomemndind I you cose o ot podc e before
LAy

Cied Mot 10 covdenin. of Canosl 1o esd Sehin
allix]
Linlect Destimston | ocaton \\
Whevn thoukd M 1obn b et ind L
' ] S vl poet el Meatdin e e fmarg et
T contrun, chek Mewt W pon skt I 16 tebact & O Tk, ik Briaves vl o
Select Destination
[ .
Location
Click C Next
aicix
Sebect Stad Many Fulde S
whars stokl S pacs e gragam's thertouts? - y,

_E Gt wil Lrase the DOgans shastuts 1 (e foliearng Stan Merw fotdal

Select Start Menu
Folder
Click C Next

T commmne. cho Medt |1 s winitd e 0 sect & imeet takler. chox Baowes

o BT T
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Installing
Fleazes wait while Setup installs Microfin on your computer,

Select Additional Tasks
ClickC Create desktop
icon if icon is not already
on desktop

ClickC Next

Floady 10 Instnd
ot 12 o ey 1 g i aleg Mool on s compuis

ClickC Install to
continue with the
installation
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Programme is installing

5
AowiyTe: | Sinwse |

Patehing Mesaages Outpul:
Checking if the patch file can be applied:

Prepanng updaste of file "Bdelnstdir™ (ok
Ok, patch file applied with SUCCESS!

ClickC Exit

Info... |U-Iu: Yhatis a patch?  Ceeate patches myselt? Exit

The Boland Database Engine will be installsd/uparaded in the following
ditmotony

L N Pragran Pilse B adand\C ammon iles\ULH Lrowss |

(N[ I Cancel CliCké OK
\

=51
Compieting the Microfin Setup
Wizard

g e Tt realing Vot oy corgate The
LWOAC N Sy De [BCres Dy mectng e rutain Cor

Ok Frath bn ot St

I Laursh Mookn

Completing the
Microfin Setup
ClickC Finish
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1.2 STARTING WITH A NEW SCHOOL
1 Goto the desktop and choose Microfin
1 Do you want to link to an already existing company i answer NO
1 Choose next
1 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 7 go to PROFIN
Choose ALL
Choose OK and CLOSE
Goto Maintenence and login as another user
User = PROFIN

= =4 =

E |

A —Aa-_a-_a_-a_-8_9_-9a_-2

BDE Administrator Settings (ONLY IF MICROFIN IS INSTALLED ON A DEDICATED
SERVER)

Click on Start C Settings C Control Panel

Choose BDE Administrator

i

Fle BB Vww Faveten ook Ml -
- <o - ) Qsech YFodes Pty U T X o [T
| At [ Contror Fanel _o_] o
), T T & ou W ‘ 5 B oy A
. Aoresshiy  AddRemove M Remove Advewstrave Automstc Dute/ T Desplary Folder Optiors Forts
Control Panel Optiore Hardwre Prograns Tooks Updyes
g Co 5,
HOE Admirmstrator }i& a ﬁ : ) §I $ i‘ :él 3
Confagures the Dodand Dutabace - v
Engine GaTe terret Kevbowd Mal Mous Network ond  Phone and  Posser Options Privkses Regonst
Corkrobers Oplons Dadep Co.. Moden Optiors
Wedows Lodxe s
Wndows 2000 Supcori o) et f
weboees J000 2 > 1) 1 .
Scarnesand  Schedded  SoundEffect  Sounds and Speach Systen Test Services  Usevs ard
Canwtr ok Tashs Manager Mubtieda Passwinds

Click onC Configuration
Click onthe + sign next to System
ChooseC INIT
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Local Share must be changed to ATruebod

2800 Adrenistrater C Program Hies Dorlsed Commmon ey B0E JDARE. LG
Ctied ESt Vew Opties Hep
= XK W e
| Duvens and Spstem | Defnden of MIT
Dosbowes Coripesion | Doekon |
[ 89 Corbouamn £410 008C FALSE
Dyrvers DATAHEFUST O Y
= B Spwen OEFAULT DRMVER PARZDY
LANGLANER “asck ANEL
. ¥ LOCAL SHARE TRUE
INIT) LOW MEMORY USAGELMIT 22
MAYBUFSIZE 208
MAFILERANDLES 4
WEMSZE 1%
MNBUFSCE 128
M15 PODUNG FaLSE
SMAFEDMEMLOCATION
SMAPEOMEMSZE 2008
SOLORYMOLE
SYSFLAGS (i
VERSION a0
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REGIONAL OPTIONS (TO CHANGE THE SHORT DATE FORMAT)
Click on Start C  Control Panel

Choose Regionaland Language Options

Choose Customize

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

|| Fe em vow Fovortes Tosk b ‘#

[ = ) Drewsh Corodes Priwsry | 0 X o EHe

Ao |30 Cortrd el . N 2o
5 -~ = 143 = . (
Ly B K 5B :ul P 5 B % 5
- Amuv bddRevove A A 3 Deta{Tire Depley  Foldes Opbiors Forts
Control Panel Hardware hoyms Updates  Adminet sty
— 2 @ T s 9 4 S @
Custirnses settegi for daply of - & ! e ﬂ 9 '2]
langunges, rurvbers, brres, wnd G ln-ma Kwbosrd Monn Nt work e
dates Controlery Du0 €00 | Oustoraes settings for dsply of languages, rurters, times, and debes
W “ . \f v
Scaroesand  SCedded  SondEffed Soundsard  Speech Test Servces  Usars 5°d
Cavwras Tasks Marage Mliseds Pasowonds
settings foc dspiay of languages, numbers, tes, and dtes | A= My Computer

Bsten] | 050 (E 3 IO B || e 00w [comroiponel Sjovanens Moot CEIDES o

Choose the Date Tab
Change Short date format to dd/MM/yyyy

2
Garwnst| Sarbn | Curmcy | Toow D0 | it Lt |
- Cawntn

e e e

T - B o

]

S b oo R

T b b [ 2130 sy = |

Dmumnes [ S
Lo cme
P

Long tute hemee |22 08t sy, i |

o ) com | o |
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1.3 GETTING STARTED/PROGRESS BAR

Refreshing Company Information .... Each time you open y_our school, the
" - progress bar appears. This bar shows you
- 7% how your system is loading up.

1.4 GETTING STARTED/LOGIN SCREEN

Microfin Login Each Microfin user will have its own login name and
ks remies password. Enter the login name then click OK. Access will
be given according to whom the user is.

] Cancel

1.5 GETTING STARTED/THE MAIN SCREEN

Title Bar (Directory
Where the program
functions)

== Fradin ; CO WM icro MW Cinrmad Liser L GILL
e sty Neters Jressctors  [Yocsssg Mgrtenases

aloix

File Menu

Teparts te

m & & 2 I E] S o ey

Choagans Depoct  Negony Iwnkw  Fegoes Coeamn  bvice  Ragots Aepot

Coodbony Transothume

Shortcut Button

—NITY COLLEGE

MICRO=FIN

SMART SOFTWARE

School Name—

Versone - 200)e
Cracliors Reports

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

REPORTS
Famiy list
Family check list ADMIN
Class list Children
Class analysis Classes
Average age group
Birthday report
Sport house list
Learners transport
: DEBTORS/PARENTS
list .

1. Auto Incoice

2.  Receipts

3. Credit notes

(Subsidies)
REPO RTS/ 4. Debit orders
Address list
Account detail
: GENERAL LEDGER
Age analysis EBTORS/CREDITOR
Statements CONTROL ACCOUNT,
Reprint receipts
Reprint documents 1. Deposits
Labels 2. Payments
. 3. Journal

Debit order 4. Bank reconciliation

CREDITORS

1. Invoices

2. Payments
REPORTS
Address list
Account detail
Age analysis

Payment advice

A

REPORTS

Cash balancing report
Account detail
Account list

Trial balance

Budget report

Budget analysis
Forecast report
Income statement
Balance sheet

1.

2.

N

KI'HE THREE STEPS

MASTERS

Once of permanent information
TRANSACTIONS

Always relate to Master

REPORTS

Use the Master and Transaction to give reports

~
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3.1. FILE/NEW COMPANY

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.

Microfin - New Company Wizard

School Mame Registration Mo District

Address —Periods

| 7 Budget Year start ot Marth : 200402 |
| / Last Closed off period: [200401 3|
Must address be printed Next vesr End st period - |2|:u:|501 5
on Statements, etc.?
\ Start calculsting interest on: |3|:| E Days
=)

Telephone 1 F

| NG

N

[~ Print &ddress?

Rlesd x Cancel

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 1 you will have to enter the
number of a document by hand each time a transaction is done. When finished click Next.
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School Setup 1 ELSEN Receipts

Microfin - School Setup

School Mame R egiztration Mo Drizchrict
0L DRIE RIVIERE | |

— General Infarmation —Period:

Language of Education Budget Wear start at bonth : EDDEEH
Address Clozed Open

FPOSEBUS 253001 General Ledgerl 200412 I 200502
DRIE RIVIERE Debtars | 200412 | 200508
I Creditars | 200412 | 200508
1935

Telephone 1 Telephone 2 . .

|454-D1 2072 |454-839?faﬂ Auto Doc Ho: W Frint Address? [
Ernail Address ELSEM Receipts [+
IISBrv@Iantic.co.za

ELSEM 5.4 FR.5. Ref Mo

ELSEM Fund Mo

Q/ ak I I- LCloze I

ELSEN Receipts.
Article 18A
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3.2. FILE/This is the final step in the Wizard

Microfin - New Company Wizard

CPROFIR

< Previous | Fi

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.

3.3. FILE/LINKING TO AN EXISTING SCHOOL

B Microfin : Link Databases M= E3

Enter the directary where the Profin exe could be located -

I'\\EHANTEL_MAHK\ERMichfin Wwindows A

— |

8

Enter the default directary where all the companies are created |

I\\EHANTEL_MhHX\ERMicrufin Wwindows _l |

£ O
£ LITHEBEH

Enter the directany where the reports could be located ; ?L’ £ Reports
— Step 3
I'\'\EHANTEL_M;’-‘«HK\E\Mlcrofln Windowzh\Heparts IT

x Cancel |

[ =]

Diir: SAEHANTEL_MARHMCWMicrofin windows

o K | x Cancel |

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

3.4. FILE/EDIT A COMPANY
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 .

3.5. FILE/OPENING A SCHOOL

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

Directory... ’ Directory

Nk o

A new school is
stored in a
directory/folder

4
Dir: CsWwinkicro
W OF | x Cancel |

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.
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I f you get Ol ost’

whil e browsi

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

3.6. FILE/SETTING UP SECURITY

The security feature blocks certain staff from certain functions.

ng, then you yetust

For instance it will enable the

bookkeeper to access all details, but on the De bt or s sceekneitr vlldaly allow Debtors
transactions and reports. Select File from the Main Menu and then select Security .

Microfin - Access Control

Initialz D Murber/| port Mumber

~User Access
= j_fumame}

Pazswaord? v

Default Types Access

[ &l

[~ File

[T Setup

[~ Masters

[~ Transactions
[~ Processing
[~ Maintenance
I~ Beparts

I~ Other

Edit currentUs)

o K |

l-'L LCloze |

|~ Microfin - New Uset S [ -1

Add new User

|zer
Surnarme | nitial=
|0 Mumber/Faszport Mumber

" OK | X Cancel |

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 deROriNDt apdssworgd vies fiul | access
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)
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3.7 FILE/PRINTER SETUP

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 1like t|
the printer on 1 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 Printer screens look different. Select File from the Main Menu, select Printer .

2 x|

M amne; hp deskjet 930c series Properties. ..

Status: Ready
Type: hp dezkjet 930c zenes

YWhere:  LPT1: ~
Comment Range of installed printers (if
i i available and already
— Paper Orientation configured).
Size: ILetter [B5=11in] j % Palrait

Source: I,ﬁ.utn j " Landscape
Metwork.... | ] I Cancel

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 .

3.8 PRINTER SETUP / RECEIPTS
Start C Settings C Control PanelC Printers
Click on drop down menu File and choose Server Properties

Ae Edt Yem Favodtes Took Help
bl il | Thoearch yFokders Jftisory

Add Prinker  Epson LE-30
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The following taskbar will appear

Unin = wenc T Znghtn
e Scw T e M
".. - l"n,- ' -
| SR jrac ¥
o
[T ] cow | |

Click onC Create new form

T —
Fame | Puns | Dvwes | Acsrnnt |

Fuwm . TOFNEAPT

21x|

Change description to
Receipts

Mepiserere:
Unitx S e " Inghd
Faom Tam Frem hrwe Magre Width: 21.49cm
Wik [Sae e s e P3s
Mege [%cs W [00cn  Bemws |k
———— i ||
\—"T Height: 10.20cm
[T ] o | |

ClickC Save Form
ClickC OK
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4. THE SETUP MENU

4.1. SETUP/ SETTING UP THE DOCUMENT NUMBERS

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.

Microfin - Setup Document Numbers .
—General Ledger LCreditor. Debtar

Order I 1
Irweoice 162

i I 2
Deposit —L5h Dehit Mate
Direct Depozit I 1 I—
1

Jourmal I—E endf

Petty Caszh I 13 ~Chid

Cazh Payment |—1
Other Receipt I—'I ADM No I

Credit Maote

Al

Receipt B2

W 0K | j'L;luse|

After having made your changes click on OK.
Click OKto accept
changes.

4.2. SETUP/ MESSAGES

Microfin - Debtor Messages

—=tatement
In Crecit |
Current
30 Days
B0 Days
90 Drays

120 Days

Click NO to
ignore changes.

@t
2\ ke

CLOSE is disabled,
because the OK still
needs to be clicked
at Statements and

Invoices.

L\

Press the TAB key to end a
line and proceed to the

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.
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4.3. SETUP/ OPENING BALANCES

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.

Microfin - Opening Balances x|

Select Debit or Credit for General Ledger Balances

—General Ledger

Code Desctiption Current o Ok |
I jl I X cancel |

| " Dehit " Credt |

—Creditors

Enter all Credit Balances on Debtors and Creditors as negative eg -100.00

Code Description @9

! =l

The description of this group
changes if balances had
already been entered for a
debtor.

urrent Balance
30 Days a0 Days ‘ear To Date \
B0 Days 120 Days
—Debtor
Cicle Deeszcription i DK |
=l
Cancel |
urrent Balance x
30 Days 90 Davys Year To Date
B0 Darys 120 Days | 1 Close |

4.4. SETUP/ OUTSTANDING CHEQUES AND DEPOSI TS

Radio

Microfin - Dutstanding Cheques and Deposi
Buttons

" Deposts
Bank  Doc Mumber Date Amourit

| o]
o CK | X

Cancel |

Select either Chequesor 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 .
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4.5 SETTING THE SCHOOL FEES SCALE

The School fee amount can be set to invoice the school fee per child i from the oldest to the
youngest.
This must only be set in the beginning of the year

T=
Child 1 | 140 Press to
Child 2 | 160 select
Child 3
Child 4 | ]

Child 5

Child £ | ]

Child 7

Child 8 | 0

Child 3

Child 10| 0
v ok |

Select the amount then go to the next child and do the same. When finished select ok to accept.
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4.6 SETTING UP THE BANK INFORMATION (DEBIT ORDERS)

Tape Sequence Munmber  Installation D

=1

Developrnent Mumber

Type of Run Lzer Code Twpe of Service

| [Tlest ! [Llive I I vI
Account Murmber Branch Code
| | —
Account Mame
I —]

ACE Mame

BCE Dezcription

Fath for ACE Suystem

File to Wwfrite

Bureau Selection

*| 1=5TD 2=FM

=] |
3 =4ABSA 4=HMHED

V’ Ok I x Cancel I

Enter the Account Nr
and Branch code

\LEnter the Account Nama

Select Directory

Diirectomn Mame:
C:Wadinbdicro

Diirectaries:

File=s: [7.7]

Select the Path for ACB

| System

sz Winkicro
£ DemoData
£ LS3Riviere
£ MAGDA
£ Reports

_ISREG32.0LL
Al0penitem. dil
AlProfin.dl
BackResdl

_DEISREG.ISR il

B delnst.dil LI

B ook Gro.dll

Dipives:

[=c0 =l

Ok I Carncel
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Click on Bank Detailsj

Complete Bank Detailsj

Click on Bank Master
and complete
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4.7 OVERVIEW OF DEBIT ORDER SYSTEM

SCHOOL

BANK

e.g. ABSA

ACB
Bureau Fokus
(ABSA)

Pathi CAABSA__

PARENT

BANK

MASTER
Bankdetails i
parents

Date & Amount
of Debit Order

y

Debit order run

List of parents doing Debit Orders

FILE
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5. THE MASTER ACCOUNTS/MENU

5.1. MASTER ACCOUNTS/ GENERAL LEDGER

The master screen is grouped in three different groups.

Option 1 :

Option 2:

Option 3:

Microfin - Setup General Groups and Ledger l[
—General Groups

Cads De=cription Option 1

- | % Delete |

—General Ledger

Account Group Code Deszcrigption Account Type
I j I j I = Income .
"~ Expensze Option 2

—Budget

Totall Split Equally 7 [ Splt inta ID vl Months
Manth 1 I Manth 5 I Month 9 I

banth 2 bonth & Manth 10 Option 3
kanth 3 tanth ¥ kanth 11
Month 4 I Month & I Month 12 I

23 OpemsaBalances | % Delete | o 0K | J1 Close |

Hyperlink to the 60
procedure (section 4.4 in this manual).

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

optionés information. e. g. You can have

will have Netball, soccer etc. These will become subgroups of a group.

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.

Budget figures can be entered at this group. (Only for Income & Expense accounts).
Income must be entered with a T (minus) in front of the account.
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5.2. MASTER ACCOUNTS/ CREDI TOR LEDGER

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. 4CREDOL1 etc.

—Creditor Grougp
Group Code Deszcription

! =l

—Creditor Ledager

% Delete |
\
I j I j o_Openttem————————— %_

Facility to enter info
concerning the
Creditor

Creditor Account Group Code

Creditor Mame * Open tem

I (" Balance brought forward

Postal Address

Phane Mumber

Cell Phone

Fax Mumber

Email Address

Payment Terms

Qpeningw_ Delete | JQK | j'LQIDse |

Hyperlink to the 60
procedure (section 4.4. in this manual).

o

You also have to decide on the style your creditor accounts should be printed. Open Item will
show you the exact invoices you havendt paid,
the total balance not paid.
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5.3. MASTER ACCOUNTS/ DEBTOR LEDGER

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. 3DEBTO1 . The parents have to be linked with their children.

Open Item 7 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.

Microfin - Setup Debtor Groups and Ledger il
—Account Holder Group

Code Description

I =l | %4 Delete |

—account Holder Information

Facility to
Account Mumber Group Code ; B
Il - - .;ccount Type [~ Debit Orcer e enter
Open ftem .
Account Holder Mame Diehit Orcer Amaurt messages
(" Balance brought forvard I

Title Home Languacge Children  Oldest Child Accho
| | Bl Bank Details |
Postal Addrezs Home &ddress (T Az Above)

Facility to link the

parents with the

children.

Home Tel Wwiork Tel Cellular

Email Address
I [~ Charge Interest

Account Halder 10 ™ Suspend Account

13 Delete ey Children QK ] Cloze
Lyie i i

You can view t
children by pressing here

I f you donét want any entries to be done in future
suspended (Suspend account).
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5.4 Payments

The payment type must be set here.

Microfin - Setup Payment Groups and Master x|
—Payment Group -
Paymert Code  Description

| | % Delete

—Payment Master

Code Group Code Description
[— —|

% Delete | W OK | 1 Close |

Examples of payment codes are:

1 - CASH
2 - CHEQUES

3 - SPEEDPOINTS

4 - CREDIT CARDS, etc.

5.5 Class Codes
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.

~+ Microfin - Class Master -0l x|
Nest Fear
ofFTier messf
Clasz IW 'rl I w2 ¥
Teacher I
+% Delete T Add | | Close |
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5.6 Child Master

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

Press Button to
see the classes.
Enter

jml Microfin - Child Master

General I Parentsl Medicall Contactsl Uzer Definel Subsidyl

—Child Information

Admission Mumber — Initials Surname

Home Language

| =l | |

MName Second Mame

Mick Mame

Previous School

— - =
Copy all other information from oldest child e
D ate OF Admission Class Status
=
™ Irnmigrai

I Exclude fram Schoal Invaicing

Country

Sex Date OF Birth [dd/romAwm] — Account Code /
Status: Active or
Inactive. Child still

=1a1]

Press Button to see the
parent. After selecting

the parent press Enter

at school or not

-\Klf the child is Grade

R C tick the

Selecta class | | \[ Excluding from
then presses School Invoicing
*3 Dielete Child | % Wiew Account Holder | ¢ Ok | J-'L Close | block. Remember
to invoice Grade
Chitef Berng PROCESSED - R separatelv.

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 date 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 T no invoices for school fees will be done.
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Child Master / Parents

Complete the
Mot her 6s

Complete the
Father 6s

Child Master / Medical

Complete the
Medical details
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Child Master/ Contacts

Complete at least
one Contacts
Personds

Child Master/  User define

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
6.1 AUTO INVOICE

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

[~ Did you make a data backup?
rvoice By ...
™ Class
™ Individual
" School

Claz=

[ |

Period

Dezcription

|

Arnount

| RO.0O0

| o |
« Ok | x Cancel |

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.

Description

Period

=
o

U’QK | x Cancel |
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For an individual

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

~ Microfin - Individual Invoice 10l =|
CHOM_CODE|CHOT_INITIALS|CHOT_SURNAME [cHo1_NaME (<] | [TaUTING  TCH_CODE [DL.CODE [AMDUNT |[HOWMANY]

p|134 J MACPHAIL

143 Al R&POSO Tranzaction D etail

B 153 MJR WwiLL <{EMNTER?> to accept

|_|165 A RADERBE

| 138 C DLAMINI P——

| 193 CR PIETERSE

| 202 Y GOCHIN

| |229 b BACKUS Description

| |232 kH DITTHANN

| |233 GH FERREIRA .

BED sA HIRMER feriod

mED K MPANZA

| 1254 AE DA, SILVA

KT Dl
Amaint Dezcription Period
I AO.00 I I o 0K | X Cancel |

Choose School to do invoices for the whole School

6.2 CHILD ACCOUNT LINK

Enter

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 .

Microfin - Child/Acco

=101 =]

Account Setup

Add Child to Account

Wiew Account

IL Cloze
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6.3 TRANSACTIONS/ DEBTORS I NVOI CE

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

Debtor Invoice

General Income Code;

Ej

[rwnice Mumber:

= !

Debtar Account:

Select Debtor

Description: Drate: Period
| |

Sub Total; Tatal:

|0.00 0.00

o Ok |_1‘Lg|use|

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

6.4 TRANSACTIONS/ DEBTOR/ CREDIT NOTE

Credit notes must be done for all goods adjustments.

Profin - Debtor Transaction : Credit Note

Debtor Code: Credit Mote Mo:

I =l

Period: Date: Description: [Shows on STATEMEMNT]

| (AT

[IF*'ou want the Description to print on STATEMEMT then usze Deszcription ABOWE]

Dezcription: | Aot I GL Account |

Id

4] | i

Subtotal Total

[ 0.00 0.00 J1. Close |
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6.5 TRANSACTIONS/ DEBTORS/ DEBIT NOTES

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

Profin - Debtor Transaction : Debit Note

Debtor Code: Dehit Mote Mr:
Perind: Drate: Description: [Shows on STATEMENT]
[ i
[IFv'ou want)  \Description to print o STATEMEMT then use Dezcription ABOWE]
Descriptior{ | Armount: GL Accourt
Lé
Choose Debtor
KN 2
Subtatal Taotal

[ o | 000 oL Ciose |

6.6 TRANSACTIONS/ DEBTOR / RECEI PTS

Receipts must be made for all payments by Debtors

il Microfin - Debtors/General Receipt - ¥ersion 2003d _1Ol x|

Period FPavment Type Date

| | |oarz/zo04 5|

0/GA0 I.t’-‘«c:c:ount IDescription IBlanch Mo / Class IAmount IDiscount I

Fotal = 7877
Current B alance
Current Balance

" 0K | K Cancel |

£ - Pebfers favevces fSokhoal Feexd
& - Geroraf { edaer Gther Fecops
7 - Dobfors Gthor fevofces (Nof Schoof Foox)
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Payment Type

et Becrge  Vevpem TO0%

Click on the drop down
DRECT DEPaSIT menu and choose the
Payment type

991 Receipt and
Deposit
(Bank statement)

When you choose D a
Debtor Code Lookup
will appear

General Ledger Account  Lookup

Codygms Adoosnt |k

Desrgton  |GenmCod) When you choose G a

YOORSIEN WAARDEVERMIND EFan ‘ General Ledger
(11001000 OPGEHOOPTE FONDSE 10 )
[T]1001001  BALANSSTAATRELENING 10 Lookup will appear

[ 100210 VODRSIENNG VR 2008 SKOOLGEL 22
[ J1noron DUt DER JOESNALE 0
B REEE OFENINGSBALANSE 0
| JABELES  SPESIALE DEPOSITO SUS4ITIEN 10
| JIABELEE  MOMENTUM FONTANTBOUER 10
| JIARERED  BELENAARS WASRDEVERMINDEL 10 =
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6.7 TRANSACTI ONS/ GENERAL LEDGER/ A NORMAL DEPOSIT

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

Microfin - General Ledger : Deposit x|

Bank DocMo Drezcription
1 =lfe |
Date Period From Receipt To Receipt

Fri—| | |

[993 to bypazs Calc of Receipts]

Aot

| ' 0K |_1‘Lg|nse|

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.

Microfin - General Ledger : Direct Deposit

e

Bank  Doc Mo Dezcription Date Period

[ — |

Mo [Account Description |Amourrt(|ncl) | ﬂ

|°°|°°|”|°’|”‘|“|‘°|”\“|
.

Budget |Jzed Awailable
| RO.00 | RO.00 | R0.00

Sub Total Wat Total

| | | v ot | i coe |
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6.8 OVERVIEW OF ACCOUNTING ENTRIEST INVOICING TO RECEIPTS

CASH CONTROL/SCHOOL FEE/BANK
(1) Auto invoice (single invoice)
(2) Receipt
(2A) Receipt (Automatic)
(3) Deposit

Balance sheet

1CTRIL_CASH
Receipts (2) Deposits 3)
= Nil

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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6.9 TRANSACTI ONS/ GENERAL LEDGER/ CHEQUE TRANSACTIONS

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 number is entered and then the description

of the cheque. The account number can be entered

obtain a list of accounts. It is possible to split one cheque between more than one accounts. If all the
informat i on is correct, the user can click on #AOKO®

NB! Schools can only have one bank account

Microfin - General Ledger : Cheques

Bank Doz Mo Dezcription Date Period

| Fr—]

Mo |Account Diescription |Amnunt(lncl) | ﬂ
1
2 |
5 |
4
.
5 |

T
— The Expense Code
o -
Budget Uszed Available

| RO.00 | R0.00 | RO.00

Sub Total at Tatal

| | | v ox | oo |
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6.10 TRANSACTIONS/ GENERAL LEDGER/ JOURNAL

Microfin - General Ledger : Journal x|
Doc Mo, Description [rate
; Frr-
Mo | Accournt Description |F‘eri|:|d |Deb'rt |Cred'rt |A
1 L
2
3 Choose the account
4 that you want.
5
3
7
&
g
10
hd
Debtor Open Period © 200401 Creditor Open Period @ 2004401

Dehit Taotal Credit Tatal

- VoK | ese |
Please note the different periods that These two totals must be the same at
are open. Ensure that the transaction the end or else the system will not let
periods are all similar, otherwise the you exit this form .
trial balance will be incorrect.

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).
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6.11 TRANSACTIONS/ GENERAL LEDGER/ THE PETTY CASH

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

fAccount o

o r on kely ean Bedused to abtain & list of accounts. The description of the

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

information is

he/ she can click on

Microfin - General Ledger : Petty Cash :

Do Mo, Description D ate Feriod

. Fr|

Mo |Account Description |Amnurrt(lncl) | ﬂ
1

2 |

N

4|

e

5|

.

5|

e -
Budget Uzed Avvailable

| RO.00 | R0.00 | RO.00

Sub Total " at Tatal

| | | v oK | fi o |

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

7.1 PROCESSING/BANK RECONCILIATION

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.

To reconciliate (verify)

f all the entered data

is correct.

=Reconcile  +f Re L

Bank {123} |1 &

[Recon [poc Ho | Debit | Credit [Date  |Period]| BLUE v pin) @igli = =1 iTwe - gu
LITHESE MG SCHOOL 5l
Tor Paried ' 1 it Perlode : Ao

A0k B oo

Outatananp Dapoats \ Ltstaands Docosics 002

fank Severeal Balancs |« Basketont Batans : d

Date Pl Nt Asiat Descipton
lptam _ Peiode  Soreres

Cheques&
Deposits will be

listed here.

General Ledger Balances 0.0

Cutstanding Chegues 0.0

Cutstanding Deposits 0,00

Bank Statement Balance 0.00

Pregiewl Erint | I'Lglose |
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8. CREDITORS

8.1 CREDI TORS I NVOI CE/ NON-STOCK
Invoices for items purchased can be entered here.

X

Microfin - Creditor Invoices Mon-Stock

Accourt Ciroler Imvoice Purchaze Account

|| j | j | 2CTRL_EXP j
[Date Petiod Description

e

Sub Total Total

o CK | 1 Ciose |

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 | be

shown automatically

8.2 TRANSACTIONS/ CREDI TOR/ CREDIT NOTE

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

charged

dondédt pay for defective goods.

Microfin - Creditor Transaction : Credit Note |

not or you

Creditar

Credit Mote

Period

¥

Date

Description

|-t

=
=]

Description

"Amount

Subtotal

Tatal

”I GL Account “ ﬂ

0.00 |

0.0a

Select the Creditor then the particular invoice.
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8.3 TRANSACTIONS / CREDI TORS/ DEBI T NOTE

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

Microfin - Creditor Transaction : Debit Note

X
Creditor Debit Mote
¥ |
Selec,:t the Eriod Date Description
Creditor [ [ [
Mo || Description "Amount GLAccount ||A
— [
Subtatal Tatal
| | 0.00 ' 0K | I Close |

Select the Creditor then the particular invoice.
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9. PROCESSING
9.1 PROCESSI NG/ CALCULATE INTEREST ON DEBTORS ACCOUNTS

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.

Microfin : Calculate Interest on Debtors accoun

Calculating interest for the perod : 200312  on 30 Dayp Account

% |nterest to be calculated [ % 7 Year)
Just type the ion Progres
interest % i
ezt on Account ;
Al

i
Sitark Ealculatmgwl—[tress to start calculations

9.2 PROCESSI NG/ OPEN NEXT PERIOD

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.

Microfin - Open Mext Period

General Ledger Im ;I

Dehtnrsl 200401 ;|
Cred'rtu:ursl 200401 ;I

Stack | 200311 ;|

o CK | j‘Lgnsel
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9.3 PROCESSING/ MONTH END/ DEBTORS (& CREDI TORS)
A backup must be done before doing the month end. All transactions for the period will be closed

off.

Microfin - Debtors Month End

tanth End procedure for the Period 200401

[~ Did you make a backup of the data 7

—tonth End Progres

Claging Accaount ©

=
af

@ Start Month End

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

Microfin - Creditors Month End

harth End procedure for the Period 2000401
[~ Did you make a backup of the data 7

—Click Start to Begin

0%

ol
A Start Morttn Emnd

9.4 PROCESSING/ MONTH END/ FINANCI AL
The Financial Month-end can only be done after the creditors and debtors are closed off.

Microfin - Financial Month End

month End procedure for the Period 200401

I Did you make a backup of the data 7
I Did you Close Dektors and Creditors 7

—tlonth End Progre:

Closing Account :

0% |

£52 start honth End I [ Clos= |
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9.5 PROCESSI NG/ YEAR END

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

Microfin - Year end Procedure

Year end for the Financial ¥Year ending 200

™ iDid you make a backup of the data &

I Are all month end procedures done ¢

—Manth End Progres

Closing Account ;

| 0% |

@ Startear End | J_-'L Cloze |

+ Microfin - Ledger Group Setup

Ledger Code

| 0 |

The Period is derived from t@

Parent Code

.|
| G |M

[ Change &l Debtors bo Operltem [~ Change Al Debtors to Balance BF

Account Setup |

lose

Links the children with
the classes
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.- Tranfer of Child of Class to New School =iaixj
pe—————————————————

& o r O

| bBwWsk | Complete when child is
CridAdmMs DaeToleaveSchool Highed Grade Cument Grade transferred to New School
i o feoas 3 | |

Sezsn o Lezvmg ~eything Dudsianding 2 Schod—
| CYe © 0o
IF{Yesjgwe Detale

v | fioe|

wirstre Ohubdren 1o e [ lavses ; »l0lx

\/This must be completed
when children is
transferred to new

classes. Fillin the current
as well as the new class

i
I Ddpunazalap 72
Crdden not mnews clasces sl be maked 20 Szt T and Oae'Z0

T = N2 Make sure than you made
a backup and click on
s Start
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EEETEITINCITDT O gl
AdtenDn Fﬂfll‘.';'ub i]

Il Suvane 0_No i

Complete the
necessary information

KIS | £
ool Breen | Byt |
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10. THE MAINTENANCE MENU
10.1 MAINTENANCE/ LOGIN AS ANOTHER USER

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

Microfin Login

Izer name:

Ok LCancel

10.2 MAINTENANCE/ RE-INDEX

Re-indexing all Microfin Files...

This option is needed when you suspect your data is incomplete or somehow missing. The data
will be re-indexed.

10.3 MAINTENANCE/ BACKUP AND RESTORE

Backup or Restore Data

—Backup Data

To - Y EI
Backup |

NB Il Yhen using a stiffy make sure it is Formated

C:A

=

C:AWinMicroAMF2004 =

Restore

j'L Cloge

Choose the destination to which you want to backup to. After you have chosen the destination, you
can change the name of the file.

The same with FRESTOREO. Choose the source. Then you can change the file from where you want to
restore.
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10.4 MAINTENANCE/ REGI STER

Client's Registration Form

Thiz form iz uzed to: - Register and extend expinp date.
Regizter a change in School Mame.

School Mame:  UNITY COLLEGE

Current Beqgistration will Expire onthe © 311 2/2004

R eqgiztration Mr ||

Atternpt number: 1 Qf [ l—'LEIDSE |

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

11.1 INTRODUCTION: PRINTING A REPORT

The Main Menu offers four report types to choose from. In each of the types there are several
different reports you can print

~- Profin : C:\WinMicro'\MF2004 Current User : GILL =] =l
File Setup Masters Transactions Processing Maintenance Reports Help
= B f] & e}

Cheques Deposit Re/ btz Feceipt  Inwvoice Hrts Cheques Invoice  RYq \orts Feports

General Ledger Debtors Creditors Transactions

Debtor
Reports

General Ledger
Reports

Transactions
Reports

Creditor
Reports

UNITY COLLEGE

MICRO=FIN
SMART SOFTWARE

Version : 2003e

|Transacti0n Reports

11.2 REPORTS/ GENERAL LEDGER
Click on the speedbutton for General Ledger Reports (see above).
When printing a General Ledger Report you must choose one of the following categories:

Microfin - General Ledger Reports x|

Cash Balancing Rep
Account Detsil
Account List

Trial Balance

Budget Report i
Budget Analysis &3 ey }L

Categories

Preview the

Forecast Repaort

Income Statement &= Erint report on screen

Balance Sheet = before printing
IL Cloze

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).
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11.3 REPORTS/ DEBTORS

Click on the speedbutton for Debtors Reports.

Microfin - Debtor Reports x|

Address List
Account Detail
Adge Analysis
Statements
Feprint Receipts
Reprint Documerts
Labels

Dehit Order

h:l ol =2
=5 Print

l—'L Close

Each report needs its own information to proceed. Make sure all the relevant information is
entered before you choose the view / print buttons.

11.4 REPORTS/ CREDITORS

Click on the speedbutton for Creditors Reports.

Microfin - Creditor Reporkts x|
B e
Address List

Accourt Detail
Adge Analysis
Payment Advice

@ ey
= Print

l-'L Close

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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11.5 REPORTS/ INTEGRITY

i Profin Integrity Reports ;Iglﬂ

Master Accounts - eneral Ledoer

M aster Accounts - Debtors

b aster Accounts - Creditors

Feneral Ledger - Balance Check,

General Ledaer - Tranzactions

Debtors - Balance Check

Debtars - Transactions

Creditors- Balahce Check

Creditors - Tranzactions % View

Print

IL Cloze

dd

Each report needs its own information to proceed. Make sure all the relevant information is
entered before you choose the view / print buttons.

11.6 REPORTS/ TRANSACTIONS
Click on the speedbutton for Transaction Reports

Microfin - Transaction Reports 5[
—GEMERAL LEDGER: DEBTORS

Journals I_\§ | Dices: ] I vl
:\J
Petty Cash r W Check Box

Chegues ' Credit Motes I~ -
Deposits via Receipts [ Discount Granted = -
Direct Deposits ' Interest ml -

Receipts I~ I vl
l_l vl {~ Period to Period = Transactions

Other Receipts

—CREDITORS:

Inaices

{~ Date to Date " Postinos
|_ -
Pulldown ol =
Menu - =
20 Wiz | Zh Brint |

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 n o thecked and wilhtbetefore not be printed. The Print button will only become

enabled after you have selected either ~Period to
choose between ~Transactions® or Prévitvoteetrépartgbsfdre Re me
Printing.
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12. ADDED FEATURES

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

Inde:x
Calculakar Chrl+C

The Cal c ul aeys cabd ke pressed either by the mouse or by the
Moke Pad Ckrl+M

keyboard.
Support Personnel
The Index will solve most of the problems or queries you have on the
—_ system.

Help Topics: Profin Help ed | Here are just some of

the topics of the
Profin Help Menu.

Contents | Index | Find |

Click a boaok, and then click Open. Or click anather tab, such as [ndex.

@ aetting Started
@ File Menu

@ Setup Menu

@ kaszter ke

@ Tranzaction Menu
@ Proceszing kMenu
@ b aintenance Menu
@ Reports benu

Open I Frint.... Cancel
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13. Summary

After installing the software go through the following:

13.1

13.2

13.3

13.4

13.5

13.6

13.7

13.8

13.9

Add New School
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.

Document Numbers
Type the Document Numbers used at the school, i.e. Cheque humber etc.

Security
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.

Setup Messages
Type the messages you would like to appear on the invoices, statements etc.

General Ledger
Write down the accounts of the school. You create different groups and subgroups.

Creditor& Ledger
Type information about your suppliers (Stores you buy from)

Debtor& Ledger
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.

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

Children

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.
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