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About this Guide 

Introduction 
This document is a reference guide for the cashing section in the Standard Integrated Government 
Tax Administration System (SIGTAS). It describes the tasks that you can perform and the reports 
that you can create in the Cash/Collect > Cashing menu.  
 
For more information on how to use SIGTAS, refer to the SIGTAS General Help Guide. It 
describes the common user interface items in SIGTAS, the common terminology that is used 
throughout the user guides, and instructions on how to navigate within SIGTAS.  
 
For more information about the cashing business procedures, refer to the appropriate procedure 
manuals. 

Audience 
This user’s guide is targeted at revenue department personnel who must perform the following 
tasks in SIGTAS: 
 
 Capture payments 
 Reverse payments 
 Distribute arrears 
 View information about payments and reverse payments 
 View information about collected tax per tax type 
 Create cash balance reports 
 Create monthly cash and VAT revenue reports 
 Capture and cancel payment vouchers 
 Create payment voucher reports 
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About Cashing 

Introduction 
 
When taxpayers make payments on their tax accounts, the information about the payment must be 
captured in SIGTAS. The Cashing section of SIGTAS allows you to capture this payment 
information. The payment can be distributed automatically or manually among outstanding arrears 
between tax, interest and penalties, as well as tax types and tax periods. When a payment has 
been captured, a receipt can be printed and sent to the taxpayer. If necessary, payments can also 
be reversed.  
 
Payment vouchers that are issued to the cashiers as a receipt of payment after a payment has 
been deposited at the bank can also be captured or cancelled. 
 
It is important to enter the payment date and amount correctly. If the payment date is incorrect, 
SIGTAS might charge interest on a tax account that was paid in full and on time. If the amount is 
incorrect, SIGTAS will calculate an overpayment or an underpayment. 
 
Many types of reports can be created to verify the daily or monthly cash balance, the monthly 
revenue, payments and reverse payments, and to view information about payment vouchers and 
tax collected per tax type. 

Common Cashing Terminology 
 
The following terms are commonly used in the cashing section of SIGTAS. 

Arrears Distribution 
Arrears distribution refers to distributing payments for outstanding arrears among tax, penalties 
and interest, as well as tax periods and tax types. You can distribute arrears manually or allow 
SIGTAS to distribute the arrears automatically.  

Capturing a Payment 
Capturing a payment refers to entering information about a payment into SIGTAS.  

Interest 
Interest refers to additional charges on a tax account when payment has not been received by the 
payment due date. 

Penalties 
Penalties refer to additional charges on a tax account for infractions of tax law, such as late-filing 
or late-payment. 
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Tax 
Tax refers to any charges levied on taxpayers by the revenue department, or by other departments 
for which revenue is collected by the revenue department. Tax does not include penalties or 
interest.  

Taxpayer 
A taxpayer is either an individual or an enterprise that is liable for paying taxes.  

TIN 
TIN refers to the Taxpayer Identification Number that is assigned to each taxpayer. 
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About Payments 
Capturing a payment refers to entering payment information in SIGTAS. Payments are captured in 
SIGTAS using the Capture a Tax Payment (CA71S) screen. Payments are applied to the tax 
owing, and any penalties or interest charges. A SIGTAS document number from an official 
document should always be used when capturing payments. If a SIGTAS document number is 
unavailable, you can enter a manual receipt number. However, this should be in exceptional 
circumstances only. 

Reversing Payments 
When a payment transaction error occurs, the payment can be reversed in SIGTAS and re-
captured correctly. 

Arrears Distribution 
When a payment is automatically distributed among several tax periods that have tax, penalty and 
interest charges, the payment is first applied to the oldest tax period and then to the more recent 
ones. The payment is first applied to tax, then to penalties and finally to interest. 
 

Capturing a Payment 
When payments are received from taxpayers, the amounts must be captured in SIGTAS in the 
Capture a Tax Payment (CA71S) screen. All payments must be accompanied by an official 
document such as a self-declaration form, an assessment notice, a late-payment reminder or a tax 
account statement. If the taxpayer does not have an official document, a manual receipt number 
must be entered to capture the payment.  
 
Payments can be made electronically, by cash, by cheque (certified, personal, or post dated) or by 
government voucher cheque. If the method of payment is a personal cheque, SIGTAS verifies the 
non-sufficient funds (NSF) status of the taxpayer before proceeding. If cheques cannot be 
accepted from the taxpayer, you cannot proceed to capture the payment unless the form of 
payment is changed to another form. 
 
Partial payments for immediate assessments for stamp duty and turnover tax on agricultural 
products are not possible. The Capture a Tax Payment (CA71S) screen will disallow the tax 
officer to capture a partial payment for a liability calculated for these taxes. 
 
To capture a payment, do as follows: 

1. On the Cash/Collect menu, click Cashing, and then Capture a Payment. The Capture a 
Tax Payment (CA71S) screen opens. 
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Note: By default, the current day’s date is displayed in both the Payment Date field and 
the Entered Date field. The tax centre of the cashier is also displayed in the 
Location field. The payment date is the date the payment was made and the 
entered date is the date the payment is captured in SIGTAS. The payment date can 
only be modified by the cashier supervisor. 

2. Enter a document number or a manual receipt number, as follows: 
 
To enter a document number 
 
 In the Document No. field, type the number of the official document that was received from 
the taxpayer and press Enter. The following information appears automatically in the screen. 

Field 
 

Description 

Tax Account No. The number of the tax account. 
 

TIN & Name The TIN and name of the taxpayer. 
 

Tax Type The type of tax that pertains to the payment. 
 

Tax Centre 
 

The tax centre where the tax account is registered. 

Account Balance The balance of the tax account, including penalties and interest. A 
positive number indicates the amount that the taxpayer owes; a negative 
number indicates the amount remaining in the taxpayer’s tax account. 
 

If you are cashing against an assessment notice containing a range of assessments, then in 
the Range Start Period field, enter the starting tax period of that assessment range (the end 
of the range will already be in the regular Tax Period field. 
 
The type of document will appear in the light blue box above the New Balance field. 

3. To enter a manual receipt number, proceed as follows: 
 
 In the Receipt No. field, type the number of the manual receipt and press Enter. Note that 
manual receipt numbers must begin by an M (for manual). 
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 In the Tax Account No. field, type the number of the tax account and press Enter. The TIN, 
taxpayer name, tax type, tax centre and account balance appear automatically in the screen. 

4. Double-click in the Location field, enter the tax centre where the payment was made and 
click OK. By default, the tax centre of the cashier is displayed. 

5. Double-click in the Payment Type field, select the method of payment and click OK.  

6. In the Amount field, type the amount of the payment and press Enter. The amount that you 
enter appears in the Total Payment field and is subtracted from the amount in the Account 
Balance field. The new balance appears in the New Balance field.  
 
If the payment was made by cheque 
 
 Double-click in the Bank Name field, select the bank where the cheque was deposited and 
click OK. 
 
 In the Cheque No. field, type the number of the cheque and press Enter. 

7. If the taxpayer is paying by more than one kind of payment type (for example, if the taxpayer 
is paying a portion by cheque and a portion by cash), repeat the previous two steps (Step 5 
and 6) for each payment method. If one of the payment types is Cash, it is recommended to 
enter this payment type last.  

If you enter another payment, the amount will be added to the previous amount in the Total 
Payment field, and the New Balance field will be updated. 

8. To enter any additional information, in the Comment field type your comments and press 
Enter. The tax type, tax centre and charge type appear automatically in the bottom block. 

9. If the payment document that was entered is an account statement, an arrears distribution 
form, a payment agreement or a payment agreement reminder, the following message 
appears: 
 

 
 
This message box lets you choose if you want to manually distribute the payment or if you 
want SIGTAS to distribute it automatically. 
  
If you want to manually distribute the payment among the arrears 
 
 Click No. 
 
If you want to automatically distribute the payment among the arrears 
 
 Click Yes and proceed to Automatically distributing a payment among arrears section 
in this user guide. 

10. To specify that the payment is to be applied against opening arrears, select the Arr. check 
box. 

11. If the payment is against an assessment 
 
 The number of the assessment should appear automatically in the Assess No. field. If not, 
in the Assess No. field, type the number of the assessment and press Enter. The tax period 
is displayed automatically in the Tax Period field. 
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If the payment is against a self-declaration form or if the tax period has not been 
assessed  
 Double-click in the Tax Period field, select a tax period and click OK. 

12. Verify that PAYMENT is selected in the Charge Type field.  

13. If the payment is for a licence, double-click in the Licence Base field, select the licence base 
and click OK. 

14. If the payment is against an establishment, double-click in the Estab. Name field, select the 
establishment and click OK. 

15. To specify that the payment is to be used as an appeal deposit, select the Appeal Deposit? 
check box. 

16. To distribute the payment between tax, penalty, interest and installments, in the Amount Paid 
column do as follows: 
 
 In the Tax field, enter the amount distributed to tax. 
 
 In the Pen field, enter the amount distributed to penalties. 
 
 In the Int field, enter the amount distributed to interest. 
 
 In the Inst field, enter the amount distributed to installments. 
 
When the total amount of the payment has been distributed, the following message appears: 
 

 

17. To save the transaction, click OK. 

18. If you captured the payment using a document number, click the Print Receipt button to print 
a payment receipt. The payment receipt is printed and the following message appears:  
 

 

Automatically Distributing a Payment Among Arrears 

Note: Continued from Step 9 in Capturing a Payment section in this user guide. 

 
 The payment receipt is printed, and the Auto Generated Tax Transactions (CA71S) screen 
opens and shows you how the payment is to be distributed.   
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The following information appears in the screen: 
 
Field 
 

Description 

Arr. 
 

Specifies if the transaction is against opening arrears. 
 
Y = Yes 
N = No 
 

Assess No. 
 

The assessment number, if the transaction is against an assessment. 
 

Tax Period 
 

The tax period that pertains to the transaction. 

Charge Type 
 

The charge type of the transaction; usually Payment. 

Transaction Type 
 

The transaction type; tax, penalty, interest or instalment. 

Amount  
 

The amount of the transaction. 

 
 To print the details of the auto generated tax transaction, click the PRINT button. The Auto 
Generated Payment Transaction document is printed.   
 

 If you do not want to print the details of the transactions, click the CONTINUE button. The 
following message appears:  
 

 
 
 Click OK. The Capture a Tax Payment (CA71S) screen clears and you can capture another 
payment if you wish.  
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Reversing a Payment 
You can reverse a payment only if the payment is against an assessment that has not been 
reassessed or recalculated since the date the payment was made. 
 
To reverse a payment, do as follows: 

1. On the Cash/Collect menu, click Cashing, and then Reverse Payment. The Reverse 
Payment (CA86S) screen opens. 

 

2. In the Receipt No. field, type the number of the manual or printed receipt and click the Find 
Record button on the toolbar or F8. The following information is displayed automatically in 
the screen: 
 
Field 
 

Description 

Printed Date The date the receipt was printed. 
 

TIN The TIN of the taxpayer. 
 

Name The name of the taxpayer. 
 

Amount The total amount of the payment. 
 

Payment Type The payment type, such as cash or cheque. 
 

Bank The name of the bank, if the payment type was a cheque. 
 

Cheque No. The number of the cheque, if the payment type was a cheque. 
 

Amount The amount of the payment. 
 

3. Click the Reverse button. The payment is reversed and the current day’s date appears in 
the Reverse Date field. 

Creating a List of Payments Received Between Two Dates Report 
The List of Payments Received Between Two Dates (CA80R) report contains a list of the 
payments that were collected for a tax type between two dates. You can narrow the results by 
specifying a tax centre, the basis of the licence if the type of tax is a licence, the tax period and the 
imposition base. 
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To create the report, do as follows: 

1. On the Cash/Collect menu, click Cashing, and then Print List of Payments Between 
Two Dates. The List of Payments Received Between Two Dates (CA80RS) screen 
opens. 
 

 

2. Double-click in the Tax Type field, select the type of tax and click OK. 

3. To specify a tax centre, double-click in the Tax Centre field, make a selection and click OK. 

4. To specify a tax period, double-click in the Tax Period field, make a selection and click OK. 

5. To specify the imposition base, double-click in the Imposition Base field, make a selection 
and click OK. 

6. To specify the date at which SIGTAS should start searching for payments, in the Paid 
Between field enter the date and press Enter. The report will include payments that were 
made on and after this date.  

7. To specify the date at which SIGTAS should stop searching for payments, in the To field 
enter the date and press Enter. The report will include payments that were made on and 
before this date. 

8. Click the Run Report button. The List of Payments Received Between Two Dates 
(CA80R) report is created. 
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Creating a Payment and Reverse Payment Report 
The List of Payments and Reverse Payments Received Between Two Dates (CA801R) report 
contains a list of the payments and reverse payments that were registered for a tax type between 
two dates. You can narrow the results by specifying a tax centre, the basis of the licence if the type 
of tax is a licence, the tax period and the imposition base. 
 
To create the report, do as follows: 

1. On the Cash/Collect menu, click Cashing, and then Print List of Payments and Reverse 
Payments. The List Of Payments and Reverse Payments Received Between Two 
Dates (CA801RS) screen opens. 

 

2. Double-click in the Tax Type field, select the type of tax for which you create the report and 
then click on OK. 
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3. To specify a tax centre, double-click in the Tax Centre field, make a selection and click on 
OK. 

4. To specify a tax period, double-click in the Tax Period field, make a selection and click OK. 
 
The imposition base corresponding to the selected tax period (if applicable) is automatically 
displayed in the corresponding field. 

5. To specify the date SIGTAS should start searching for payments, in the Paid From field 
enter the date and press Enter. The report will include payments that were made on and 
after this date.  

6. To specify the date on which SIGTAS should stop searching for payments, in the To field 
enter the date and press Enter. The report will include payments that were made on and 
before this date. 

7. Click on the Run Report button. The List of Payments and Reverse Payments Received 
Between Two Dates (CA801R) report is created according to the specified criteria. The 
following example is given for illustrative purposes only. 
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About Arrears Distribution 
The Distribute Arrears (CA72RS) screen allows you to see how a tax payment will be 
automatically distributed among outstanding arrears for a specific tax account. A document called 
the Arrears Distribution Form is created, which shows how the payment will be distributed. This 
screen is used mainly when a taxpayer who wants to make a payment wants to know how it will be 
distributed; the Arrears Distribution Form can be given to the taxpayer and used as a payment 
document. 
 
The payment is distributed for each arrear until the payment is exhausted or the arrears are paid in 
full. If the payment is exhausted before all arrears are paid, SIGTAS calculates the amounts left 
owing in the tax account. If the arrears are paid in full, the balance of the tax account is set to zero 
(0). If the payment results in an overpayment, the balance is applied to the current tax period. 

Distributing Arrears 
To distribute arrears, do as follows: 

1. On the Cash/Collect menu, click Cashing, and then Print Distribute Arrears Report. The 
Distribute Arrears (CA72RS) screen opens. 
 

 

2. Enter the tax account number or the TIN as follows: 
 
To enter the tax account number 
 
In the Tax Account No. field, type the number of the tax account and press Enter. You can 
then proceed to Step 5. 
 
To enter the TIN, proceed as follows: 
 
In the TIN field, enter the TIN of the taxpayer and press Enter.  
 
Or 
 
Click the Find Individual or Find Enterprise button, select the taxpayer and click OK. 

3. Double-click in the Tax Type field, select the type of tax and click OK. 

4. Double-click in the Tax Centre field, select the tax centre of the taxpayer and click OK. 
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5. In the Payment Amount field, type the amount of the payment and press Enter. 

6. To specify from which tax period the arrears should be distributed, double-click in the From 
Tax Period field, make a selection and click OK. The arrears will be distributed starting at 
and including this tax period. 

Note: If a tax period is not specified in the From Tax Period field, the arrears are 
distributed starting at the opening arrears. 

7. To specify to which tax period the arrears are to be distributed, double-click in the To Tax 
Period field, make a selection and click OK. The arrears will be distributed up to and 
including this tax period. 

8. Click the Print button. The Arrears Distribution Form is printed. 
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About the Cash Balance and Revenue 
Reports 

With SIGTAS, you can create detailed reports that show the daily cash balance, as well as the 
monthly revenue that was collected.  
 
 The Daily Cash Balance by Taxpayer (CA731R) report contains a list of all the payments and 

reversed payments on a specific date, and includes details about each payment or reverse 
payment.  

 
 Differentiating VAT revenues collected from the rest of the tax types is critical for the end of the 

day reconciliation between the money and the transactions captured in SIGTAS.  Since the 
cashier will have to fill two deposit slips for two different bank accounts, SIGTAS enables 
her/him to separate the two categories of taxes (VAT VS Rest of taxes). 

 
 The Daily Cash Balance by Transaction (CA73R) report includes details about each payment 

and reverse payment that occurred on a specific date, and the manner in which payments were 
distributed between tax, penalties and interest. 

 
 The Daily Cash Balance by Revenue Code (CA83R) report shows all the revenue that was 

collected on a specific date and identifies the revenue code for each amount. 
 

 The monthly cash revenue reports show the amounts collected to date for a specific Ethiopian 
calendar month and year, and a specific tax type and tax centre. The results can be itemized 
as follows: 
 
 by legal status of the taxpayer - Cash by Legal Status (CA85R1) 
 by revenue code - Cash by Revenue Code (CA85R2) 
 by tax authority - Cash by Tax Authority (CA85R3) 
 by legal status of taxpayers for each tax authority - Cash by Legal Status/Tax Authority 
(CA85R4) 
 by tax authority for each type of taxpayer legal status - Cash by Tax Authority/Legal Status 
(CA85R5) 
 by tax centre - Cash by Tax Centre (CA85R6) 

 
 The Monthly VAT Summary Revenue Report (CA89R) report shows all the details, by 

Ethiopian calendar month and year, about all the revenue that was collected specifically for the 
VAT tax type. 
 

 The Taxes Collected Per Tax Type (CA74R) report shows the amounts that were collected 
between two dates for each tax type or one tax type only. 

Creating Daily Cash Balance Reports 
The Daily Cash Balance by Taxpayer (CA731R) report contains a list of all payments and 
reverse payments on a specific date and prints the details of each payment or reverse payment 
such as the tax account number, the receipt number and the amount. 
 
The Daily Cash Balance by Transaction (CA73R) report contains a list of all the payments and 
reverse payments that occurred on a specific date, and shows the details of each payment and 
reverse payment. It also identifies the types of payments and whether the payments were against 
tax, interest, penalties or installments.  
 
The reports also show the breakdown of cash and cheques collected under the criteria that was 
entered in the Daily Cash Balance (CA73RS) screen. 
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You can narrow the results of both reports by specifying a cashier, a tax type or a payment 
location. 
 
It is possible for a cashier to capture a payment that was made at another location. In both reports, 
the Cash column indicates if the payment was made at the location of the cashier or at another 
location. 
 
C = the payment was made at the cashier’s location. 
NC = the payment was not made at the cashier’s location. 
 
To create the reports, do as follows: 

1. On the Cash/Collect menu, click Cashing, and then Print Daily Cash Balance. The Daily 
Cash Balance (CA73RS) screen opens. 
 

 

2. In the Cash Report Date field, enter the date for which you want to create a report. Usually, 
this is the current day’s date.  

3. To specify a cashier, double-click in the Cashier Name (Last/First) field, make a selection 
and click OK. The following information appears automatically in the screen. 

Field 
 

Description 

Cashier Name (Last/First)
 

The first and last name of the cashier. 

Cashier User ID The cashier’s user identification. 
 

4. To specify a tax type, double-click in the Tax Type field, select the tax type for which you 
create the report and click on OK. 

Note: Only the transaction for this tax type will be included. If the field is left empty, all tax 
type transactions will be printed. 

5. To specify the location where the payment was made, double-click in the Payment 
Location field, make a selection and click OK. 

6. To create the Daily Cash Balance by Taxpayer (CA731R) report, select the Summary 
Listing option button.  
 
To create the Daily Cash Balance by Taxpayer (CA731R) and the Daily Cash Balance 
by Transaction (CA73R) reports, select the Summary and Detail Listings option button. 

7. Click the Run Report button. The Daily Cash Balance by Taxpayer (CA731R) report is 
created. If you selected the Summary and Detail Listings option button, the Daily Cash 
Balance by Transaction (CA73R) report is also created and displays once the first report 
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(by Taxpayer) has been closed. 
 
Daily Cash Balance by Taxpayer (CA731R) 
 

 
 
Daily Cash Balance by Transaction (CA73R) 
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Creating Monthly Cash Revenue Reports 
The monthly cash revenue reports show the revenue collected to date for a specific Ethiopian 
calendar month and year, itemized into the following categories: the legal status of the taxpayers, 
the revenue codes, the tax authorities, the legal status of the enterprises for each tax authority, the 
tax authority for each type of enterprise legal status and the tax centres.  
 
Report 
 

Description 

Cash by Legal Status 
(CA85R1) 
 

Shows the monthly revenue itemized by the legal status of taxpayers.  
 

Cash by Revenue 
Code (CA85R2) 
 

Shows the monthly revenue itemized by revenue code. 

Cash by Tax Authority 
(CA85R3) 

Shows the monthly revenue itemized by tax authority. 

Cash by Legal 
Status/Tax Authority 
(CA85R4) 
 

Shows the monthly revenue itemized by the legal status of the taxpayer 
for each tax authority. 
 

Cash by Tax 
Authority/Legal Status 
(CA85R5) 
 

Shows the monthly revenue itemized by the tax authority for each type of 
taxpayer legal status. 

Cash by Tax Centre 
(CA85R6) 

Shows the monthly revenue itemized by tax centre. If you specify a tax 
centre in the Tax Centre field, the report shows the revenue for the 
selected tax centre only. 
 

 
In all reports, the Monthly Amount column shows the Ethiopian calendar monthly revenue, and 
the YTD Amount column shows the revenue collected since the start of the Ethiopian accounting 
year (Hamle 1) to the present date. 
 
To create the reports, do as follows: 

1. On the Cash/Collect menu, click Cashing, and then Print Monthly Cash Revenue 
Reports. The Monthly Cash Revenue Reports (CA85RS) screen opens. 
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2. Double-click in the Tax Type field, select the type of tax for which you want the report and 
click OK. 

3. To view the monthly revenue for one tax centre only, double-click in the Tax Centre field, 
select a tax centre and click OK. If you do not select a tax centre, the report will display the 
monthly revenue for all tax centres. 

4. Double-click in the Month field, select the Ethiopian calendar month and year for which you 
want the report and click OK. The following information is displayed automatically in the 
screen: 

Field 
 

Description 

Month 
 

The Ethiopian calendar month and year. 

Dates From The equivalent Gregorian calendar start date of the Ethiopian calendar 
month and year. 
 

To The equivalent Gregorian calendar end date of the Ethiopian calendar 
month and year. 
 

5. Double-click in the Report field. The following window opens: 

 

6. Select the report that you want to create and click OK. 

7. Click the Run Report button. The report is created according to the selection criteria and 
report type. The following examples are given for illustrative purposes only. 
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If you select Common Revenue, the Cash by Revenue Code (CA85R10) report is 
created. 
 

 
 
If you selected Cash by Legal Status, the Cash by Legal Status (CA85R1) report is 
created. 
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If you selected Cash by Revenue Code, the Cash by Revenue Code (CA85R2) report is 
created. 
 

 
 
If you selected Cash by Tax Authority, the Cash by Tax Authority (CA85R3) report is 
created. 
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If you selected Legal Status/Tax Authority, the Cash by Legal Status/Tax Authority 
(CA85R4) report is created. 
 

 
 
If you selected Cash Authority/Legal Status, the Cash by Tax Authority/Legal Status 
(CA85R5) report is created. 
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If you selected Cash by VAT Office, the Cash by Tax Centre (CA85R6) report is created. 
 

 

Creating a Monthly VAT Revenue Report 
The Monthly VAT Summary Revenue Report (CA89R) report contains a monthly VAT revenue 
and net revenue summary by tax centre, and shows the amounts for the sales tax refund offset, 
the income tax refund offset, the VAT refund offset, the dishonoured cheques and the VAT refunds 
paid. 
 
To create the report, do as follows: 

1. On the Cash/Collect menu, click Cashing, and then Print Monthly VAT Summary 
Consolidated Report. The Monthly VAT Summary consolidated Revenue Report 
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(CA89RS) screen opens. 
 

 

2. Double-click in the Month field, select the Ethiopian calendar month and year for which you 
want the report and click OK. The following information is displayed automatically in the 
screen: 

Field 
 

Description 

Month 
 

The Ethiopian calendar month. Selected from an LOV. 
 

Year 
 

The Ethiopian calendar year. 

From 
 

Displays the equivalent Gregorian calendar start date of the selected 
Ethiopian calendar month and year. 
 

To 
 

Displays the equivalent Gregorian calendar end date of the selected 
Ethiopian calendar month and year. 
 

3. Click on the Run Report button. The Monthly VAT Summary Revenue Report (CA89R) 
report is created. 
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About the Monthly VAT Summary Revenue Report (CA89R)  
 

 
 
The following table contains a description of the items in the Monthly VAT Summary Revenue 
Report (CA89R) report.  
 
Field 
 

Description 

Tax Centre 
 

The tax centre for which the report is run. 
 

Revenue 
 

The total revenue for the selected month.  
 

Sales Tax Refund Offset 
 

The sales tax refunds (credits) for the selected month. 
 

Income Tax Refund Offset 
 

The income tax refunds for the selected month. 
 

Vat Refund Offset 
 

The VAT refunds (VAT goods-on-hand credit) for the selected month. 
 

Dishonoured Cheques The cancelled cheques for the selected month. 
 

VAT Refunds Paid 
 

The VAT refunds that were paid for the selected month. 
 

Net Revenue 
 

The net revenue for the selected month (revenue minus any deductions listed 
in the other columns). 
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Creating a Tax Collected Per Tax Type Report 
The Taxes Collected Per Tax Type (CA74R) report contains the total amount of taxes that were 
collected between two dates for each tax type or for one tax type only. You can narrow the results 
by specifying a tax centre. This report can be printed at any time. Furthermore, the report shows 
the breakdown of the payments (and reverse payments) collected per tax type. The objective of 
this report is to reconcile the payment captured with the transfers within the same tax centre.  
 
To create the report, do as follows: 

1. On the Cash/Collect menu, click Cashing, and then Print Tax Collected per Tax Type. 
The Print Taxes Collected Per Tax Type (CA74RS) screen opens. 
 

 

2. In the Start Date field, enter the date at which SIGTAS shall start searching for the collected 
taxes and then press Enter. The report will include all taxes collected on and after this date. 
By default, the current day’s date is displayed. 

3. In the End Date field, enter the date at which SIGTAS shall stop searching for the collected 
taxes and then press Enter. The report will include all taxes collected on and before this 
date. 

4. To specify a tax centre, double-click in the Tax Centre field, make a selection and click OK. 

5. To specify a tax type, double-click in the Tax Type field, make a selection and click OK. 

6. To specify a payment location, double-click in the Payment Location field, make a 
selection and then click on OK. 

7. Click on the Run Report button. The Taxes Collected Per Tax Type (CA74R) report is 
created according to the selection criteria. The following example is given for illustrative 
purposes only. 
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About the Taxes Collected Per Tax Type (CA74R) Report 
 

 
 
The following table contains a description of the fields in the Taxes Collected per Tax Type 
(CA74R) screen. 
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Field 
 

Description 

Start Date 
 

The starting date of the period to be covered by the report. 
 

End Date 
 

The ending date of the period to be covered by the report.  
 

Tax Authority 
 

Displays the Tax Authority of the user. 
 

Tax Centre 
 

The tax centre for which the report is created. If blank, the report will print the 
payments for all tax centres. 
 

Tax Type 
 

The tax type for which the report is created. If blank, the report will show a 
breakdown per tax type. 
 

 

Printing a Monthly Tax Collected Report 
 
To create the Monthly Tax Collected Report (CA75R), do as follows: 
 
1. On the Cash/Collect menu, click Cashing and then Print Monthly Tax Collected. The 

Monthly Tax Collected Report (CA75RS) screen opens. 
 

 
 

2. Double-click in the Month field, make a selection and then click on OK. 
 

3. In the Year field, enter the year for which the report is created. 
 

4. Click the Run Report button. The Monthly Taxes Collected Report (CA75R) is created 
according to the criteria selected in the Monthly Tax Collected Report (CA75RS) screen. 
The following example is given for illustrative purposes only. 
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Printing a Tax Authority Net Payments Report 
This report lists the net payments per revenue code received by a Tax Authority. 
 
To create the report, do as follows: 
 
1. On the Cash/Collect menu, click Cashing and then Print Tax Authority Net Payments 

Report. The Regional Retention by Revenue (CA108RS) screen opens. 
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2. Double-click in the Tax Type field, make a selection and click OK. 
 

3. To specify a Tax Authority, double-click in the Tax Authority field, make a selection and click 
on OK. 
 

4. To specify a payment location, double-click in the Payment Location field, make a selection 
and click on OK. 
 

5. To specify a month, double-click in the Month field, make a selection and click OK. 
 
Following this selection, the year and the dates of the year display automatically in the 
corresponding fields. 
 

6. If you choose not to select a month, in the Dates From and To fields, specify the dates to be 
covered by the report for the retained taxes. 
 

7. Click on the Run Report button. The Regional Retention by Revenue (CA108R) report is 
created according to the criteria selected in the submission screen. The following example is 
given for illustrative purposes only. 
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Printing Lists of Receipts (External Audit) 
 
To produce the report, do as follows: 
 
1. On the Cash/Collect menu, click Cashing and then Print List of Receipts (External Audit). 

The Print List of Receipts for External Audits (CA77RS) screen opens. 
 

 
 

2. In the Start Date field, enter the date on which the report should start including the receipts 
and press Tab. 
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3. In the End Date field, enter the date on which the report should stop including the receipts. 
 

4. Click the Run Report button. The List of Receipts For External Audit (CA77R) report is 
created according to the criteria selected in the Print List of Receipts for External Audit 
(CA77RS) screen. The following example is given for illustrative purposes only. 
 

 
 

Printing Lists of Payments by Tax Authority Legal Status 
 
To print the report, do as follows: 
 

1. On the Cash/Collect menu, click Cashing and then Print List of Payments by Tax Auth. 
Legal Status. The Taxpayer Payments by Tax Authority and Legal Status (CA91RS) 
screen opens. 
 

 

Note: The Tax Authority and the payment location of the user are automatically displayed 
in the corresponding fields. 
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2. Double-click in the Tax Type field, make a selection and click on OK. 
 

3. To specify a month, double-click in the Month field, make a selection and click OK. 
 
Following this selection, the year and the dates of the year display automatically in the 
appropriate fields. 
 

4. If you choose not to select a month, in the Dates From and To fields, specify the dates to be 
covered by the report and press Enter. 
 

5. Click on the Run Report button. The Taxpayer Payments by Tax Authority / Legal Status 
(CA91R) report is created according to the criteria selected in the submission screen. The 
following example is given for illustrative purposes only. 
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About Payment Vouchers 
When payments are deposited at the bank, a bank employee signs the deposit slip and gives it to 
the revenue department representative who made the deposit. A payment voucher is then created 
by the revenue department for each signed deposit slip. The payment voucher contains the 
voucher number, the date the payment was deposited, the name of the cashier, the amount, the 
reason the payment voucher was issued and the name of the bank and bank account. These 
payment vouchers must be captured in SIGTAS. A payment voucher can also be cancelled in 
SIGTAS. 

Capturing a Payment Voucher 
 
The Capture Payment Voucher (CA87S) screen is used to capture deposits in the appropriate 
bank account. The fields help define details for each deposit transaction, such as: 
 

 Date 
 Cashier 
 Amount 
 Purpose 
 Bank Branch 
 Bank Account number 

 
The Voucher No is generated by SIGTAS and the Amount Collected field is displayed by 
SIGTAS.  
 
To capture a payment voucher, do as follows: 

1. On the Cash/Collect menu, click on Cashing, then Payment Vouchers and then on 
Capture/Cancel Payment Voucher. The Capture Payment Voucher (CA87S) screen 
opens. 
 

 

2. In the Date field, enter the date of the payment voucher and press Enter. 

3. Double-click in the Cashier field, select the name of the individual who deposited the 
payment and click OK. 
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4. In the Amount field, type the amount of the payment voucher and press Enter 

5. To specify the reason the payment voucher was issued, field type the reason in the Purpose 
and press Enter. 

6. Double-click in the Bank Branch field, select the branch where the payment was deposited 
and click OK.  
 
The number of the bank account appears in the Account No. field. 

7. Enter in the Deposit Date field, the date the deposit was made. 

8. Click on the Save button on the toolbar. The following message displays in the task bar: 
 

 

Note: SIGTAS automatically generates a voucher number and displays it in the Voucher 
No. field. 

Cancelling a Payment Voucher 
To cancel a payment voucher, do as follows: 

1. On the Cash/Collect menu, click on Cashing, then on Payment Vouchers and then on 
Capture/Cancel Payment Voucher. The Capture Payment Voucher (CA87S) screen 
opens. 
 

 

2. Click on the Find Record button on the toolbar. 

3. In the Voucher No. field, enter the number of the payment voucher and click the Find 
Record button on the toolbar or press F8. The payment voucher information appears in the 
screen. 

4. In the Cancel Date field, enter the date you want the payment voucher cancellation to take 
effect. 

5. Click on the Save button on the toolbar.  
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Creating a Payment Voucher Report 
The List of Payment Vouchers (CA88R) report contains information about all the payment 
vouchers that were issued starting at a specific date or about one payment voucher only. The 
contents of the report can vary, depending on the criteria that you select in the Print List of 
Payment Vouchers (CA88RS) screen. You can specify a cashier, a bank account, or only 
cancelled payment vouchers. 

 
To create the report, do as follows: 

1. On the Cash/Collect menu, click Cashing, then Payment Vouchers, and then Print List of 
Payment Vouchers. The Print List of Payment Vouchers (CA88RS) screen opens. 
 

 

2. In the Issued Dates From field, enter the date SIGTAS should start searching for payment 
vouchers. The report will include all payment vouchers that were issued on and after this 
date. 

3. To specify the date SIGTAS should stop searching for payment vouchers, in the To field enter 
the date. The report will include all payment vouchers that were issued on and before this 
date. 

4. To search for the payment vouchers of one cashier only, double-click in the Cashier field, 
select the cashier and click OK. 

5. To search for payment vouchers issued for one bank account only, double-click in the 
Cashier field, select the account and click OK. The name of the bank’s branch is displayed 
automatically in the Bank Branch field. 

6. To search only for payment vouchers that were deposited, check the Deposited box. 

7. Click on the Run Report button. The List of Payment Vouchers (CA88R) report is created 
according to the selection criteria. The following example is given for illustrative purposes 
only. 
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About Bank Account Tracking 

Introduction 
This section is used to capture transactions made in all bank accounts. Transactions can be: 
deposits, refunds, reverses transfers, interests and bank charges. The main goal of this section is 
to tie revenue capturing in SIGTAS with bank account balance. 

Registering a Bank Account Adjustment 
 
The purpose of this screen is to manage and capture all transactions that are not deposits, 
transfers or refunds. These transactions could be: opening balance, interest, charge or any other 
type of necessary adjustments. 
 
To register a bank account adjustment, do as follows: 

1. On the Cash/Collect menu, click Bank Account Tracking and then Register Bank 
Account Adjustment. The Register Bank Account Adjustment (CA60S) screen 
opens. 

 

2. In the Date field, enter the date the transaction was done. 

Note: Double-clicking in the field displays the current date. 

3. In the Doc. No. field, enter the number of the document that was previously created in 
the Create/Register Document (DF132S) screen. 

4. Double-click in the Account No. field, select the appropriate bank account and then 
press Enter. 

Note: The bank name and branch are automatically displayed in the corresponding fields. 
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5. Double-click in the Transaction Type field, select a type of transaction from the list and 
then click on OK. 

6. In the Amount field, enter the amount of the transaction. 

7. You may enter any relevant comment relating to the transaction in the Comment field. 

8. In the Approval Date field, enter the date on which the transaction was approved and 
then press Enter. 

9. Double-click in the Approval Position field and select the position of the officer who 
approved the transaction and then press Enter. 
 
The name of the officer is automatically displayed in the corresponding field. 

10. To save the transaction, click on the Save button on the toolbar. 

 
The following table contains a description of the fields in the Register Bank Account Adjustment 
(CA60S) screen. 
 
Field 
 

Description 

Date 
 

The date on which the transaction was captured. It cannot be later than the 
current date. The transaction’s date is always before the date it is captured in 
SIGTAS. The transaction is first approved, then executed by the bank and 
then captured in SIGTAS. 
 

Doc No. 
 

The supporting document number that was previously registered using the 
Create/Register Document (DF132S) screen. 
 

Account No. 
 

The number of the account belonging to the Tax Authority or the tax centre. 
Tax Authority Officers cannot see the tax centre bank accounts. 
 

Bank Name 
 

This field automatically displays the name of the bank to which belongs the 
selected bank account. 
 

Bank Branch 
 

This field automatically displays the name of the bank branch to which 
belongs the selected bank account.  
 

Transaction Type 
 

The transaction type for which the bank account needs adjustments. An LOV 
is available for selection (balance adjustment credit or debit, bank charge, or 
interest).  
 

Amount 
 

The amount of the transaction. 
 

Comment 
 

Free text for additional information related to this transaction. 
 

Approval Date 
 

The date on which the transaction was approved. It cannot be later than the 
current date. 
 

Approval Position 
 

The position of t he officer authorizing the transaction. 
 

Approval Name 
 

The name of the officer authorizing the transaction. 
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Registering a Bank Account Transfer 
The Register Bank Account Transfer (CA61S) screen allows transferring funds from one bank 
account to another. 
 
To register a bank account transfer, do as follows: 

1. In the Cash/Collect menu, click Bank Account Tracking, and then Register Bank Account 
Transfer. The Register Bank Account Transfer (CA61S) screen opens. 

 

2. In the Date field, enter the date on which the transaction was captured. 

3. In the Document No. field, enter the number of the document that was previously registered 
in the Create/Register Document (DF132S) screen. 

4. In the From bloc, double-click in the Account No field, select the account from which a 
transfer will be debited. 
 
SIGTAS will then automatically display the bank name and branch in the corresponding 
fields. 

5. In the Amount field of the From block, enter the amount that will be debited from the 
specified account. Make sure that the amount entered is available in the account. 

6. In the Comment field, enter any additional information regarding the bank from which the 
money will be transferred. 

7. In the To bloc, double-click in the Account No field, select the account number to which the 
transfer will be credited. 
 
SIGTAS will then automatically display the bank name and branch in the corresponding 
fields. 

8. In the Approval Date field of the Approval bloc, enter the date on which the transfer was 
issued. 

9. Double-click in the Approval Position field of the Approval bloc and select the position of 
the person authorizing the transfer. 
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SIGTAS will display the name of the person authorizing the transaction in the Approval 
Name field. 

10. Click on the Save button on the toolbar. 

 
The following table contains a description of the fields in the Register Bank Account 
Transfer (CA61S) screen. 
 
Field 
 

Description 

Date 
 

The date on which the transaction was captured. Cannot be later than the 
current date. The date of the transaction is always before the date captured in 
SIGTAS. The transaction is first approved, then executed by the bank and 
then captured in SIGTAS. 
 

Document No. 
 

The supporting document number that was previously generated in the 
Create/Register Document (DF132) screen. 
 

(From block) Account No. 
 

The number of the account from which the amount will be debited. An LOV is 
available for selection. 
 

(From block) Bank Name 
 

This field automatically displays the name of the bank from which the amount 
will be debited.  
 

(From block) Bank 
Branch ( 
 

This field automatically displays the name of the bank branch from which the 
amount will be debited. 
 

(From block) Amount 
 

The amount that will be transferred. 
 

(From block) Comment 
 

Free text for additional information related to the transaction. 
 

(To block) Account No.  
 

The number of the account to which the amount will be credited. 

(To block) Bank Name  
 

This field automatically displays the name of the bank to which the amount will 
be credited. 
 

(To block) Bank Branch  
 

This field automatically displays the name of the bank branch to which the 
amount will be credited. 
 

Approval Date 
 

The date on which the transaction was approved. 
 

Approval Position 
 

The position of t he officer authorizing the transaction. 
 

Approval Name 
 

The name of the officer authorizing the transaction. 
 

Creating a Bank Account Report – Non-Transfers 
The Bank Account Tracking – All Queries (CA62RS) screen allows printing the details of each 
transaction (except for transfers) for each bank account number with the sub-total amount of each 
transaction type and the previous period and the end of the specified period balances. 
 
To create a bank account report, do as follows: 

1. On the Cash/Collect menu, click Bank Account Tracking, and then Bank Account 
Tracking Report – Non Transfers. The Bank Account Tracking – All Queries (CA62RS) 
screen opens. 
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2. Double-click in the Tax Authority field, select a Tax Authority and then click on OK. 

3. To run the report for a specific tax centre, double-click in the Tax Centre field and make a 
selection. 

4. In the From Date / To Date fields, enter the date range for which you want to track the bank 
account. 

5. Double-click in the Bank Account No. field, select the bank account and then click on OK. 

6. Click on the Run Report button. The Bank Account Tracking – All Queries (CA62R) report 
is created according to the selection criteria. The following example is given for illustrative 
purposes only. 

 

The following table contains a description of the fields in the Bank Account Tracking – All 
Queries (CA62RS) screen. 
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Field 
 

Description 

Tax Authority 
 

This field specifies the Tax Authority. An LOV is available for selection. When 
selected, the report contains all bank accounts of the selected Tax Authority 
only. 
 

Including Tax Centre 
 

Check box. 
 
If selected, the report must contain all the transactions of the bank accounts of 
the tax centres belonging to the specified Tax Authority. If deselected, only 
transactions of the bank accounts of the selected Tax Authority will be 
included in the report. 
 

Tax Centre 
 

The tax centre may be either selected from the available list of values or left 
blank for all tax centres.  

Note:   If a tax centre is selected, the report prints all bank accounts of this 
tax centre. In this case, the Including Tax Centre check box must 
be deselected. 

 
Bank Account No. 
 

The bank account number, selected from a list of values. If a type of 
transaction is selected in the Transaction Type field, then the Bank Account 
No field is mandatory and the Including Tax Centre check box must be 
deselected. 
 

Bank Name  
 

The name of the bank corresponding to the bank account number previously 
entered. 
 

Bank Branch 
 

The name of the branch corresponding to the bank account number previously 
entered. 
 

Minimum Amount 
 

The minimum amount of the threshold under which transactions are not 
printed. 
 

From Date 
 

The initial date (dd-mm-yyyy) of the period to be covered in the report. 
 

To Date 
 

The final date (dd-mm-yyyy) of the period to be covered in the report. 
 

Transaction Type 
 

The type of transaction. Specify one type from a list of values or leave blank 
for all types. If a bank account number is not selected, then this field is 
mandatory. 
 

Creating a Bank Account Report – Transfers Report 
The Bank Account Tracking – Transfers (CA63R) report allows printing the details of the 
transfers per bank account number and the bank accounts credited. Also, it allows printing the total 
amounts debited and the total amounts credited. 
 
To create a bank account report-transfer, do as follows: 

1. On the Cash/Collect menu, click Bank Account Tracking and then Bank Account 
Tracking Report – Transfers. The Bank Account Tracking Report – Transfers (CA63RS) 
screen opens. 
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2. Double-click in the Tax Authority field, make a selection and click OK. 

3. To specify a tax centre, double click in the Tax Centre field, make a selection and click OK. 

4. In the From Date and To Date fields, specify the dates between which transfers have been 
made and that will appear on the report. 

5. To specify from which bank account the transfer has been made, double-click in the From 
Account No field, make a selection and click on OK.  
 
Following this selection, the information pertaining to the bank account of the specified Tax 
Authority, is displayed in the corresponding fields (Number, Bank Name, Bank Branch) of 
the screen. 

6. To specify into which bank account the transfer has been made, double-click in the To 
Account No field, make a selection and click on OK.  
 
The information pertaining to the tax account selected in the To Bank Account field is 
displayed in the corresponding fields (Number, Bank Name, Bank Branch).  

7. To specify a minimum amount of transfer, type in the Minimum Amount field the smallest 
amount for which the system should look for transfers. 

8. Click on the Run Report button. The Bank Account Tracking – Transfers (CA63R) report is 
created. The following example is given for illustrative purposes only. 
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The following table contains a description of the fields in the Bank Account Tracking – Transfers 
(CA63RS) screen. 

Field 
 

Description 

Tax Authority 
 

The Tax Authority of the user executing the report. If the user is an employee 
of a Tax Authority, then the Including Tax Centre and Tax Centre fields will 
be accessible for selection.  
 

Including Tax Centre 
 

If this check box is selected, the report must contain all the transactions of the 
bank accounts of the tax centres belonging to the specified Tax Authority. If 
deselected, only transactions of the bank accounts of the selected Tax 
Authority will be included in the report. 
 

Tax Centre 
 

Displays the tax centre of the user executing the report, if the user is an 
employee of a tax centre.  
 
If the employee is from a Tax Authority, the tax centre must either be selected 
from the available list of values or left blank for all tax centres.  
 
If a tax centre is selected, the report prints all bank accounts of this tax centre. 
In this case, the Including Tax Centres check box must be deselected. 
 

From Date 
 

The initial date (dd-mm-yyyy) of the period to be covered in the report. 
 

To Date 
 

The final date (dd-mm-yyyy) of the period to be covered in the report. 
 

From Account No. 
 

This field allows the selection of the credited bank account number from an 
LOV or can be left blank for all credited bank account numbers. If selected, 
the Including Tax Centre check box must be deselected. 
 

(From) Bank Name  
 

The name of the bank corresponding to the bank account number previously 
entered. 
 

(From) Bank Branch 
 

The name of the bank branch form which the account will be debited. 

To Account No. 
 

This field allows the selection of a debited bank account number from an LOV 
or can be left blank for all credited bank account numbers. 
 

(To) Bank Name 
 

Displays the bank name corresponding to the selection in the To Account No. 
field. 
 

(To) Bank Branch 
 

Displays the bank branch name corresponding to the selection in the To 
Account No. field. 
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Minimum Amount 
 

The minimum amount of the threshold under which transaction are not printed. 
The amount must be entered as an absolute value. 
 

Reversing a Bank Transaction 
The Reverse Bank Transaction (CA64S) screen allows reversing a bank transaction that has 
already been created under a bank account in SIGTAS.  
 

Note: Once you save the information in the Register Bank Account Adjustment (CA60S), 
Register Bank Account Transfer (CA61S) and Reverse Bank Transaction (CA64S) 
screens, you can no longer update or delete these transactions. If corrections are needed 
with respect to the original transactions, you must reverse them using the Reverse Bank 
Transaction (CA64S) screen and then recreate the appropriate transactions. If 
corrections are needed to already reversed transactions, you must recreate the original 
transactions that were mistakenly reversed. 

To reverse a bank transaction, do as follows: 
 

1.  On the Cash/Collect menu, click Bank Account Tracking, and then Reverse Bank 
Transaction. The Reverse Bank Transaction (CA64S) screen opens. 

 

Note: After querying the transaction number in one of the two reports, Bank Account 
Tracking – All Queries or Bank Account Tracking – Transfers, you must enter it 
in the Trans No. field of the Reverse Bank Transaction (CA64S) screen. The 
details of the transaction are displayed in the corresponding fields. 
 
Once the officer is certain that the transaction must be reversed, the date must be 
entered along with the supporting document and the name of the officer that 
authorized the reversing. 
 
In case the selected transaction is already reversed, the reversed transaction 
number will be displayed. This will also prevent re-reversing the transaction. 

2. In the Trans No field, enter the number of the transaction to reverse and press F8. 

The details of the corresponding transaction are displayed in the corresponding fields. 
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3. In the Comment field, type any pertinent comment for the transaction to be reversed and then 
press Tab. 

4. In the Doc No. field, enter the number of the document for which a reverse must be done and 
press Enter. 

5. In the Approval Date field, enter the date on which the reverse transaction was approved and 
then press Enter. 

6. Double-click in the Approval Position field and select the position of the officer authorizing 
the transaction.  
 
The name of the officer displays in the Approval Name field. 

7. Click on the Reverse button. The following message displays: 

 

Note:  SIGTAS automatically generates a number for the reversed transaction. This number 
is displayed in the Rev. Trans. No. field. 

The following table contains a description of the fields in the Reverse Bank Transaction (CA64S) 
screen. 
 
Field 
 

Description 

Trans. No. 
 

The number of the transaction to query. All transaction types, except for 
refund and any reversal transaction type, can be reversed. 
 

Rev. Trans. No. 
 

Displays the number of the reversed transaction after clicking on the Reverse 
button. The original transaction number is initially entered in the Trans. No. 
field.  
 

Date 
 

The date of the original transaction number. 
 

Account No. 
 

The account number of the original transaction (in the Trans. No. field). 
 

Bank  
 

The name of the bank of the original transaction (in the Trans. No. field). 
 

Bank Branch The name of the bank branch original transaction (in the Trans. No. field). 
 

Trans. Type 
 

The type of transaction of the original transaction (in the Trans. No. field). 
 

To Acct No. 
 

The account number to which the amount of the original transaction (in the 
Trans. No. field) will be credited. 
 

Bank  
 

The name of the bank to which the account will be credited. 

Bank Branch 
 

The name of the bank branch to which the account will be credited. 

Amount 
 

The amount of the original transaction (in the Trans. No. field). 

Comment 
 

Free text for additional information related to the reversed transaction. 
 

Doc. No. 
 

The supporting document number that was previously registered in 
Create/Register Document (DF132S) screen. 
 

Approval Date 
 

The date on which the reversed transaction was approved. 
 

Approval Position 
 

The position of the officer authorizing the reversed transaction. 
 

Approval Name 
 

The name of the officer authorizing the reversed transaction. 
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About Revenue Sharing 

Introduction 
This section describes two reports showing the revenues collected for a specified Tax Authority, 
namely the Revenue Collected by Revenue Code and Tax Authority (CA66R) and the 
Revenue for Transfer by Tax Authority (CA67R) report. 
 
The Revenue Collected by Revenue Code and Tax Authority (CA66R) report presents an 
overview of the amounts collected by a specified Tax Authority, what belongs to it and what 
doesn’t because its common revenues or because the taxpayer didn’t pay at his tax centre of 
registration. 
 
The Revenue for Transfer by Tax Authority (CA67R) report indicates the sums to be transferred 
from one Tax Authority to another. These sums must follow the bank account structure in place. In 
other words, based on this report, the Tax Authority must be able to determine the amounts to be 
transferred from each of VAT, shared revenues and non-shared revenues bank accounts. 

Printing a Revenue Collected by Tax Authority and Revenue Code Report 
The Revenue Collected by Revenue Code and Tax Authority (CA66R) report has a 
management purpose. It aims at determining, per revenue code, how much was physically 
collected at the Tax Authority, how much should be transferred to or received from the other Tax 
Authorities and finally, how much the specified Tax Authority should have (after all the transfers 
are done). 
 
To create this report, do as follows: 

1. On the Cash/Collect menu, click on Revenue Sharing and then on Print Rev. Collected by 
Rev. Code and Tax Auth. The Revenue Collected by Tax Authority and Revenue Code 
(CA66RS) screen opens.  

 

2. Double-click in the Tax Authority field and select the Tax Authority for which you create the 
report. 

3. To specify a tax type, double-click in the Tax Type field, make a selection and then click OK. 
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4. To print transactions done by a specific cashier only, double-click in the Cashier field, select 
the name of the cashier and click OK. 

5. To filter (to narrow) the results by a specific payment location, double-click in the Payment 
Location field and make your selection. 

Note: The tax centre is not used as a selection criterion since a given tax centre can collect 
amounts on behalf of other tax centres belonging to the same Tax Authority. 
Therefore, the payment location has to be used as a selection criterion. 

6. Enter a Start and an End date in the corresponding fields. 
 
The report will print the transactions done between the specified dates (including the dates). 

7. Click on the Run Report button. The Revenue Collected by Revenue Code and Tax 
Authority (CA66R) is created according to the criteria specified in the submission screen. 
The following example is given for illustrative purposes only. 
 

 

Creating a Revenue for Transfer by Tax Authority Report 
The Revenue for Transfer by Tax Authority (CA67R) report presents a breakdown with respect 
to three types of revenues: VAT, shared revenues and non-shared revenues. For each grouping of 
revenues, a breakdown of the taxpayers is provided. This way, reconciliation and validation of the 
values will be easier to do. 
 
The report allows grouping the information along different ranges of time periods. 
 

To create the Revenue for Transfer by Tax Authority (CA67R) report, do as follows: 

1. On the Cash/Collect menu, click on Revenue Sharing and then on Print Rev. for Transfers 
by Tax Authority. The Revenue for Transfer by Tax Authority (CA67RS) screen opens. 
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2. Double-click in the Tax Authority, select the tax authority for which you create the report and 
then click on OK. 

3. To print transactions done by a specific cashier, double-click in the Cashier field, select the 
name of the cashier and click OK. 

4. To filter (to narrow) the results by a specific payment location, double-click in the Payment 
Location field and make your selection. 

Note: The tax centre is not used as a selection criterion since a given tax centre can collect 
amounts on behalf of other tax centres belonging to the same Tax Authority. 
Therefore, the payment location has to be used as a selection criterion. 

5. Enter a Start and an End date in the corresponding fields. 
 
The report will print the transactions done between the specified dates (including the dates). 

6. Click on the Run Report button. The Revenue for Transfer by Tax Authority (CA67R) 
report is created. The following example is given for illustrative purposes only. 
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About the Revenue Collected per 
Product 

Introduction 
This section describes two reports showing the revenues collected for a specified Tax Authority, 
namely the summary report Revenue Collected per Product (AS64R) and the detailed report 
Revenue Collected per Product (AS64R1). These reports are created using the Revenue 
Collected per Product (AS64RS) screen. 
 
Each type of report can be run for one of the following three taxes at a time, namely chat, stamp 
duty or turnover tax on agricultural product over a specific time period. 
 

Creating a Report on Revenue Collected per Product 
 
To create a report Revenue Collected per Product (summary or a detailed), do as follows: 
 

1. On the Cash/Collect menu, click on Print Revenue Collected per Product. The Revenue 
Collected per Product (AS64RS) screen opens.  
 

 
 
The Tax Authority and the tax centre of the user are automatically displayed in the 
corresponding fields of the screen.  

2. If you work for a Tax Authority [the check box Tax Authority selected in the screen Maintain 
Tax Department Employee (BT24)], you can select any tax centre under your Tax Authority 
or all tax centres under your Tax Authority by leaving the Tax Centre field blank. 

3. Double-click in the Tax Type field and select the type of tax for which you create the report. 

4. If you require a report for a specific product liable to the selected tax, double-click in the 
Product field and select the product type. 

Note: If no selection is made, then all product types on which the selected tax type is 
levied will be listed in the report. 
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5. You may specify the time interval covered by the report by typing a start date and an end date 
in the corresponding fields. 

6. If the selected tax is “Chat”, you may specify one of the following Destination option buttons 
to filter the results as follows: 
 
 “All” (default option) to include all chat transactions (local and for export); 
 
 “Local” to include only local chat transactions; 
 
 “Export” to include only export chat transactions. 

7. If you produce a summary report, click on the Summary Report button. The report Revenue 
Collected per Product (AS64R) is created according to the specified criteria. The following 
example is given for illustrative purposes only. 
 

 

8. If you produce a detailed report click on the detailed Report button. The report Revenue 
Collected per Product (AS64R1) is created according to the specified criteria. The following 
example is given for illustrative purposes only. 
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About the Revenue Collected per Product (Summary) (AS64R) Report  
 
The purpose of this report is to summarize the revenue collected from the chat, stamp duty or 
turnover tax on agricultural product, aggregated up to the Tax Authority level. 
 
The output of the report is sorted by tax centre name in alphabetical order and within a tax centre 
by the name of product type in alphabetical order.  
 
The following example is given for stamp duty tax. The following table contains the differences of 
the report’s output for each tax type. 
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The following table contains a description of the items in the Revenue Collected per Product 
(Summary) (AS64R) report.  
 
Field 
 

Description 

Selection Criteria section 

Note:   This section prints the selection criteria that were captured in the Revenue Collected per 
Product (AS64RS) submission screen. 

 
Report’s layout 
 
Tax Centre 
 

The tax centre that collected the stamp duty tax. 
 

Note:   There is a section for each tax centre with stamp duty activity. 

 
Chat Type 
 

Prints the type of chat declared at the station. This field appears only if the 
report is executed for the chat tax. 
 

 Export 
 

This field appears only if the report is executed for the chat tax. 
 
“Y” indicates that the destination of chat is for export. “N” indicates that the 
destination of chat is for local consumption. 
 

Product  
 

The description of the type of product if the report is executed for stamp duty 
or turnover tax on agricultural product. 
 

 Number of 
Taxpayers 
 

The number of taxpayers who paid taxes for the displayed product (if the 
report is executed for stamp duty or turnover tax on agricultural product) or for 
the displayed chat type if the report is executed for chat. 
 

 Quantity 
 

The quantity traded for the chat type if the report is executed for chat tax or 
the quantity of stamps if the report is executed for stamp duty tax. 
 

 Rate (%) 
 

The rate (as a percentage) that was charged for the specified product if the 
report is executed for stamp duty or turnover tax on agricultural product. 
 

Note:   In case of stamp duty, depending on the product type, either the rate 
or the unit cost will be printed. 

 
 Price 

 
The unit cost in case for a product type that is charged per unit of product 
(chat type or stamp duty). 
 

Note:   Depending on the product type, either the unit cost or the rate will be 
printed. 

 
 Revenue 

 
The revenue (non-including penalties) collected for this particular type of 
product in case of stamp duty/turnover tax on agricultural product or for the 
chat type. 
 

 Penalty 
 

The amount of penalty (if applicable) paid for this particular type of product in 
case of stamp duty/turnover tax on agricultural product or for the chat type. 
 

 Total Revenue 
 

The total revenue (including penalties) collected for this particular type of 
product in case of stamp duty/turnover tax on agricultural product or for the 
chat type. 
 

Total 
 

The total revenue collected for all product types in case of stamp duty/turnover 
tax on agricultural product or the chat type for this tax centre and each 
displayed column. 
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About the Revenue Collected per Product (Detailed) (AS64R) Report for Stamp 
Duty 
 
The purpose of this report is to detail the revenue collected from the chat or stamp duty or turnover 
tax on agricultural product, summed by tax centre and by Tax Authority. 
 
The following example is given for stamp duty tax. The following table contains the differences of 
the report’s output for each tax type. 
 

 
 
The following table contains a description of the items in the Revenue Collected per Product 
(Detailed) (AS64R) report.  
 
Field 
 

Description 

Selection Criteria section 
 

Note:   This section prints the selection criteria that were captured in the Revenue Collected per 
Product (AS64RS) submission screen. 

 
Report’s layout 
 

Note:   The output of the report depends on the selected type of tax. The differences are included in the 
table. 

 
Tax Authority 
 

The name of the Tax Authority specified in the submission screen. 
 

Tax Centre 
 

The name of each tax centre for which revenues were collected within the Tax 
Authority. 
 

Receipt No. 
 

The number of the receipt corresponding to the transaction for the listed 
taxpayer and product type. 
 

Date of Receipt 
 

The date on which the payment for the respective transaction was registered. 
 

Time of Receipt 
 

The time at which the payment for the respective transaction was registered. 
 

TIN 
 

Taxpayer’s TIN, if any. 
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Taxpayer Name 
 

Last name followed by the first name corresponding to the TIN in case of an 
individual or the commercial name of an enterprise. 
 
If no TIN available, displays the last name followed by the first name that were 
captured in the Payer Name field of the Create/Print One Immediate 
Assessment Notice (AS76S) screen. 
 

Licence Plate No. 
 

Displays the licence plate of the vehicle transporting chat or an agricultural 
product. This field is not printed if the report is executed for stamp duty tax. 
 

Note:   The licence plate displays three concatenated fields that were 
captured in the screen Create/Print One Immediate Assessment 
Notice (AS76S), namely the vehicle code followed by the licence 
plate number and the regional code. 

 
Chat Type 
 

Prints the type of chat declared at the station. This field appears only if the 
report is executed for the chat tax. 
 

Note:   Multiple chat types registered in screen Create/Print One 
Immediate Assessment Notice (AS76S) for the same assessment 
notice require separate lines on the report. In this case only the first 
line displays the receipt number, date of receipt, time of receipt, TIN 
if applicable and taxpayer’s name. 

 
Product 
 

The description of the type of product if the report is executed for stamp duty 
or turnover tax on agricultural product. 
 

Quantity 
 

The quantity of each type of product that is listed if the report is executed for 
stamp duty/turnover tax on agricultural product. 
 

Revenue 
 

The revenue (non-including penalties) collected for this particular type of 
product in case of stamp duty/turnover tax on agricultural product or for the 
chat type. 
 

Penalty 
 

The amount of penalty (if applicable) paid for this particular type of product in 
case of stamp duty/turnover tax on agricultural product or for the chat type. 
 

Total Revenue 
 

The total revenue (including penalties) collected for this particular type of 
product in case of stamp duty/turnover tax on agricultural product or for the 
chat type. 
 

Total Tax Centre Name 
 

The total revenue collected for all product types in case of stamp duty/turnover 
tax on agricultural product or the chat type for this tax centre and each 
displayed column. 
 

Total Tax Authority 
 

The total revenue collected for all product types in case of stamp duty and 
turnover tax on agricultural product or the chat type for all tax centres for this 
Tax Authority. 
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