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TELLER OPERATIONS

NECESSARY MODULES

= OPEN CASHIER

= ACCOUNT WITHDRAWALS

= ACCOUNT DEPOSITS

e CASH TRANSFER DEPOSITS

= DEPOSITS FOR TERM AND TIME DEPOSITS
= TRANSFER PAYMENTS

= OVERDRAFTS PAYMENT

= BUDGETED EXPENSES PAYMENTS

= WESTERN UNION PAYMENTS

NB: The words Customer and Member are Interchangeable.They can be
replaced by the word ‘CLIENT’.

Global Bank Teller operations 20214



TELLER DESKTOP PROCEDURES

1.0 STARTING GLOBAL BANK

You will need to start Global Bank before any working session.

GLOBAL BANK V8.0 B
Help
- > o DR Tl ~
Branch _  [LOCAL ]LI]EAL :‘IN
a3 E_=
| Login 20000 lSlg}er 4d'uummaf::-r 2
= i . ¥
Fazgward S Lo ludumu.m‘ufm
rame T __ar

Procedure

» Double click on the global bank icon on the screen
» Fill in your user information (login ID, password)
» Click on ok

» Click on start

» Click on bank op. (Operation) To start the working interface
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2.0 TELLER OPEN

As a teller, your post must be opened at the start of operations. This process
verifies the computer balance of your Teller and confirms with the physical count
that you do. Ifthe balances are the same, then the Cashier Post will OPEN and

enable you to work, else it will remain CLOSED.

CRM OPERATIOMS  TELLER OPERATIOMS GEMERAL OPERATIOMS LOAMNS OPERATIOMS  GL TRAM

= - J -
@ ° =88 /|ulE
start of Day ===> TellerOpen H
— Currency — Commands
|I]I]1 _:J |Fran-:: Communauté Financiére Africai
Yerify Balance
r Téllerl]pen ‘Start of Dé_v
Available Phyzical Balance Computer Balance DPE"TE“ET
Denom. Quantity Amount Qty Close
10 000 0 1] 1]
5000 |0 0 0
2 000 1] 1] 1]
1 000 1] 1] 1]
H00note |0 0 o
500 coin (g 1} 0
100 1] 1] 1]
L 1] 1] 0 1]
25 1] 0 1]
10 0 1] 1]
1] 0 1]
2 o] o | | b ]
1 o] o || b ]

TELLER OPEN procedure.
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Procedure

e Click on the teller operation module

e Click on open cashier in the drop list

¢ Fill in the quantity of the denomination that you close the day with the previous
day

e Click on the command ‘verify balance’

e Click on open teller command

e Click the command close to close the page.

CRM OPERATIONS  TELLER OPERATIONS GEMERAL OPERATIOMS

[ - &£ ‘ & = ¥ -
.- |F Y| | el |
Currency - Commands
|I]I]1 j |Flant: Communauté Financiére Africai |
Yerify Balance
TellerDpen Start of Day
Available Physical Balance Computer Balance Open Teller
Denom.  Quantity Amount Oty Close
10 000 0 1} 1]
5000 [0 0 L
2 000 1] i] i]
1 000 0 1] 1]
500note |0 [i] o -
|
00 coin |p [i] 1] I
100 0 0 0 A '
50 1] 1] [i] This Teller is Now OPEN
25 0 0 0 K
10 0 0 0 = oK
5 1] 1] 1]
: o | [0 | o |
1 o | [0 | o |
TOTAL ||] | ||] |
Open Cashier
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3.0 HOW TO SEARCH A CUSTOMER IN GLOBAL
BANK

3.1. BY MATRICULE NUMBER WHEN IT IS KNOWN

ZRM OPERATIOMS  TELLER OPERATIOMS GEMERAL OPERATIONS

[ = ‘ - § e
o & 7 L
@ ° =B 28 i
.Ca.shier
[99001 | [CAD1 | [Cashier No 1 | Customer (102118 | [TAYIM EPSE FONTAH MATILE| [100187 | 7 |
Customer

[Account [balance [LibCatCpte [CatCpte[ Branch
» [30010211801 [ 2968871 [Individual Savings Accd 1 99001 gisel

Accounl| | | | Amount | | Desc | | i I
[ [Agence [CpteJumelle |Amount [Int [Pen [Description 2 5 .
MQQI]I]I [30010211801 [500000 [ [ [CD:CASH IN —'[ ClientService >
500 0 .
Validation Ok
Comm
[«] | » A
Billet 10000 50 500 DOD
Billet 5000 Double I |
Billet 2000 IREHNGEN
Billet 1000 Reduced
Billet 500 Single
Piece 500 [
Piece 100
Piece 50 Op. Date
Piece 10
Piece 5 Close
Piece 2
Piece 1
Deposit By [TAYIM EPSE FONTAH MATILDA NCHA =——

e Click on Teller Operations module

e Choose Account Deposit Sub Menu

o Type Customer Matricule in the textbox as shown in example above
(100187).

e Hit Enter Button

e The Accounts of the Customer will be Listed on the Grid Below.

e Choose the Account of the customer on the Grid to Post your Transaction by

Clicking on the required Account in the Grid.
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e NB. A deposit can be done in Multiple accounts as one transaction.

3.2 BY CUSTOMER NAME

e Click on Teller Operations Main Menu

e Choose Account Deposit Sub Menu

e Click on Icon CustomerMatricule in the textbox as shown in example
below (100187).

e The Customer Form will Appear

e Type Name of Customer and choose from Grid below.

e Click on Account in the Grid to Load.

e Click on Exit Button to Return to Deposit Form.

e Choose the Account of the customer on the Grid to Post your Transaction by
Clicking on the required Account in the Grid.

e NB A deposit can be done in Multiple accounts as one transaction.

" | Customers n
Cashier Customers
[99001 | [cAD1 | [Cashier No 1 | Customer [100409 | [BETTER PLANING LIMITED | | =] [Customer Name -] [BETTER| ‘
Cush
S e = [ client | normumelle [topechient |
}Auence }I‘ ted umell |Montant |Inl }Pen |D [LibCatCpte » [100403 |BETTER PLANING LIMITED |Morale
4] | ,
Accnuntl | | | Amount | | Desc ‘ ‘ =
[ [Agence |[CpteJumelle [Amount [Int [Pen [Description Add
‘ | ‘ | | Delete
Commands
3 Refresh
Validate
Billet 10000
Billet 5000 Double
Billot 2000 Hediced
Billet 1000 Reduced
Billet 500 Single
Piece 500
Piece 100 L ]
Piece 50 Op. Date
Piece 10
Piece 5 Close
Piece 2
Piece 1
Deposit By BETTER PLANING LIMITED
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4.0

CUSTOMER DEPOSIT

Deposit n
Cashier
99001 | [CAD1 | [Cashier No 1 Customer (100409 | [BETTER PLANING LIMITED | | | & |
Customer
Account balance LibCatCpte CatCpte| Branch
37810040901 Diaspora Asociation Say 378 99001 gizel
50310040901 1] Diaspora Association A|[5D3 99001 gizel
p | 50610040901 387545 BizGrowth Account 506 99001 gizel
Accuunt| || Amount | Desc | | = |
Agence |CpteJumelle Amount Int Pen Description Add
b 99001 50610040901 200000 1] 1] CD:CASH IN
___ Delete |
200 000
Commands
| 4 | » Refresh
Walidate
Billet 10000 10 100 DOD P
Billet 5000 20 100 000 Double
Billet 2000 bl
Billet 1000 Reduced
Billet L) Single
Piece 500 I 1
Piece 100 200 000
Piece 50 Op. Date
Piece 25
Piece 10
Piece 4] Close
Piece 2
Piece 1
Deposit By [BETTER PLANING LIMITED
Deposit Procedure

» Click on teller operation

» Search the customer as described in ¢c. Above either by matricule number or

by account name

» Click and choose your account on the data grid (courant or daily savings or

epargne)

» Fill in the amount by which the account is to be credited

Account22200012301) Cowrant

Global Bank Teller operations 202110
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» Click on the add command key
» Fill in the denominations
» Click on the validate command to deposit amount.
» Click on ok to effect the transaction

» Click on double reduce or single receipt to print out a receipt
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5.0 CUSTOMER WITHDRAWAL

ChkType |Personal Che -~ | With TI'DE]SELF

[ 10 000]

~Ret

Withdrawal E3
-Cashier Print
[g90m | [can | [Cashier No 1 | Dauble Hedoced |
—Search =
1Customel MHame LI |lontah | Reduced Single J
Agence CpteJumelle LibCatCpte LibClient Statut Statut Acct.
» |99001 30010018701 Individual Savings Accd FONTAH FRU DERICK |Actif [etif |
99001 20010211801 Individual 5avings Accd TAYIM EPSE FONTAH KAchf Op. Date
Yalue Date
L« | s [or 70172021 |
[18157 | [99001 | [30010018701 | @7 | [FONTAH FRU DERICK =
Withdrawal / Hetrait
Bal [219728 [Cr | LOC [0 | Exp | Poss [219728 Cr wal. Bal. [219728
~ Suretee
Billet 10000 1 10 000 o |
Billet 5000 1]
Billet 2000 — Commands - 1
Billet 1000
Billot S00 Jiehiesh J
Piece 500
Fiace 100 v J
P!ece il Signature
Piece 25
bisce EH ACCT Historg |
Piece 5 -
Piece 2 -
Picro 1 e withdrawal Amount

Desc.

|E.ASH WwWITDRAWAL 100187 INDIVIDUAL SAVINGS ACCOUNT

List J

Done By

|FEINTAH FRU DERICK

| ID Mumber |

| Place

Close |

Withdrawal Procedure

» Click on teller operation

» Click on account withdrawal form from the drop list

» Click on the command key refresh

Commands

Refresh

Add

Signature

ACCT History

» Choose the account from which withdrawal is to be made

» Fill in the amount to be withdrawn in the analysis column

Billet 10000
Billet 5000
Billet 2000
Billet 1000
Billet 500
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» Fill in the information boxes below (chk type, with. Type, ref, id number and

place of issue)

ChkType - | With. Type| jHéf.| |

Desc. |CASH WITDRAWAL 000123 COURANT |
1D Numhel| | Place | |

CLICK ON THE ADD COMMAND, CHK TYPES: Can be either Counter Check, Personal
Check or Other Payment

WITHDRAWAL TYPES: Can be SELF, THIRD PARTY or NO NOTIFICATION
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6.0 PAYMENT OF MANAGER AUTHORISEDCHECKS
(OVERDRAFTS)

When a customer has no money in his account, and has been awarded an overdraft
by the manager, this amount is withdrawn from the account through this method.

Ref
[54321 VISUALISE AUTHORISED OVERDRAFTS ‘
Advi
['enomination SaldeClt Sens Optndmotint bl
b |STE TATCHEDA SARL 250000 [ | Double Heduced‘
| _Reduced Single J |
[« |
Account Number (16157 | (99001 | [ 12210012501 | [49 || STET| paythe overdraft?

Statut A

Billet 10000 25 250 000 ,— Qui Hon |
Billet H000 Rt ™ TETESET ! T
Billet 2000

Billet 1000 Op. Date

Billet 500 [paso1/2021 ] Add

Piece H0o

Piece 100 Val Date

Piece 50 Signature
Piece 25 gg
Piece 10

Piece ] Amount

Piece 2

Piece 1 250 000 Close

Ref |54321 Amount 250000 Chk Type |F‘ersonal Check j

Desc ||]K | WithDrawal Type |SELF ﬂ

Procedure: Overdraft withdrawal

e Enter the Check Reference Number

e C(Click on VISUALISE AUTHORISED OVERDRAFT

e Select the overdraft that was authorized on the Grid Below.

e Verify that all the information is correct as it is found on the check.
e Enter the denominations of the amount to be paid out.

e Select the Check Type and the Withdrawal Type
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e Control the Signature of the Customer by clicking on the SIGNATURE
COMMAND.

e C(lick on the Add Command to Validate the Transaction.
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7.0 PAYMENT OF AUTHORISED BUDGET EXPENSES

Expenditure is engaged by the manager or the operations officer, it can be paid out
by the cashier. E.g. Payment for water or electricity consumption by the bank.

Ref
VISUALIZE AUTHORIZED
[65455 | s ‘ REFRESH ‘
| BTmCode i.ﬁ.gence |E0decentre | Description [ D ebitdmaount [Authorizedby
[« | »
Budget Tr Acct 50888888801 _-| |[NDN CUSTOMER |
Advice
Op. Date il
Billet 10000 2 20 000 |:| Chetitannce ™
Billet 5000
Billet 2000 S
Billet 1000 Validation Ok
Piece 500
= =
Piece 25 [
Fieoe 10
Piece 5
Total Amount
Piece 2 Clase |
Piece 1 20 000
Ref |55455 | TVA | 0| Amount 20 000
Desc ||]|( |

| MON CUSTOMER |

Payment of authorized budget expenses procedure

e Enter the reference of the transaction voucher as has been given by the Manager
or the operations officer.

e Click on Visualize authorized expenses

e Select the payment account (Budget Transaction Account 888888)

e Enter the denominationsof the amount to be collected.

e C(lick on the Add Command.

e Print a receipt for the transaction
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8.0 CASH TRANSFER CASH PAYMENTS

When there is an inter-branch transfer that requires payment in the other branch by

cash, this form is used for the transaction.

The transaction is initiated by the

branch Manager or the Operations officer by releasing the funds from Payment

awaiting disposal account (back office operation) to be paid by the cashier (front

office operation).

Ref |

| Hom

Amount T.T_C. |

Desc |

Cash Payments and Transfers H
Reférence || SEARCH TRANSFERS REFRESH
CTmnCode Optrdmount Comadumount Fawdimount T andumount Dlescription
[+] | »
Advice
Transfer Payments Account L” ﬂ Double Reduced
Statut Acct. Reduced Single ‘
Billet 10000
Billet 5000
Billet 2000
Billet 1000 Op. Date
Billet 500
Piece 500 Brhe iy
Piece 100 Yal Date
Piece 25
Piece 10 Add
Piece ]
Piece 2 Amount (el fanee

Procedure: Cash Transfer Payments

e Enter the TRANSFER Reference Number

e Click on SEARCH TRANSFER COMMAND

e Select the TRANSFER record that was posted on the Grid Below.
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e Verify that all the information is correct as it is found on the transfer voucher.
e Choose choice of SMS if you want to send SMS to the recipient of the transfer.
e C(lick on the Add Command to Validate the Transaction.

e Print Receipt for the customer.
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9.0 CASH TRANSFER CASH RECEPTION

When there is an inter-branch transfer that requires cash being deposited by the
customer in the branch, thisform is used for the collection of funds. The
transaction is initiated by the branch Manager or the Operations officer. He posts

the required information for the transfer and sends the transfer voucher to the

cashier.

Online Cash transfert .
Relerence | SEARCH TRAMSFERS REFRESH
CTinCode Optrdsmount Comémount Pawdmount Tawdmount Dezcription
3
sms option
Op. Date
Billet 10000 ~ YES & NO
Billet 2000
Billet 1000 Val Date LN [EN -
L e [ ]
Piece 500
Piece 100 TELEPHOMNE
Piece 50 ,—
Piece 25
Piece 10 Advize
Piece ]
Piece 2 Amount Double Reduced ‘
Piece 1
Reduced Single
Commands
Amount H.T | | Com | | Optn Amount | Add ‘
Reference | | VAT | | Description |

Sender Info |

Receiver Infn|

Procedure: Cash Transfer Reception

e Enter the TRANSFER Reference Number

e C(Click on SEARCH TRANSFER COMMAND

Refrezh
Close

e Select the TRANSFER record that was posted on the Grid Below.
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e Select the transfer account for your branch (777777)

e Verify that all the information is correct as it is found on the transfer voucher.
e Enter the denominations of the amount to be paid out.

e Type the Identification Information and place of issue of the recipient.

e C(lick on the Add Command to Validate the Transaction.
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10.0 TERM AND TIME DEPOSIT WITHDRAWAL AND
DEPOSIT

Term and time deposits that are issued to customers that are not having a bank
account are treated here. The operations officer treats the transaction in the back
office and sends it to the cashier to either collect the funds during subscription

(deposit) or pay the customer when the deposit is mature (withdrawal).

Contract Num YISUALIZE CASH TERM DEPOSITS |
Advize

Double Reduced
Reduced Single

Agence MHumerocontrat CpteJumelleCC cptejumellecptetem Denamination

Kl | »

Op. Date
Billet 10000
Billet 2000
Billet 1000
Billet 500 Statut Acct. s
e T [ ]
Piece 100 Refresh
Piece 50
Piece 25 Add
Piece 10
Piece 5 Total Amount Cloze ‘
Piece 2
Piece 1
Contract Num | | Opt Amount | |
Term Deposit Accl_| | Description | |
Customer Account | | Customer Name | |

Cash Collection for Term Deposit
Procedure

e Enter the contract reference number

o Click on visualize term deposit command

e Click on transaction in the grid to select.
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e Verify that all the information is correct as it is found on the voucher.
e Enter the denominations of the amount to be paid out.
e Click on the add command to validate the transaction.

Time deposits deposit and withdrawal are treated in like manner.
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11.0 CASHIER OPERATIONS CONTROL

This Function accompanies the cashier to inform on all the transaction that have
been posted. It shows all the deposits and withdrawals, the cash situation (notes

and coins), previous days transactions of the cashier and the cashier balance

11.1 DAILY JOURNALS ( DEPOSITS AND WITHDRAWALS)

Chief Cashier Control Operations H
Branch [g9001 | [Better Planning Ltd =l
Cashier [cAam | [Cashier No 1 B3

| Begin  [Fpasm /2021 -]  End [Fggso1s2021 =1
D ailly Trans__J'Tlans_ Cash Situation/Situa. Caisse| Prev day tranz_ /Trans. veille Eheckllzashicgtialstent
Journalieres Solde
v withdrawals v Déposit
|Agence | CpteClient| D ateOper:| Serie | Date¥aleu| Devise | CodeLibell| D ebit | Credit| R
fagooi 130010211 2021-01-0| 55548 | 2021-01-1| 001 | dep | 0| S00000|D
< >
Credit | |
Debit | | | Display Print Copy

Daily Transaction Journal

e C(lick on the transaction tab as seen above

e Select check of entries to display by checking the checkbox (deposit,
withdrawal or both)

e Click on the display button to generate the journal.

e Click on the print button to print the transactions
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11.2 CASH SITUATION

Chief Cashier Control Operations H
Branch (99001 | [Better Planning Ltd =
Cashier  [CADT | |Cashier No 1 =

| Begin  [*Vip9701/2021 | End | pos01/2021 ]

Dailly Trans./Trans.

T[Zash Situation/Situa. EaisseTPlE‘l' day trans_/Trans. ‘I'Ei“ET

Check Cashier Bal/V¥enf.

Journalieres Solde
Caisse E10000 E5000 E2000 B1000 500 F500 P100
b [CADI 50 0 1] 0 1] 1] 0
[«] »
| 500 000
Total Cash Available Print Close

Cash Situation Procedure

e C(lick on the cash situation tab as seen above

e C(Click on the cash available tab

e Click on the print button to print the situation(notes and coins)
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11.3 PREVIOUS DAY JOURNAL TRANSACTIONS

Chief Cashier Control Operations n
Branch |99l]l]1 | |BettEI Planning Ltd j
Cashier |E.Al]1 | |Eashier Mo 1 j
| Begin  |~pgyois2020 2 -|  End [Fogyoiszozn -

Dall{"ilu-:-][";';;;rzlsans' Ttash Situation/Situa. EaisseTPlev day trans_fTrans. \reilleT Litt Eass’:::;?jleﬂalﬁe"['

[+ Retrait v Deposit

Agence |CpteClient| D ateDper:| Serie Date¥aleu| Devise CodeLibell Debit Credit ~
99001 50610119 2020-01-0( 12687 2020-01-0| D01 ret 35000 0
99001 37610125 2020-01-0( 12688 2019-12-3| 001 ret 5000 0
99001 37610125 2020-01-0( 12689 2020-01-1| 001 dep 0 2000
99001 37610051 2020-01-0( 12690 2020-01-1| 001 dep 0 4600
99001 37610127 2020-01-0( 12691 2019-12-3| 001 et 43000 0
99001 30010145 2020-01-0( 12692 2020-01-1| 001 dep 0| 360000
99001 37610127 2020-01-0( 12693 2020-01-1| 001 dep 0 30000
99001 37610134.) 2020-01-0( 12694 2020-01-1| 001 dep 1] 20000
99001 37610131 2020-01-0( 12695 2020-01-1| 001 dep 0 10000
99001 376101221 2020-01-0( 12696 2020-01-1| 001 dep 0 10000
99001 37610090 2020-01-0( 12697 2020-01-1| 001 dep 0 2000
99001 376101241 2020-01-0( 12698 2020-01-1| 001 dep 0 2000
99001 37610084!) 2020-01-0( 12699 2020-01-1| 001 dep 0 1000

99001 50610028 2020-01-0(12700 2020-01-1| 001 dep 0 40000 .,
'S D T T T | e

Displa Print ‘ Cloze
— Debit | ]

Previous Day Transactions Procedure

e Click on the previous day transaction tab

e Enter the date

range

e Check the boxes (deposit; withdrawal or both)

e Click on the display tab

e Click on the print button to print the transactions.
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11.4 CHECKING OF CASHIER BALANCE

Chief Cashier Control Operations H
Branch (99001 | [Better Planning Ltd =]
Cashier |CAI]1 | |Eashier No 1 j

| Begin  [¥pgs01/2021 -] End [Fogsois2021 -

Da"ﬁ'ﬂn’;’;ﬁ":ﬂ;ans' TEash Situation/Situa. EaisseIPrev day trans_fTrans. veiIIeI ERECH Eassl:j:;leBaINeril_
Beginning Balance ||] | Cash Available |25|]|]|][| |
Day Withdrawals |IJ | Day Deposits |5l]l]l]l]l] |
Balance |5|]|]|]|]|] |
Owverage/Shortage

Overage ‘I] | Shorntage |25I]I]I]I] |
Commands

| Balance Check | Close

Check Cash Balance Procedure

e C(Click on the check cashier bal tab
¢ Enter the amount of cash available in your tilt on the cash available text box.
e C(Click on the balance check command

e Take note of amounts: withdrawals, deposits, overage, shortage

12.0 CHANGE OF NOTES AND COINS

This tool is designed to handle all currency changing operations i.e. changing

money from notes or coins to notes or coins.
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Motes and coins change H
Branch (99001 | [Better Planning Ltd |
Cashier  [CAD1 | [Cashier No 1 |

Operation Date |=1$|]9;|]1 2201 j
MHotes and coins change
Motes and coins in HNotes and coins out
Coupure Oty Amount Coupure Oty Amount
10 D00 1 10000 10 000
5 000 5 000
2 000 2 000 L] 10000
1 000D 1 000
500 note 500 note
500 coin 500 coin
100 100
50 50
25 25
10 10
Lt 5
2 2
1 1
| 10000 | 10000
Change | Close |
Procedure

o Select Tellers operations (or manage cashier)

e Select Change Notes and coins

¢ Fill the branch and cashier you wish to display
e Enter the amount of the money you intend to change in the amount field

e Enter the denominations of the Notes and Coins coming in (received from
member) and the denominations of the notes and coins going out (paid to
member).The total of these two fields must be equal.

e Click on ADD to validate transaction.

NB: check money for counterfeits.
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13.0 VERIFY AND VALIDATE OPERATIONS WITH
CHIEF TELLER

It is normal routine that every day before the cashier begins the day’s operations
he/she will need his/her vault to be replenished by the chief teller or sometimes
would need to transfer money at the end of the day to the vault (correspondent,
liaison or Caisse). When money moves from the chief teller to the cashier or from
the cashier to the chief teller, this tool is used to confirm or reject transactions
(received and transfers). 1t is possible to view all confirmed and rejected
transactions at any point in time. If transactions are not confirmed or rejected, it

would not be possible for the cashier to close the day’s operations.

Validate Transfers n
Date Operation
Date debut |/v 09/01/2020 + Date Fin [v 0970172021 - S
List Of Yalidated Transfers/Liste des Transferts Deja Validees
amount *alidation t_l,lpeop_ W Status Chil Telld CaisseDe: o Teans
} | 2000000 1 Receive H|CONFIRMED pelMAICADT —]
2000000 1 Transfer H|CONFIRMED pel MAICADT
2000000 1 Transzfer M| CONFIRMED pel MAICADT Rejected Trans |
5000000 1 Transzfer M| CONFIRMED pel MAICADT
1500000 1 Receive M| CONFIRMED pel MAICAD1
1000000 1 Transfer M| CONFIRMED pel MAICAD1
1000000 1 Transfer M| CONFIRMED pel MAICAD1
| [soo000 1 Transfer M| CONFIRMED pel MAICAD1
1000000 1 Receive M| CONFIRMED pel MAI CAD1
2000000 1 Tranzfer M| CONFIRMED pel MAI CAD1
2000000 1 Receive M| CONFIRMED pel MAI CAD1
| |s500000 1 Receive M| CONFIRMED PE MAI CAD1
2000000 1 Receive M| CONFIRMED PE MAICAO1
4000000 1 Tranzfer M| CONFIRMED pel MAICAOT
5000000 1 Tranzfer MICONFIRMED pelMAICADT ™
. | [
Transzaction data
Ref ransaction  [RCVCA090120000000001 |  Date Trx (0940142020 |
Mt transaction [2 ooo ooo |  Type T [t to VALT |

Procedure

e Click on the teller operation module

e Click on verify cash transfer confirmation information in the drop list
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¢ Fill in the begin and end date for the period you want to verify cash

e Click on the command ‘pending transaction’ to view the pending transaction

if to confirm or reject it
e C(lick on the confirm transaction in order to confirm a transaction

e Click on reject command in order to reject a transaction
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14.0 PRINTING OF DUPLICATE RECEIPT

TELLER DESKTOP PROCEDURES

Date Operation

Date debut 0970172021 =

D ate Fin

09401 /2021 -

|Cuslomer M atricule j |

Hame

|TAYIM EPSE FONTAH MATILDA NCHANG

Client Cptelumelle D enormination D ate0peration Description D ebit Credit
200109 30120010901 | JERADINE|31/12/2021 Cw:CASH WITDRAWAL 20000 [1]

p 102118 30010211801 TAYIM EP409/01/2021 CD:CASH IN 102118 INI0D 500000
200628 37620062801 TCHEKOUI 0770172021 CD:VERSEMENT ESP. 10 2000
200671 I7620067101 NGOMO A/ 0770172021 CD-VERSEMENT ESP.FD 5000
200632 F7620063201 NDZANG | 07701072021 CD:YERSEMEHNT ESF. |0 1000
200621 I7620062101 MYOGO EL 0770172021 CD:VYERSEMEHNT ESP. |0 S000
200622 37620062201 SADEUH F 0770172021 CD:VYERSEMEHNT ESF. |0 2000
200572 37620057201 TEFOUET |0770172021 CD:YERSEMENT ESF. |0 10000
100836 37610083601 MEKWENTI 0770172021 CD:CASH IN AYAFOR CO 50000
101985 37610198501 MARIE 50| 0770172021 CD:CASH IN AYAFOR C O 10000
102161 37610216101 SIH WUNG 0770172021 CD:CASH IN AYAFOR C O 10000
101863 37610186301 ETAPE MA 0770172021 CD:CASH IN AYAFOR C O 5000
101905 37610190501 DOUD TAW 0770172021 CD:CASH IN AYAFOR C|D Fooo
102002 37610200201 DJALEU FRO7/01 /72021 CD:CASH IM AYAFOR C|D 4000
101860 37610186001 NGUEMEZ| 0770172021 CD:CASH IN AYAFOR C|D S000

[«] |
Transaction data
Customer Date Trx Ref Trx [DEP03012100000000001 Amt trx [ 500 000 |

| Desc |ED:E.ASH IN 102118 INDIVIDUAL SAVINGS ACCOUNT | (=]

Procedure

e Click on the teller operation module

e Select Receipt duplicate menu

e Search for deposit or withdrawal to be printed

¢ Click on the on printer icon to print transaction
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15.0 CHIEF TELLER ADJUSTMENTS

This tool is used by the chief teller to manage tellers. It is a control tool to verify if

the cash at hand is equal to computer balance at the end of the day.

Currency  [po1 "~| [Franc Communauté Financiére Africai |

Branch  [39001 [Better Planning Ltd |
Cashier  |CAD1 |Cashier No 1 |
Chief Teller Adjust End of Day Commands
Avwvailable Physzical Balance Computer Balance VERIFY BALANCE

Denom. Quantity  Amount Oty
10 000 4 40000 50
5 000 1 5000 0 Adjust Cashier >
2 ooo 1 2000 0 Close:
jaon 1 1000 0 A o
S00note 1 500 0 '.QJ You don't have privileges
500 coin |1 500 0 —
100 1 100 0
50 1 50 [1]
25 1 25 0
10 1 10 [1]
5 1 5 1]
2 [ | [z || [o |
U [ | [1 || [o |

TOTAL  [49183 ] [ |

Procedure

o Select Tellers operation

e Select adjust cashiers

¢ Enter the quantity of the denominations with cashier

e C(lick onverify balance.

NB: balance could either be a surplus (when computer balance is less than
available physical balance) or shortage (when computer balance is more than

available physical cash).
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16.0 CHIEF TELLER TREASURY OPERATIONS

This function is used to transfer or receive cash from the vault, manage shortages
or overages.

16.1 Transfers to Vault

This is when the chief cashier transfers cash to a Correspondent (different bank),
Liaison (member branch) or Caisse (Cashier in the same branch).

Vault transaction .
Branch (99001 | [BETTERPLANNING AK'WA DOUALA |
| Op Date [Fioesoas2021 - |
Op. de tresoreriefTreasury Op. T W alidatiar trf. AT rf. walidation T Liste trf. A Trf. list
Paraméters
Denom. Quantity Amount
TrfType |Eorlespundent ﬂ Optn Type [Transfer -
10 000 14 140000
5 000 1 5000 B ank/banque
2000 [o = 001 | |MFC Current |
1 00O 0 1}
2flnote. (0 o Tranfer's data
500 coin |0 1] Reference |1 5485 |
on 0 il Description [SEND TO BANK |
50 0 1}
95 o = Total to Transfer | 145000 |
c 0 0 GL [5612200000 | [R | [Nfc Current Account |
5 0 1}
2 1] 0
1 0 0
Commands
Hew Add List Print Cloze
Procedure

e C(lick on Tellers operations

o Selecttreasury operations

e (Click new button to clear form
e Enter branch and cashier details

e Enter denominations of currency to be transferred
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e Select transaction type; correspondent (when transferring to a different
bank), caisse (when transferring to the bank’s internal cashier) or liaison

(when transferring to another member branch) and select operation type as

transfer.

TELLER DESKTOP PROCEDURES

e Enter reference and short description

e Clickadd to validate transaction.

16.2 Receiving from Vault

This tool is used when the cashier receives cash from a Correspondent

(different bank), Liaison (member branch) or Caisse (Vault at same branch).

Vault transaction

Branch |39|]|]1

| [BETTERPLANNING AKWA DDUALA

| Op Date 260472021 -]
Op. de tresorerie/Treasury Op. | alidation ./ Tr. validation | Liste bf./Tif. st
Paraméters
Denom. Quantity Amount
TifType |[Zullespundent j Optn Type |Receive -
10000 |1 10000
5 000 1 5000 Bank/banque
2000 g 2000 001 _~ | |NFC Current |
1 000 1 1000
2linote 500 Tranfer's data
500 coin |1 s00 Reference |2544 |
100 1] 1] T
o Description [RECEIVE FROM BANK |
1] 0
25 0 - Total to Transfer | 19000 |
10 0 0 GL (5612200000 | [R | [Nfc Cunrent Account |
5 1] 0
2 1] 0
1 0 0
Commands
Hew Add List Print Cloze
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Procedure

e (lick on teller operations

e Selecttreasury operations

e Refresh to clear form
e Enter branch and cashier details
e Enter denominations of currency to be transferred

e Select transaction type; correspondent (when receiving from a different
bank), caisse (when receiving from the bank’s internal vault) or liaison (when

receiving from another member branch) and operation type as receive.
e Enter reference and short description
e Clickadd to validate transaction.

NB: For shortage and Overage operation types use only Caisse as transaction
type. Do not use Correspondent or Liaison as transaction type.
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17.0 CLOSE OF TELLER

This enables every teller to close his or her day’s operations.

Close of Day ===> TellerClose [ x |
Curmnrency
|DD1 j |Franc Communauté Financiére Africai | | """" Eashl:onlloll Balanca Venficatnn |

TellerClose End of Day Adjustment

Avwailable Physzical Balance Computer B alance Beginmngitialance I:l
(O DayDeposite [ |
10 000 o 0
500 coin fi] 0

Balance Available For Start of Mext Day

100 1] 1]
50 I} 1]
25 L] o
10 1] 1]

o a Teller Close |
= [o | [0 |
L |l] | |D | Print Confirmation |

T |D | | Close |

Procedure

o Select Teller operations

e Selectclose cashier

e Fill in currency

e Enter the denominations you opened the previous day with or the

denominations the chief cashier has used to transfer money to your centre.

o Click on control cash, (it displays the computer balance. 1f balance is ok

the teller close button will be activated)

o Click on teller close to close the day.
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