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About this manual

This manual explains how to install and use Sobel Susu, from setting up a susu
company to collecting every day in the field, paying withdrawals, receiving the cash of
field workers, lending to savers and keeping the books of account. It is written for
everyone who uses the system: the system administrator who runs the installation
for many companies, and in each company the owner, manager, accountant, cashier,
loan officer, auditor, field workers and customers.

Part 2 covers installation on cPanel hosting. Part 3 sets up a company. Part 4 is the
daily work of the office and Part 5 the collector app of the field workers, including
how it works without network. Part 6 covers loans, Part 7 the customer portal, and
Part 8 the reports and the books of account, written so that an accountant can check
every figure against the transactions behind it.

You do not need to read it from cover to cover. Read Part 1 first, then go to the
chapters for your own work. The screens in this manual come from a sample
company; the names and figures in them are not real.

Your company's screens may show different colours, a different logo and only the
menus your role allows. Small differences in wording may also appear as the system
is improved; the steps remain the same.

Conventions used in this manual

Example Meaning

Daily work » Receive a A path in the menu: open Daily work, then Receive a deposit.
deposit

Save A button, tab or word on the screen.

ABSUSU Something you type.

Note: Extra information worth knowing.

Tip: A quicker or better way to do something.

Caution: Something that cannot easily be undone, or that affects security.




Help inside the system

The same steps are available in the system itself under How to use this system
(customers and field workers: Help or How to use the app).



Part 1

Getting started



Chapter 1

About the system

What Sobel Susu does, who uses it and how the parts fit together.

Sobel Susu runs a susu company: the daily collection of savings from traders, artisans
and workers by field workers who visit them every day. It keeps every customer's
card and balance, every cedi collected and every cedi paid out, and it keeps the books
of account of the company at the same time. One installation serves many susu
companies. Each company has its own customers, staff, branches, colours, logo and
sign-in page, and no company can see the records of another.

The work of a susu company follows a daily cycle:

1. Collect: in the morning and afternoon the field workers visit their customers in
the markets, lorry stations and shops. On the collector app they choose the
customer, the number of days paid, take the cash and tap Collect. The customer
gets an SMS at once.

2. Deposit at the office: customers may also pay at the office, send Mobile Money
to the company wallet, or deposit online from the customer portal through
Paystack.

3. Commission: the first day of every card of 31 days is the company's commission.
The system takes it when the first day of a card is paid.

4. Cash-up: in the evening every field worker hands in the cash at the office. The
cashier counts it; the system already knows what the worker collected, so a
shortage is seen at once and recorded against the worker.

5. Withdraw: a customer asks for money through the field worker, at the office or
on the portal. A manager approves it when it is above the company's limit; the
cashier pays in cash or by Mobile Money.

6. Lend: good savers may borrow. The field worker collects the repayments together
with the susu.

7. The books: every deposit, commission, withdrawal, cash-up and loan is posted to
the double-entry books as it happens. The accountant adds the expenses, and the
financial statements are ready at any time.



1.1 Cards, days and commission

A daily susu customer agrees a fixed amount a day, for example GHC10. The days are
counted on a card of 31 days (the length can be changed for each kind of account).
When the customer pays, the field worker records the number of days: one day, or
several days at once when the customer pays for the days ahead or for days missed.
When a card is full the next payment starts a new card.

The company's commission is the usual susu commission: one day's amount of each
card. It is taken when the first day of a card is paid, and it shows on the customer's
statement and SMS. A company may instead take more days, a percentage of each
deposit, or nothing. A savings account takes any amount on any day and usually has
no commission.

Example: GH¢10 a day Amount

Card of 31 days paid in full GH(310.00
Commission (day 1 of the card) (GH(10.00)
Customer's money on the card GH(300.00

1.2 Who uses the system

Account Who What they do

System
administrator

The company that runs
the installation (Sobel
Technology or a

Adds susu companies, sets their look and
plan, sells SMS units, sees every company's
logins. Uses the console.

reseller)
Managing The owner of a susu Everything in the company.
Director / Owner company
Operations Runs the office day to Customers and their approval, approval of
manager day withdrawals and loans, reversals, field
workers, cash-up and reports.
Accountant The books Expenses, transfers, bank and MoMo

reconciliation, fixed assets, budget and the
financial statements. Can also receive cash
and pay withdrawals.

Cashier / teller The counter

Deposits at the office, paying withdrawals,
receiving the cash of field workers.




Loan officer Loans Loan applications and the follow-up of
customers in arrears.

Auditor Internal or external Sees every record and report; cannot change

audit anything.

Field worker The collector The collector app on a phone: collections,
loan repayments, new customers and
withdrawal requests for their own customers
only.

Customer Each saver The customer portal: balances, cards,

statements, withdrawal requests, online
deposits, loans and complaints.

1.3 The parts of the system

Part

Address

Used by

Main website

https://susu.shslive.com/ | Companies that want to join;

anyone. Shows features and
prices and has the application
form.

Company sign-in
page

/login.php?company=ABSUSU

Everybody in a company: staff,
field workers and customers.
The page shows the company's
logo and colours.

Office pages /app/ Owner, manager, accountant,
cashier, loan officer, auditor.

Collector app /collect/ Field workers, on an Android
phone.

Customer portal | /portal/ Customers, on a phone or

computer.

Mobile app

Android and iPhone

Field workers and customers;
the same work as the collector
app and the portal (Part 6).

Company public
page

/company . php?s=ABSUSU

Anyone: about the company,
kinds of account, offices, and a
complaint form.

Console

/platform/

The system administrator only.




Note: Every person signs in at the same company sign-in page. The system knows
from the username whether the person is staff, a field worker or a customer, and
opens the right part.

ascbe| SUSU  Features Pricing  Getting started  Questions  Contact Sign in Apply

Run your susu company
on your phone and
computer

Good morning, Kofl

Sobel Susu keeps every customer's card, every cedi

collected and every cedi paid out. Field workers
record collections on their phones, even with no
network, and the customer gets an SMS for each
deposit.

~GH(100.00 GHC4,180.00 -GHES271 GHC123.700.00
For susu collectors, susu enterprises and savings

companies with one office or many branches. Cash-up,
withdrawals, loans and the books of account are done for
you.

Apply for your company Signin

GHE25,325.07 00% 0

dashboard: today's collections, cash with field workers, withdrawals waiting, loans

What the system does

The main parts, with screens from a sample company.

Figure 1.1: The main website, where susu companies apply to join




Chapter 2
Signing in and finding your way

The sign-in page, the menu, the customer search and the help inside the system.

2.1 Signingin

1. Open the company's sign-in link, for example
https://susu.shslive.com/login.php?company=ABSUSU. Bookmark it,
or on a phone add it to the home screen.

2. The Company code is filled in from the link. If it is empty, type the code from
your login slip or SMS.

3. Type your Username: staff use their staff number or the username given to
them (for example cashier), field workers their staff number (ABSUSUS001),
customers their customer number (ABSUSUGO015).

4. Type the Password from your login slip or SMS (customers get a 6-digit PIN)
and click Sign in.

5. The first time, you are asked to choose your own password. Use at least 6
characters; staff should use 8 or more with numbers and letters.

Abusua Susu Enterprise
taff,field workers and customers sign in here

Company code

ABSUSU

Figure 2.1: The company sign-in page

After five wrong passwords the account is locked for 15 minutes. Forgot your
password? Click Forgot password?: a code is sent by SMS to the phone number on
your account. A manager or the owner can also give a new password under Setup »
Users & logins.
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Caution: Never tell anybody your password or PIN, also not a field worker or the
office. The company never asks for it. A field worker who knows a customer's PIN
could ask for withdrawals in the customer's name.

2.2 The office pages

On the left is the menu. It shows only what your role may do. The groups are:

Group What is in it

Daily work Receive a deposit, Withdrawals, Cash from field workers,
Transactions, Complaints.

Customers All customers, Register a customer, Waiting for approval, Import from
Excel.

Loans All loans, New loan application, In arrears.

Reports Reports and the Field workers page.

Books of account

Books home, Financial statements, Record money out / in, Journal,
Bank & MoMo reconciliation, Fixed assets, Budget.

Communication

Send SMS, Message history, Notices.

Setup

Company settings, Branches & areas, Susu & loan products, Staff,
Users & logins, Activity log.

A red number next to a menu item shows work waiting: withdrawals to approve,
customers to approve, field workers who have not handed in cash, complaints not
answered. The box Find a customer at the top finds a customer by name, customer
number, account number or phone and opens the customer's page. The Find a page
box at the top of the menu jumps to any page by name.

n




Abusua Susu Enterprise Find a customer C @ Kotl Adveman,

Abusua Susu

All branches s

@ Dashboard Signed in as Managing Director / Owner. Full control of the company: settings, branches, staff, logins, money, loans, the books and every.

report. How to use this system

@ How to use this system

DAILY WORK Your daily tasks: | |l Reports 2t Customers ‘ ‘ # Field workers | ‘ BB Withdrawals | B Financial statements ‘ [ settings
Re:
wit 10 withdrawal requests are waiting for approval. Check them
sh from field wor 5 customers registered by field workers wait for approval. No deposit can be taken until approved. Approve them
Transactions
1loan application to decide. Open them
Complaints
44 SMS to customers not delivered yet. See them
STOMERS
All customers 5 complaints from customers not yet answered. Answer them
2+ Register a cu - -
Cash not handed in from earlier days: Hawa Osei GH$20.00 (since 03/11/2026); Receive the cash
Waiting for a
Deposis today Withdrawals paid today Cash still with field workers Customers® money held
B Import from Excel
GH(65.00 GH(1,300.00 -GHC3.M GH(C139,225.00
21 deposits - field GHC45.00 Commission today GHC0.00 receive cash 125 ustomers - 5 new
LOANS a
(* Logout
s Qusiandin Poctiolin ot cisk (30 daye) Dormant 4

Figure 2.2: The dashboard of the owner

The dashboard shows the day: deposits and withdrawals today, cash still with field
workers, the customers' money held, loans outstanding and portfolio at risk, dormant
accounts and a list of what needs attention. Staff with a branch see only their branch;
the owner, accountant and auditor can choose the branch at the top right.

2.3 Help inside the system

How to use this system (top of the menu) has the steps for each role, the same as in
this manual but shorter. Field workers find it in the collector app under the menu
How to use the app, customers under More » How to use the portal.

Tip: The moon icon at the top switches between light and dark screens. The choice is
kept on that device.
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Part 2

Installation

13



Chapter 3
Installing on cPanel

Putting the system on your own web hosting, step by step. Done once by the system
administrator; every susu company then runs on the same installation.

3.1 What you need

Item Details

Web hosting with cPanel | Linux hosting with PHP 8.1 or newer, MariaDB 10.5+ or MySQL
8, at least 2 GB of disk, SSL (HTTPS) and Cron Jobs. For more
than about 20 companies or 20,000 customers use a VPS or a
business hosting plan.

A domain or subdomain For example susu.shslive.com.

The installation file sobel_susu_complete.zip. It holds everything except
your private settings file config/config. php.

Services (optional) Arkesel for SMS (strongly advised: the SMS to the customer on
every deposit is the main protection against collectors keeping
money), Paystack for online deposits.

3.2 Step 1: PHP version and extensions
1. In cPanel open MultiPHP Manager (or Select PHP Version). Choose your
domain and set PHP 8.1 or newer.
2.1n Select PHP Version » Extensions, tick: mysqli, mbstring, gd, curl,
fileinfo, openssl, zip, xml, xmlreader, iconv, intl.
3. In MultiPHP INI Editor set upload_max_filesize and post_max_size to
16M, max_execution_time to 120 and memory_limit to 256M (the Excel

import and the full set of financial statements need it).

3.3 Step 2: subdomain and SSL

1. Domains > Create a new domain: type susu.shslive.com. Note the folder
cPanel suggests, e.g. /home/USER/susu.shslive.com.

2.SSL/TLS Status > tick the domain > Run AutoSSL. Wait for the green padlock.
The system must run on https://: the collector app works offline only on

14



HTTPS, and Paystack refuses plain HTTP.

3.4 Step 3: the database
1. MySQL Databases > Create New Database: susu (cPanel adds your prefix, e.g.
myuser_susu).
2. MySQL Users » Add New User, with a password from Password Generator.
Keep the full user name and password in a safe place.

3. Add User To Database: choose the user and the database, ALL PRIVILEGES,
Make Changes.

Caution: Never send the database password by WhatsApp or e-mail and never put it
in a zip file. If it has been shared, change it at once in cPanel (MySQL Users » Change
Password) and then in config.php.

3.5 Step 4: upload the files

1. File Manager > the domain folder » Upload » sobel_susu_complete.zip.

2. Right-click » Extract. index . php and the folders app, collect, portal,
platform, 1ib, config must be directly in the domain folder. Delete the zip.

3. Settings (top right) > tick Show Hidden Files. Check that the . htaccess files

are there: they close the private folders and the folders of customer photos and ID
cards.

3.6 Step 5: the settings file

In config copy config.sample.phptoconfig.php and edit it:

Setting What to type

"host' localhost on almost every cPanel server.

'user', 'pass', Database user, its password and the database name from step 3,
"name’ with the prefix.

"app_name' The name shown on the website and in messages, e.g. Sobe 1
Susu.
'"base_url' Full address without a slash at the end:

https://susu.shslive.com
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'base_domain'

susu.shslive.com

'use_subdomains'

false. Set true only after a wildcard subdomain

(*.susu.shslive.com) exists; each company can then use
slug.susu.shslive.com.

'"timezone' Africa/Accra

"debug' false onallive server.

'sms' The platform's Arkesel API key and sender ID (max 11 characters).
Companies use these with SMS units you sell them, or their own
key.

'paystack’ Platform keys only if the platform collects for companies;
normally each company enters its own keys.

'mail’ Sender e-mail for password reset and alerts.

"app_key' At least 32 random characters. It encrypts the API keys stored in

the database and the saved passwords in the console. Write it
down and never change it.

3.7 Step 6: create the tables and your console login

1.0pen https://susu.shslive.com/install/setup.php.

2. Type the app_key from config.php, your name, e-mail and a strong password.

3. Click Install. The tables are created and you are taken to the console sign-in.

4.In File Manager delete install/setup.php.

With cPanel Terminal:

cd ~/susu.shslive.com
php install/setup.php "Your Name" you@example.com 'StrongPassword’
rm install/setup.php

3.8 Step 7: the cron job

Every ten minutes the system checks online deposits of customers who closed the
browser before returning from Paystack, posts anything missing in the books and the
monthly depreciation, sends again every SMS that could not be sent (no units, SMS
service down), and after 6 pm sends each field worker who still holds cash, and the

managers, an SMS.
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1. Cron Jobs > Common Settings: Once Per Ten Minutes.

2. Command:

php /home/USER/susu.shslive.com/cron/run.php > /dev/null 2>&1

If the host has several PHP versions use the full path, e.g. /opt/cpanel/ea-
php82/root/usr/bin/php. Run the command once in Terminal to check: it prints
one line with what it did.

3.9 Step 8: writable folders and backups
storage and up loads must be writable (folders 755, or 775 if uploads fail).
A susu company holds other people's money: back up every day. In cPanel Backup

download the database and the up loads folder, or use JetBackup if your host has it.
Keep at least one copy off the server. Test a restore on a copy once a month.

3.10 Updating to a new version

1. Back up the database and files.

2. Upload the new zip and extract it over the old files. Your config/config.php
and uploads are not in the zip and are kept.

3. Open any page: database changes of the new version run by themselves once.

17



Chapter 4
The console: adding susu companies

The system administrator adds each company, gives it a plan and a look, sells SMS
units and helps with logins.

Sign in at /platform/login.php with the e-mail and password from setup. The
Overview lists every company with its customers, staff, plan, SMS units and last
sign-in.

Sobel Susu = system console Find a company < @ puompamn
System console 2o 5y traton

Signed in as System administrator. Runs the whole system: adds companies, sets their look, plans and SMS credit, and can see every
company's logins. How to use this system

® Overview

+ Add a company

i = oo

i Al companies

Q Applications

Name, code, phone Al statuses ¢ || Fiter |
+ Add a company n

Company Code Country Customers Staff Plan SMSunits  Last staff sign-in Status

re ing & look
@ Branding & look ABSUSU  Ghana 125 12 none - 04/1/2026 04:19 [ctive |
BILLING
: GOLDH  Ghana 84 15 none - never Phciive

® Plan

YOl Monaat sk VOMSU  Ghana 80 12 none - never [hcive

Ho 05!

= sign-in log

& Testdata

@ Howtouse

(» Logout

Figure 4.1: The console overview

4.1 Adding a company

1. Companies » Add a company.

2. Company: full and short name, Company code (2 to 12 letters, e.g. ABSUSU; it
starts every customer, account and staff number and cannot be changed later
without confusion), licence or registration number (Bank of Ghana or
GHAMFIN), country, town, phone and e-mail.

3. Starting set-up: the recommended set-up adds a daily susu card (31 days, one
day commission), a flexible savings account and a trader loan. Choose Head
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office branch and the chart of accounts only for a company with very
different products.

4. First administrator: the owner's name and phone. A username is suggested
(code.admin).

5. Subscription: plan, dates and agreed price, and opening SMS units.
6. Look of the company: logo, colours and font (can be done later).

7.Click Create company. The page shows the code, username and first password;
tick send by SMS to send them to the owner.

Sobel Susu = system console Find a company ¢ @ grsomadmn,
o 25 System administrato
s Add a company
ind a page Company details, its look and its first administrator. Everything except the code can be changed later.
@ Overview Company First administrator
COMBANIES) Full name Shert name Name
= All companies
Q Applications Company code Web address Licence / registration no. Phone Email
Bank of Ghana or GH/

+ Addacompany

Used to sign in and to prefix  used u

. De Username
@ Branding & look
code.admin
Country Town / city Time zone
Ghana : Africa/Accra
Phone Email Subsecription
Status Plan
Starting set-up Title of head Active . No plan yet
settings Daily susu card and savings account, aloan pr # | Managing Director
. From To Price

E
& Sign-in log 1/04/2028 mm/dd/yy8 plan
& Testdata Opening SMS units

Motto Name of head

100

© Howtouse
+ Logout Postal address

Figure 4.2: Adding a company

A company can also apply on the main website. Its application appears under
Companies » Applications; Set up this company fills the form from the application.

4.2 The company page in the console

Click a company. You see its figures (customers, staff, field workers, customer
balances, deposits in 30 days), the sign-in link, the owner's login, the subscription,
platform bills and SMS units. From here: All accounts (every login of staff and
customers, with password reset and login slips), Branding & look, Online
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payments (Paystack keys for the company), Edit details, the status (active, trial,

suspended, closed) and modules.

All companies

Q Applications

+ Add a company

@ Company details

counts & login slips

& Online payment:

@ Branding & look

BILLING

® Plans

© SMS credit

¢ Logout

= system console Find a company « @,

Abusua Susu Enterprise

Code ABSUSU - sign in at https

4 All accounts

shslive.com/login.php?company=ABSUSU

@ Branding & ook

Active

Customers statf i SMS (30 dlays)
125 12 5 44
139,225.00 84,445.00
Login detals click a password to show it Subscription
Sign-in page Plan From To price
hslive. i usu ©
Starter & | 11/04/208 | mm/ddA8 | plan
Gompany code
ABSUSU B add the plan's SMS units
Administrator  Username  Password Last sign-in
Platform bills
041112026 r |
eset
04:07
Period e.g. Novem! | | 125 cus | | Amount (autc | [ECEECT]
No bills raised

# Edit details

Company details

Full name Abusua Susu Enterprise SMS units - balance 0

Short name Abusua Susu

Licence no. BOG/SC/2686 Units (+/-) Payment ref Add
Motto

Figure 4.3: A company in the console

Status Effect

Trial / Active Everybody can sign in.

Suspended Nobody in the company can sign in (e.g. unpaid bill). All records are
kept.

Closed As suspended; the company no longer appears in lists.

Delete Removes the company and everything in it for good. Type the
company code to confirm. Use only for test companies.

4.3 Plans, bills and SMS units

Billing » Plans & bills holds the plans shown on the website: price per active customer
a month, flat per month or per year, the most customers, SMS units included and the

modules. Raise bill on a company's page makes a bill for a period; the number of

active customers is filled in. Record payments of bills there too.
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Billing » SMS credit: add units when a company buys SMS (type the number of units
and the payment reference). Each SMS of up to 160 characters uses one unit. A
company that enters its own Arkesel key in its settings uses its own account and no

units.

Sobel Susu
System console

NIES

All companies

company
@ Branding & look

BILLING

® Plans & bills

Sign-in log

& Testdata

© Howtousetl

# Chanoe nassword

(» Logout

= system console

Plans

Find a company

Modules ticked here are a guide for what each plan includes. Switch modules for each company on its page.

Starter 0

Name

Starter
Price Charged

0.00 per active |
Max SMS units
customers

500
500

0 Accounting and financial
statements

(O Customer portal and online
deposits

[ Loans to customers

SMS and notices

available

Unpaid bills

Bill Company

Nothing outstanding.

Standard 0 companies

Name

Standard
Price Charged

0.00 peractive &
Max SMS units
customers

3000
3000

O Accounting and financial
statements

Customer portal and online
deposits

Loans to customers

SMS and notices

available

Period

Premium 0 companies

Name

Premium
Price Charged

0.00 per active: &
Max SMS units
customers

10000
na limit

[ Accounting and financial
statements

Customer portal and online
deposits

B Loans to customers

SMS and notices

@ available

Amount

System Admin

New plan
Name
Price Charged
per active: %
Max SMS wnits
customers
0

o limit

([ Accounting and financial
statements

([ customer portal and online
deposits

O Loans to customers

[0 sMs and notices

B avaiable

Paid Due

Figure 4.4: Plans

4.4 Test data

System » Test data creates complete test companies (Kumasi, Accra, Ho) with months
of daily collections, cash-ups, withdrawals, loans, complaints, expenses and books, to
train staff or show the system. Every test login uses the password Test@1234. Delete
test companies before going live, or use them only on a copy of the system.

21



a Sobel Susu

MPANIES

All compani

a company
@ Branding & look

BILLING

Sign-in log

4 Testdata

System console

Test data

Complete susu companies with mont

Iy col

Create test companies

Each test company has: branches with collection
areas; owner, manager, accountant, two cashiers,
loan officer, auditor and field workers; customers with
daily cards and some savings accounts, collected day
by day (now and then several days at once, at the
office or by MoMo); a cash-up every evening with a
few shortages; withdrawals when cards are ful, loans
to good savers with repayments, some reversals,
complaints, notices, expenses and depreciation, sa
the books and financial statements are complete.

size Days of history

Medium (about 25a ¢ | 3 months :
How many

1 company S

All 3 test companies exist. Delete them to start
again.

e limit, create one ¢

eed. php 3 mediumon the

Use test data on a test copy of the system, or delete it

before real companies start. Every login in a test company

uses the password Test@1234

ections, for trying out every part of the system

Test companies

Company Code Customers
‘Abusua Susu Enterprise AR i
Golden Hands Susu

Services GOLDH 86
Accra

Volta Mutual Susu Ltd VOMSU 62

Ho

Test logins (every company, password Test@1234)

adni Owner / managing director (everything)

Accountant (books and statements)

a company C

System Admin
stem ad

Delete all test companies

staff

12

signin
sign-in

page

sign-in
page

sign-in
vage

Branch manager (approves withdrawals, loans, reversals)

cashier Cashier (office deposits, withdrawals, cash-up)

oans Loan officer

A customer (customer numbers)

Replace CODE with the company code, e.g. Assususao,

Auditor (sees everything, changes nothing)

Delete

lete

Delete

A fiield worker (collector app; staff numbers CODES001 and up}

Figure 4.5: Test companies

4.5 Website settings

System » Website settings: the phone, WhatsApp, e-mail and address shown on the
main website, the phone and e-mail that receive an alert for every application, and
whether live figures are shown.
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Part 3

Setting up a company
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Chapter 5
Company settings

Done once by the owner when the company starts, and changed when the company's
rules change.

Setup » Company settings has five tabs.

5.1 Company profile

Name, short name (used in SMS: keep it short), postal and physical address, phone, e-
mail, website, title and name of the head (printed on statements and the financial
statements), the text for the public page, and the logo, stamp and signature for
printed documents.

RS st = Abusua Susu Enterprise Find a customer C &”\,’_.‘k"*‘_@“{ﬁ[’gar{:,‘

Company settings
Company code: ABSUSU - status GEITY - public page: shslive. .php? SUSU

Company profile  Branding &look  Preferences  SMS  Online payments

Company name Short name Motto

Budget
Abusua Susu Enterprise Abusua Susu
COMMUNICATION

Postal address Location / physical address Town / city Region
Send SMS P.0. Box KS 2207, Adum, Kumasi Kumasi Kumasi Ashanti :
L SEEEP Phone Email Website Title of head
Notioes 0508027763 info@absusu.com.gh Managing Director

e Name of head (printed on statements)

Abubakari Owusu

Company seftings

About the company (shown on the company's public page)
Branche:
Abusua Susu Enterprise collects daily susu from traders, artisans and workers in and around Kumasi. Every depositis confirmed to you by

SMS, and you can check your balance at any time.

Company logo / crest (PNG/JPG, max 2MB) Company stamp (PNG/JPG, max 2MB) Head's signature (PNG/JPG, max 2MB)

| choose File | No file chosen | choose File [No file chosen Choose File | No file chosen

Save profile

Log out

Figure 5.1: Company profile
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5.2 Preferences: the susu rules

Abusua Susu

© Budget

COMMUNICATION

Send

D Message his

Company settings
.

Compan

= Abusua Susu Enterprise

ABSUSU - status

Find a customer

e: hitps://susu.shslive.com/company.php?s=ABSUSU

Company profile  Branding &look  Preferences ~ SMS  Online payments

Money and time

Currency Time zone Date format
GHS - Ghana Cedi ¢ | AfricafAccra ¢ | 27110/2026

Approvals and limits

Withdrawals above this need a
manager

Loans above this need the owner

Most cash a field worker may hold

Kofi Agyeman
¢ @ hgeman |

Licence / registration no.

: BOG/SC/2686

Dormant after (days without a
deposit)

0 0
« Notices 500 — 30
0 = every withdrawal needs a manager
SETUP
Field work
@ Company settings
Customers registered by field workers must be approved at the office before deposits are taken
& Branches 0 The collector app must record the location of every collection
([ Collections and loan repayments on Sundays
Customers
stomer by SMS. This cannot be switched
Customers may ask for withdrawals in the portal
Note shown when a customer asks for a withdrawal
e.g. Requests made before 12 noon are paid the same day.
Figure 5.2: Preferences: limits and field rules
Setting Meaning Advice

need a manager

Withdrawals above this

withdrawal needs approval.

A withdrawal above this amount must
be approved by the manager or owner
before the cashier can pay. 0 = every

GH(¢500 for a small
company. Never let the
person who pays also
approve big amounts.

worker may hold

when the worker holds this much

worker on the staff page.

the cash is handed in. Can be set per

until

Loans above this need Loans above this are approved only by | Set it.
the owner the owner.
Most cash a field The collector app stops collecting About two days of

collections.

Dormant after

dashboard and reports.

Days without a deposit after which an
account counts as dormant on the

30

be approved

Customers registered
by field workers must

A customer registered in the field

the details and ID.

cannot pay until the office has checked

Keep it on. It stops a
collector inventing
customers.

25




The collector app must | The phone must give its GPS position On where phones are
record the location for every collection. good enough.

Collections on Sundays | Daily loan instalments fall on Sundays Off for most markets.
too.

SMS Every deposit, withdrawal, charge, loan | Keep SMS units in
payment and reversal, and every new stock.

or changed account, is confirmed by
SMS. This cannot be switched off.

Customers may ask for | Shows Withdraw in the customer On.
withdrawals in the portal.
portal

5.3 SMS

Leave the API key empty to use the SMS units bought from the platform, or enter the
company's own Arkesel API key and sender ID. The texts of the automatic SMS are
changed under Communication » Message history » Templates.

5.4 Online payments

The company's MoMo number and bank details (shown to customers), and the
company's own Paystack account so that customers can deposit online from the
portal. The steps are on the page:

1. Sign up at dashboard.paystack.com with the company's business details and the
account Paystack pays into.

2. In Paystack Settings » API Keys & Webhooks copy the public and secret keys.

3. Set the Webhook URL in Paystack to
https://susu.shslive.com/pay/webhook.php.

4. Paste the keys, choose who pays the Paystack charges, tick Allow customers to
deposit online, Save.
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customer (&

Abusua Susu Enterprise Find ‘b:u_f\ A?”y”eﬁan

8-

Company settings

ABSUSU - status (Y - public shslive. php?s=ABSUSU

par

econgilia...
Company profile  Branding &look  Preferences  SMS  Online payments

The company's MoMo wallet and bank

k » Recelve a deposit

under

cashier r

ves see these details in th

d money to the
ction ID.

s who

oMo

Gustomer

JUNICATION e thah

Send SMS Mobile Money number Name on the MoMo account Network
MTN, Telecel, AirtelTigo
D Me

MoMo Pay merchant ID (optional) Bank details (optional)

! Notices

Bank, bra ount name and number

SETUP

Note for customers (optional)

B Company settings

your aceount number as the reference

Online deposits with Paystack (customers pay from the portal by MoMo or card)

Online payment is off. Enter the company's Paystack keys and tick "Allow customers to deposit online".

Paystack account

How to connect the company's own Paystack account

Figure 5.3: Online payments
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Chapter 6
Branches, areas and products

Where the company works and what it offers.

6.1 Branches and areas

A branch is an office with its own cashier. An area is where field workers collect: a
market, a lorry station, a town. Customers belong to a branch and an area. Staff given
a branch see only the customers, transactions and reports of that branch; the owner,
accountant and auditor see every branch.

1. Setup » Branches & areas.

2. Add a branch on the right: name, short code, address, phone.

3. Under each branch type a new area and click Add area. Stop using hides an
area no longer used.

b St = Abusua Susu Enterprise Find a customer (] Kol Agyeman,
Branches and areas
A branch s an office with its own cashier. An area is where field s collect: a market, a lorry station, a town.
ncilia...
Adum (head office) HO 75 customers - 3 field workers - GH($91,280.00 held Edit Add a branch
Adum Central 25 customers Stop using Name
Asafo Market 25 customers Stop using
Kejetia Market 24 customers Stop using Short code
>.g- MAD
New area, e.g. Makola Market Description Add area &9
D Message history Address
Bantama BAN 50 customers - 2 field workers - GH$47,945.00 held Edit
« Notices
Bantama Market 25 customers Stop using P
SETUP
Suame Magazine 25 customers Stop using
B Company settings .
New area, e.g. Makola Market Description Add area @inuse
® pr &
Staff with a branch (Setup » Staff) see only.
B staff the customers, transactions and reports of
their branch. The owner, accountant and
20 Ust s auditor see every branch.
- Activity log
(*» Logout Abusua Susu Enterprise Sobel Susu v1.0.0

Figure 6.1: Branches and their areas

6.2 Susu products

Setup » Susu & loan products. Each kind of account has its own rules:
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Field

Meaning

Name and code

The code starts the account number: customer ABSUSU00015
with code DS gets account ABSUSUOOO15DS1.

Kind

Daily card: a fixed amount a day counted on a card. Savings:
any amount.

Days on a card

Usually 31.

Company's commission

Days of the daily amount (usually 1), a fixed amount (GH(),
% of the deposits, or none.

Taken

On the first day of each card (a % is then taken with each
deposit), when each card is full, or at the end of each month.

Month end: least days paid

For month-end commission: no commission for a month in
which the customer paid fewer days than this.

Smallest and largest daily
amount

Limits when an account is opened.

Opening / card fee

Taken from the first deposit (income 4010).

Balance to keep

Cannot be withdrawn.

Most days paid at once

Limits mistakes such as 300 days typed for 3.

Withdrawal allowed before
the card is full

Off: the customer may withdraw only when the current card is
full.
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= Abusua Susu Enterprise Find a customer

Kofi Agyeman
¢ @ Sisaemn,

Abusua Susu

Susu and loan products

What the company

rules of its product

rs. Every customer account and loar

&6 Bank & M
Susu accounts

O Fixed
oA Product
Budget

COMMUNICATION
© Send SMs

D Message history

! Notices

Loans

Loan

Trader loan (3
months, daily
repayment)

® Susu& loan products
B staff
Weekly

business loan
(6 months)

¢ Logout

Kind  Card Commission Daily amount

New susu product

Opening fee  Accounts

Name Code
one day of the
Daly 31  dalyamounton  GHE100to
G e ohoaonoy  CHES0O 130 Edit Kind Days on a card
gmchand Dallycard ¢ | 31
Company's commission  Days | GHC | %
Savings No commission 17 Edit Days of the daily: ¢ | | 1
Taken Month end: least
days paid
On the first day o &
1
Interest  Term Repaid Fee Amount Needs Running
31days paid,
\om::a 735 5oy CHO20000t0 tpLo 0% & B
mon Gaye D0 % onosocoo0 VNS it
flat guarantor, no
arrears
62 days paid,
. Smallest daily Largest
i;i% PR ey g0 CHOSOO0O Z:vlw: im 0 Ed amodnt
days y * GH110,000.00 9, It
flat guaranter, no

arrears

1

Opening / card fee  Balance to keep

0 0

Figure 6.2: Susu and loan products

6.3 The company's commission policy

Every company sets its own policy, for each kind of account. The common policies

are:

Policy

Settings

Example: GH¢2 a day

One day a card, at the
start (the usual susu way)

Days of the daily amount, 1, on
the first day of each card

GH(2.00 is taken when day 1
of each 31-day card is paid.

One day a card, when the
card is full

Days of the daily amount, 1,
when each card is full

GH(2.00 is taken when day
31 is paid. A customer who
stops before the card is full
pays no commission on it.

One day's contribution a
month

Days of the daily amount, 1, at
the end of each month; least
days paid e.g. 10

A customer who paid in
October has GH(2.00 taken
on 31 October as the
company's profit.

A percentage

% of the deposits, e.g. 3, with
each deposit or at month end

3% of each deposit, or 3% of
the month's deposits on the
last day of the month.
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A fixed charge a month A fixed amount, e.g. GH(5, at GH(5.00 on the last day of
the end of each month every month with deposits
(also for savings accounts).

Month-end commission is taken by the system early each month for the month
before (the cron job), dated the last day of that month, and shows on the customer's
statement as "Commission for October 2026". If the cron did not run, the accountant
clicks Charge under Month-end commission on the products page. It is never taken
twice for the same month. If the balance is lower than the commission, only the
balance is taken. Every commission is posted Dr 2000 Customer susu deposits, Cr
4000 Susu commission.

Note: Changing a product affects new cards and deposits only. A card already started
keeps its daily amount.

6.4 Loan products

Each company sets its own repayment plan and qualification policy for each kind of
loan; see Part 7.
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Chapter 7
Staff, field workers and logins

Everybody who works for the company, and their access.

7.1 Adding staff
1. Setup > Staff > Add staff.

2. Name, phone, Ghana Card, position, branch (empty = all branches) and the role
of the login.

3. For a field worker tick Field worker and fill the daily target, base salary, share of
commission, cash limit (optional) and the guarantor.

4. Save. A login is made: the username is the staff number (ABSUSUS001) and the
first password is shown and can be sent by SMS.

. = Abusua Susu Enterprise Find a customer C @ BRACyean e
?taff Add staff
2 people

Active *
Name Staff no. Position Branch Phone Login / role Last sign-in
© Budget Mrs Afua Gyasi accountant  Accountant Al 0273647484 accountant - Accountant 04/11/2026 04:02
Mr Alhassan Amoah cashier2 Cashier Bantama 0507306884  cashier2 - Cashier / teller
COMMUNICATION Kofi Agyeman admin Managing Director ~ All 0243727001 admin - Managing Director / Owner 04/11/2026 04:22
Send SMS Mr Kofi Alhassan cashier Cashier Adum (head office) 0544292742 cashier - Cashier [ teller 04/11/2026 04:03
Mr Kojo Alhassan Toans Loan officer Al 0559922124 loans - Loan officer 04/11/2026 04:03
Message his
Mrs Serwaa Mohammed ~ auditor Internal auditor A 0509681481 auditor - Auditor 04/11/2026 04:02
Notices Ms Yaa Mensah manager Operations manager  All 0559885534  manager - Operations manager 04/11/2026 04:03
o Mrs Abena Danso ABSUSUSO0S ~ Field worker Bantama 0263447661  ABSUSUSO0S - Field worker (collector)
Miss Hawa Osei ABSUSUSO01 ~ Field worker Adum (head office) 0271217067 ~ ABSUSUS001- Field worker (collector)  04/11/2026 04:19
Company settings
Ms Konadu Ofori ABSUSUS002  Field worker Adum (head office) 0559905408 ABSUSUS002 - Field worker (collector)
Branches s Mr Kwadwo Yakubu ABSUSUSO04  Field worker Bantama 0244414347  ABSUSUS004 - Field worker (collector)
Mrs Yaa Salifu ABSUSUSOD3  Field worker Adum (head office) 0202634326  ABSUSUS003 - Field worker (collector)
Activity log
Log ot Abusuia Susu Enterprise Sobel Susu v10.0

Figure 7.1: Staff

A staff member's page shows the login, and for a field worker the collections day by
day against the target, customers, visits, new customers, cash not handed in,
shortages owed and the commission share earned. Move customers gives all or some
of a worker's customers to another worker (for leave or when a worker leaves).
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eman

Abusua Susu Enterprise Find a customer

C @ ‘b:u_hA e

a Abusua Susu =

Miss Hawa Osei
ABSUSUS001 - Fi

orker - head

oncilia...

M/012026 O 11/04/2026

Collected (deposits) Av orking day Customers
Budget GH(1,260.0 GH(C442.52
[ ayments GHC target G 00-3 4new

UNICATION

o Sen
Commission earned from this field worker's customers in the period: GHE80.00. At 30.0% the field worker's share is GH$24.00, plus the monthly salary of

GH(250.00. Pay it under Books of account > Record money out (Field worker commissions).

D Message his

« Notices Day by day Phone 0271217087
Day Customers Collected Target Moo 0243564356
Ghana Card - :
Wed 04 Nov 5 GHE166.89 == GHA-754320498-7
Address
Tue 03 Nov 16 GH(555.34 37%
Guarantor Abubakari Iddrisu 0593472252
Mon 02 Nov 18 GHE605.34 40%
Started 28/04/2023
Customers with no deposit for 3 days or more Mostcashheld  company limit
ABSUSUS001 - Field worker (collector)
Login
Aldia Sc‘dkut i 233276664805 30/10/2026 g last sign-ir o
Kejetia Market, stall 36
Iddrisu Salifu
Kejetia Market, stall 114 233504278576 ifof202e New password / role
Fatima Owusu
Keletia Market, stall Zaanaarear SWo/2028 Field worker (collector) s
Akas“?,mwb“ 233205206105 31/10/2026 ‘ New pa d by SMS (and ti

Figure 7.2: A field worker's page

Reports » Field workers compares all field workers for a period: customers, days
worked, collections, loan repayments, average a day against target, new customers,
shortages and cash held.
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Aibtisiia stz = Abusua Susu Enterprise Find a customer C @ e ne
Find a page Fleldiworkersg Add a field worker
s Collections and visits 01/11/2026 to 04/11/2026
B Import trom Exce
M/01/2026 B 1/04/2026 O | Allbranches
LoANs
Field worker Branch Customers Days Visits Deposits Loanrepaid Aday /target New Short Cash held
& Allloans pe——
Mo ":F""" Adum (nead office) 26 3 45 GHC1680.00 GH(54.06 iy 1 GHC40.00
ya icatic
an application Hoaras o
Bantama 25 3 41 GH$129000 GHE143.56 . 0 GHE270.00
In arrears
s GHE442.52
sl ey Adum (nead office) 24 3 39 GHG126000 GHOE7.57 . 4 GHC186.89
REPORTS -
GH(387.39
-~ Mr Kwadwo Yakubu  ganamg 25 3 41 GHE1125.00  GHG376 ol 0 GHCA40.00
lal Reports ABSUSUS004 39%
GHC367.89
S T Mg Ya;‘fg”'“ Adum (head office) 25 3 42 GHC950.00 GHCI53.67 o O GHE500  GHC0.00
B CCOUNT
8 Books home
B Financial stal
£5 Record money ot / in
@ Journal (d
Abusua Susu Enterprise Sobel Susu V100

Figure 7.3: Field workers compared

7.2 Users and logins

Setup » Users & logins lists every login with its role. Reset gives a new password (sent
by SMS if ticked), Change role changes what the person can do, Disable stops the
person signing in. Create logins & slips makes logins for every customer or staff
member without one and prints login slips (10 to a page) or a CSV list. What each
role can do shows the permissions.
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a Abusua Sustl = Abusua Susu Enterprise Find a customer

Users & logins

ryone who can signin, t

sword

role, usernai

oncilia...

Login details  Create logins & slips  What each role can do

in link for Company code er
Budget p hsli flogi p Usu@®  ABSUSU
UNICATION
staff s | Alroles $ || search name, username, phon
o Sen
& Print login slips for this list
D Message his 5
Name Role Username Password Last sign-in Status
« Notices Kofi Agyeman Managing Director | canes @ 04112026
dnin @
Owner S 04:22 [poves]
Ms Yaa Mensah 04/1/2026 = .
Operations manager  manager (© s =M | Reset || change role | Disable
Mrs Afua Gyasi accountant 04112026 e o
o i ik 2 Accountant = s [nctve] |[ change role | Disable
Mr Alhassan e —
® Cashier / teller ashier2 @ vevel [Active ] ‘ Reset ‘ Change role ‘
B staff S ——
041112026 " o
Cashier / teller cashier © A i €= | Reset || change role | Disable
Users & logins:
Mr Kojo Alhassan seeessee @ 04/1/2026 N
M o Loan officer loans © ity - e @D | Reset || change role | Disable
Miss Hawa Osei Field worker ABSUSUS001 04/M/2026 . .
. featecor 5 cumizozs 04 @ [ Roset [ change ol | Disabie

Mr Kwadwo i " SR

Figure 7.4: Users and logins

Caution: When a field worker leaves: first receive all cash (Cash from field workers),
move the customers to another worker, then disable the login and set the staff status
to Left. Customers should be told by SMS.
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Chapter 8
Bringing in customers from paper cards

For a company that already has customers: import them with their balances, then
enter the opening journal.

1. Customers > Import from Excel » Download the template.

2. Fill one row per customer: name, phone, gender, ID, work, where to find them,
branch code, area, field worker number, kind of account code, daily amount,
balance brought forward (what the company owes the customer today, after
commission already taken), days on the current card, and the old card number.
The second sheet explains every column.

3. Upload the file with the date the balances are as at (usually the day before the
company starts with the system). Nothing is saved yet: every row is shown with
OK or the problem.

4. Fix problems in Excel and upload again, or click Import the good rows.

. = Abusua Susu Enterprise Find a customer C ° BRACyean e

Import customers from Excel

For a company moving from paper cards or another system. Each row registers a customer, opens the account and brings in the balance.
= 1011 11e1a wor -

[ BDownioa the tempiate |
B Transactions

How it works

Excel or CSV file
1. Download the template and fill one row per customer (the second

A Complaints

[ choose Fite | No file chosen sheet explains each column).
e Tomine 2. Upload it. Nothing is saved yet: you see every row with any problem.
Balances are as at 3. Fix the problems in Excel and upload again, or import the good rows.
48t All customers 1/04/2026 [u] The books. The balances brought forward are pested Dr 3900 Opening
v T e e balances to be allocated, Cr 2000 Customer susu deposits. The
2+ Register a r o ST e o accountant then enters the opening journal (Books » New entry): the
cash, bank and MoMo the company holds on the same date, Dr those
R, accounts, Cr 3900. What is left on 3900 is the owner's capital (or a
20 Waiting for aj

deficit) and is moved to 3000. 3900 should then be il

B Import from Excel

LoANS
& Allloans
application

© Inarrears

Wl Reports

# Field workers

(» Logout Abusua Susu Enterprise Sobel Susu v10.0

Figure 8.1: Import from Excel

Each balance brought forward is an Opening balance transaction on the account
and is posted:
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Account Debit Credit

3900 Opening balances to be allocated total of the
balances

2000 Customer susu deposits total of the
balances

The accountant then enters one opening journal (Books » Record money out / in »
General journal, tick These are opening balances) on the same date: Dr 1000 Cash,
1010 MoMo, 1020 Bank, 1200 Loans and any other assets the company holds, Cr 3900.
Whatever is left on 3900 is the owner's capital (or a deficit): move it to 3000 Owner's
capital. Account 3900 must then be nil.

Note: The commission of the current card is taken as already kept in the old books, so
no commission is charged when the next day of that card is paid, it is charged on the
next new card.
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Part 4

Daily work at the office
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Chapter 9
Customers

Registering, approving, the customer's page, cards and statements.

9.1 Registering a customer at the office

1. Customers » Register a customer.

2. Name, phone (every deposit is confirmed to it by SMS: check it), gender, date of
birth, MoMo number, ID type and number (a Ghana Card number looks like
GHA-123456789-0), work, business name, where to find them, home address,
location (Here takes the position of this computer or phone) and next of kin.

3. Branch, area and the field worker who will collect.

4. First account: kind of account and the amount a day.
5. Take the photo and the photo of the ID card.

6. The welcome SMS goes by itself. Tick Make a portal login (a PIN is sent by
SMS) and Take the first deposit next if the customer pays now. Save.

Rt SeG = Abusua Susu Enterprise Find a customer C bl G
Register a customer
Fill in what you can. The name and phone number are needed; the ID and phote protect the customer and the company.

The customer

Title: First name

sh from field wor..

B Trans

Gender Date of birth

A Complaints a

MoMo number D card
Bt All customers
Ghana Card

2+ Register a customer
Qccupation
.

2o Waiting for a ] e.g. trader, seamstress

B Import from Excel Home address

LOANS

2 Allloans Next of kin
< oans

B Neu

ban application
Photo of the customer

© Inarrears

Choose File | No file chosen

Notes

Business name

Relationship

Other names Surname

Phone (gets every
SMs)

Other phone

s mm/ddlyyy O

1D number

s GHA-123456789-0

Where to find the customer

Market, stall no., landmark

=

Location on the map

atitude longitude

Next of kin's phone

Photo of the ID card

Choose File | No file chosen

Branch and field worker

Branch

Adum (head office)

Area

None

Field worker who collects

None (pays at the office)

First account

Kind of account

Daily susu

Amount a day

eg. 10

([ Make a portal login (PIN by SMS)
Take the first deposit next

Figure 9.1: Registering a customer
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The system refuses a second customer with the same name and phone, or the same
ID number.

9.2 Approving customers registered in the field

Customers » Waiting for approval lists customers registered by field workers. Open
each one, check the photo, the ID and the phone (call the customer), then click
Approve (a welcome SMS is sent) or Turn down with a reason.

Absta s = Abusua Susu Enterprise Find a customer C @ ff’"Ag‘V‘e”;a“‘ i

Adwoa Owusu |pending ‘ Edit ‘

ABSUSUO00126 - Adum (head office) - Kejetia Market - field worker: Hawa Osei - customer since 04/11/2026

Registered in the field by Hawa Osei on 04/11/2026 03:38. Check the details and the ID, then approve. No deposit can be taken before.

sh from field wor...
Accounts

Phone 233204847531
B Tra s Account Kind Aday Cardnow Balance Last deposit ™ Ghana Card
A Complaints ABSUSU00126DS1 Daily susu GHC10.00 new card days GHC0.00 Gender, age Female
Work Trader
cusT s Latest transactions all Where to find New stall
1t All customers Date No. What Account By Amount Balance Home
No transactions yet. Lot
20 Waiting for approva Field worker
B Import from Excel Hawa Osel 2
LOANS Kejetia Market 3
4 Allloans [ save |
B New loan application
Portal login

@ iharrears
The customer checks balances and statements
atthe sign-in page with number ABSUSU00126

(* Logout

Figure 9.2: A customer waiting for approval

9.3 The customer's page

Find the customer with the search box at the top. The page has the accounts with the
card now running, loans, the latest transactions, the details, the field worker and area
(change them here), and the portal login (New PIN by SMS). Buttons at the top:
Deposit, Withdrawal, Loan, Edit. Status: active, inactive, closed or blacklisted.
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= i Find a custo Kofi Agyemai
Abusua Susu = Abusua Susu Enterprise Find a customer C W Managing
b Danso e IE e
20 - Adur i customer since L
Accounts Phone 233273378607
Account Kind Aday Cardnow Balance Last deposit D Ghana Card GHA-
7305237146
ABSUSU0020DS1  Dally susu GHE20,00 29/31days  GHE1155.00 03/11/2026 Gender,age  Female, §1
ABSUSUOD020SV1  Flexible savings GH(1,030.00 30110/2026 W P
Where to find  Kejetia Market, stall 106
Loans Home Near the Methodist church
Loan Amount  Paid out Still owed Overdue Nextorkn  Kwesi Darkoson
23350154971
LN0001S GHE500.00 19/10/2026 GH$565.50 GHE25.35 (4 d) QD
4t All customers . )
Latest transactions an Field worker
&+ Register a Date No. What Account By Amount Balance
Hawa Osei s
03112026 08:51  Tx0008325 0" LN00015 Haws GH(8.45
repayment Csel Kejetia Market s
B Import from Excel 03/11/2026 08:51  TX0008324 S?‘ws“ (" ABsusuooozopst gz:a GHEC20.00 GHE1155.0¢ ‘ ‘
A 02112026 141 Txoooszia O LN00015 taws GH(8.45
LoaNs g repayment osel -
.. ) Portal login
=g aliodns 021112026 1141 TX0008213 S?‘ws“ " Agsusuooozonst g::a GHC20.00 GHE1135.0C
o it The customer checks balances and statements
, N application
o Lz 311072026 13:41  Txooos0ss 0% LN00OTS Hawn GH(8.45 at the sign-in page with number
repayment. Qoo ABSUSU00020 and a PIN.
31/10/202613:41  TX0008095 S?DOS“ " ABsusuooozoDst gzga GHEC20.00 GHELTS.0C
Loan "

Figure 9.3: A customer's page

9.4 An account and its card

Click the account number. You see the balance, what can be withdrawn now, totals
saved, commission and withdrawn, the card now running (dark days are paid, the day
marked C is the commission day), all cards, and the statement for any period with a
PDE Here you can also Open another account for the customer, Change the daily
amount (from the next card) and Freeze the account (no deposits or withdrawals,
e.g.in a dispute or after a death).
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Find

Abusua Susu Enterprise

8-

ABSUSU00020DS1

Zainab Danso - Daily susu - GH{:20.00 a day - opened 21/08/2026

@ Dashboard

Bala inal Commission and fe:
5 e GHC1,155.00 GH(1,200.00 GHC45.00
can be withdrawn no since 21/08/2026 2 carde 6 08:51
The card now: card 2, 29 of 31days, GHC20.00 a day Allcards
Card Started Days Paid Commission
2 30/09/2026 29/31 GH(580.00 GHC20.00
1 21/08/2026 3131 GH(620.00 GHC20.00 (EEEE
Change the daily amount
20.00
Takes effect on rd. The card alread)
Statement its amour
08/06/2026 O to m/04/2026 B | Show
Freeze the account
S Date No. Details n out Bala
Waiting fo
06/ Dpening GHEC Reason (e.g. dispute, death, court order)
Import from Ex 5
Deposit, 1
LoANg 21/08/2026 07:33  TX0001522 day - Hawa GHC20.00 GHC2C
. Osei
& Log Commission
108/2026 10001 H(20.00 GHEC

(&

customer

... [N

Kofi Agyeman
W Managing D

Statement

Figure 9.4: An account with its card
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Chapter 10

Deposits at the office

Customers who pay at the counter, by MoMo to the company wallet or into the bank.

1. Daily work » Receive a deposit.

2. Type the account number, customer number, name or phone and click Find.

3. For a daily card type the number of Days (or click 1, 2, 3, 5, 7,10 or 31 days); the
amount is worked out. For savings type the amount.

4.Paid by: cash at the office, MoMo to the company wallet or bank. For MoMo and
bank type the transaction ID; the system refuses an ID used before.

5. Record the deposit. The customer gets an SMS. Click Receipt to print an 80 mm

receipt.
Absta st = Abusua Susu Enterprise Find a customer C @ &”"AQ‘VF'”[E"‘ i
Receive a deposit
For customers who pay at the office, send to the company's MoMo number, or pay into the bank. Field workers record their collections on the collector app.
@ Dashboard \ — o
ABSUSU00020DS1 H Find ‘ ke i
GH¢'|,'|55.00 233273378607
= ----ﬂ-
Zainab Danso - ABSUSU00020DS1 - Daily susu
Receive a deposit Da --
ys
G H ¢ 20. OO

1

With GHE2

Open the account

ash from field wor

Transactions Paid by MoMo transaction ID / bank reference
My deposits today: GHC0.00
Cash at the office s
None yet today
Note

Record the deposit

Waiting for approva

B Import from Excel

LOANS

(+ Logout Abusua Susi

Figure 10.1: Receiving a deposit

What happens when GH(C10 a day is paid for 3 days and it is the first day of a new
card:

Transaction Balance Books
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Deposit GH(30.00, 3 days +30.00 Dr 1000 Cash 30.00, Cr 2000 Customer susu
deposits 30.00
Commission GH(10.00, card -10.00 Dr 2000 Customer susu deposits 10.00, Cr

5

4000 Susu commission 10.00

Tip: A customer may pay for more days than are left on the card: the days fill the card
and the rest starts the next card, with its commission.
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Chapter 11

Withdrawals

Asking, approving and paying out.

11.1 Asking for a withdrawal

A withdrawal can be asked for in three ways: at the office (Daily work » Withdrawals »
New withdrawal), by the field worker in the collector app, or by the customer in the
portal with the PIN. The customer gets an SMS with the request number.

1. Find the account. The page shows the balance and what can be withdrawn now
(balance less the balance to keep and requests not yet paid).

2. Type the amount, how it is paid (cash, MoMo with the number, or bank) and the
reason.

3.If the amount is within the limit and you may pay, tick Pay it now and type the
MoMo or bank reference when not cash.

At st = Abusua Susu Enterprise Find a customer C @ ¥on hayeman
New withdrawal
Up to GHE500.00 can be paid at once; more needs a manager's approval
@ Dashboard —
ABSUSU00020DS1 H Find ‘

Zainab Danso - ABSUSU00020DS1

Balance GHE1,155.00, can be withdrawn now GHE1,155.00. The card now has
29 of 31 days.

Amount Pay by MoMo number / bank
account
155.00 Cash =
Reason
e.g. school fees, card full, emergency

Pay it now (if no approval is needed)

MoMo / bank reference (when paid now)

:
Waiting for app

B Import from Excel

LOANS

¢ Logout Abusua Susu Enterprise

Figure 11.1: A new withdrawal at the office

45



11.2 Approving and paying
Daily work » Withdrawals lists the requests: waiting for approval, approved and
waiting to be paid, and paid. Open one. A manager clicks Approve or Turn down

(the customer gets the reason by SMS). The cashier then pays: before paying cash,
compare the person with the customer's photo on the page.

b s = Abusua Susu Enterprise « @ Lireemn,,
Withdrawal WD000105 |pending i e
Akua Ofori (ABSUSU00009) - ABSUSU00009DST ik
@ Dashboard p—
e
© How to use this system Pola GHEB05.00 {can be withdrawn:
GHEB05.00)
DAILY WORK PaVEY cash Requests above GHC500.00 must be approved by a manager
before they are paid.
B Re ol asked 04/11/2026 03:39 via field by Ms Yaa
Mensah
& Withdrawals Héason] School fees Turn down (the reason goes to the customer by SMS)
sh from field wor
B Transactions
A Complaints
CUSTOMERS
st Allcus
2+ Registera
20 Waitin
B Import from Excel
LOANS
@ Logout Abusua Susu Enterprise Sobel Susu V100

Figure 11.2: A withdrawal waiting for approval

Paying posts Dr 2000 Customer susu deposits, Cr the cash, MoMo or bank account
used, and sends the customer an SMS with the new balance.

Caution: Field workers must never pay withdrawals out of the day's collections.
Every cedi collected is handed in; withdrawals are paid by the office.
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Chapter 12
Cash from field workers (cash-up)

Every evening each field worker hands in the cash collected.

Daily work > Cash from field workers lists every field worker with cash not yet handed
in: the number of collections, since when, and the amount the records say they hold.
A yellow line means cash from an earlier day.

Abuisiia Stz = Abusua Susu Enterprise Find a customer C @ ff’"Ag‘V‘e”;a“‘ i

Find & pag Cash from field workers

B Tra

Countthe ¢ h field worker brings and type the amount counted. Any difference is racorded against the field worker.
@ Dashboard Receive cash  Hand-ins  Shortages owed
W to use
OF cHic ! Field worker Collections ~ Since Cash expected Choase s fiald worker 1o reckive the cash
N 031112026
DAILY WORK Miss Hawa Osei iy
ABSUSUS001 Adum (head T GHC186.89
s from an earler
o day
B Withdrawals Mrs Abena Danso 04/112026 E
ABSUSUS005 Bantama 5 osae cHe270.00 i
2 Cash from field wo... 04/11/2026
> womss L S o

5 042026 BHE40.00
i i eceive

A Complaints

Register a cu

26 Waiting for a

B Import from Excel
LoANS

(+ Logout

Abusua Susu Enterprise Sobel Susu v1.0.0

Figure 12.1: Field workers to receive cash from

1. Count the worker's cash in front of the worker.
2. Click Receive next to the worker. The collections are listed.
3. Type the amount counted and a note if it differs, and Save.

4. Print the Slip to sign: the worker and the cashier sign it.
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RS Siiad = Abusua Susu Enterprise Find a customer C @ bl

Hand-in CU000506

& slip to sign
Yaa Salifu - 04/11/2026 - received by Kofi Agy 26 04:04 ‘3‘7‘
@ Dashboard Recorded on the app Cash counted Difference
@ How to use this system GHC110.33 GHC105.33 -GHC5.00
5 collections test
DAILY WORK
Time Receipt Customer Account what Amount
04/11/2026 07:19 TX0008448 Adwoa Owusu ABSUSUG0071DS1 Deposit GHE20.00
04/11/2026 07:36 TX0008446 Konadu Iddrisu ABSUSUG0067DS1 Deposit GHC5.00
Gash from field Wo. 04/172026 07:44 TX0008449 Kwaku Owusu ABSUSUG0074DS1 Deposit GHE10.00
04/1/2026 07:44 TX0008450 Kwaku Owusu LN0000S Loan repayment GHE25.33
B Transactions
041112026 07:58 TX0008447 Issah Danso ABSUSUG0070DS1 Deposit GH(50.00
A Complaints
CUSTOMERS
8t Al customers
2+ Register a
20 Waiting for a)
B Import from Excel
LOANS
(* Logout Abusua Susu Enterprise Sobel Susu v1.0.0

Figure 12.2: A hand-in with a shortage

Case Books

Exact Dr 1000 Cash in the office, Cr 1005 Cash with field workers

Short by GH¢50 Dr 1000 Cash (counted), Dr 1300 Staff cash shortages 50.00, Cr 1005
(expected)

Over by GH(20 Dr 1000 Cash, Cr 1300 (any shortage the worker still owes) and the
rest Cr 4300 Cash overages, Cr 1005

The tab Shortages owed shows what each worker owes. Record a repayment (cash,
MoMo, or from salary) or Write off (manager or owner; posted to 5850 Shortages
written off).
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Abusua Susu

Find a page
@ Dashboard
@ Hou

o use this system
DAILY WORK

& Rec

EB Withdr:

Cash from field wo...

Register a
Waiting fo
) Import from

LOANS

(* Logout

= Abusua Susu Enterprise

Cash from field workers

Count the ¢:

Receive cash  Hand-ins  Shortages owed

Field worker Shortage owed

Mrs Abena Danso ABSUSUS005 GH(80.00
Mr Kwadwo Yakubu # GHC75.00
Miss Hawa Osei GHC60.00
Ms Konadu Ofori A GH¢50.00
Mrs Yaa Salifu ABSUS GHG25.00

Abusua Susu Enterprise

vorker's pay.

ch field worker brings and type the amount counted. Any differe

Repaid

80.00

75.00

60.00

50.00

25.00

Record the sala

cash

cash

cash

cash

cash

nce is recorded ag

aid as the smaller amount actually paid; t

Find a customer

Kofi Agyeman

st the field worker.

Write off

Reason

¢ || record |

Figure 12.3: Shortages owed by field workers

Note: Field collections sit on account 1005 Cash with field workers until they are
handed in. This account always equals the total of the cash-up list. If a worker does
not hand in, the cron sends the worker and the managers an SMS after 6 pm.
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Chapter 13
Transactions, reversals and complaints

Finding any transaction, correcting mistakes, and dealing with customers’
complaints.

13.1 Transactions

Daily work » Transactions lists all transactions with filters: dates, kind, channel,
branch, staff, and a search by receipt number, reference or customer. Excel (CSV)
downloads the list. Open a transaction to see who recorded it, where (GPS), whether it
has been handed in, the SMS sent and its entry in the books.

Abusua Susu = Abusua Susu Enterprise Find a customer C @ oAy e
Deposit TX0008409 [FEE
03/11/2026 13:24 - Ramatu Mensah (Al JSU00097)
Amount GH(C80.00 In the books: JV008909
Account ABSUSU00097DS1, 4 days - balance after oo Debit Credit
GHE625.00
1005 Cash with field workers 80.00
How Field worker - Kwadwo Yakubu
2000 Customer susu deposits 80.00
Branch Bantama
Recorded by Mr Kwadwo Yakubu at 04/11/2026 03:39
ERp S Where 66801, -1.6202
ash from field wor Castihacded In CU000504
SMS to customer none
Transactions
Reverse this transaction
Register
Waiting for approva
B Import from Excel
LOANS
@ Logout Abusua Susu Enterprise Sobel Susu V100

Figure 13.1: A transaction and its entry in the books

13.2 Reversing a mistake

Nothing is ever deleted. A deposit recorded twice or on the wrong account is reversed
by a manager: open it, type the reason and click Reverse. An opposite transaction is
made, the original is marked reversed, the days are taken off the card (and the
commission too if the card goes back to no days), the books are corrected, and the
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customer gets an SMS. Reversing a paid withdrawal puts the money back on the
account. Reversing a loan payout is possible only before any repayment.

Caution: Reversals are recorded in the activity log with the name of the manager. The
auditor should look at every reversal each month (Activity log, filter "reverse").

13.3 Complaints

Customers complain in the portal, on the public complaint page (link on the sign-in
page and the company's public page) or at the office. Daily work » Complaints lists
them; open one to see the customer's transactions around the day, write what was
found or done, choose Resolved or Not upheld, and send the answer by SMS. The right
side counts complaints by field worker for 90 days: a worker with many upheld
complaints needs attention.

b St = Abusua Susu Enterprise Find a customer < Kol Agyeman,

Complaint TKT00001 1)

04/11/20 39 - Deposit not showing
sDoAa
From Hawa Sulemana (ABSUSU00001), 233556126674 Deal with it
© How to use this system
Amount GH(:20.00
Result
DAILY WORK Whea 02/11/2026
= Resolved +
Field worker Hawa Osei
Re:
Wit Rapparied I paid my susu on Tuesday but there was no SMS and it What was found or done
Withdr: is not on my balance.
rom field wor .
The customer's transactions around that day
Trans 03/11/2026 13:02 TX0008310 Deposit Hawa Osel GH(5.00 =
; 31/10/2026 16:02 TX0008082 Deposit Hawa Osel GH5.00 Send the answer to the customer by SMS
Complaints
29/10/2026 16118 TX0007837 Deposit Hawa Osel GHE5.00 Save
28/10/2026 16:24 TX0007715 Deposit Hawa Osel GH(5.00
All customers 26/10/2026 1259 TX0007475 Deposit Hawa Osel GHE5.00

Register a

4 Import from Excel

LOANS

< Allloans

(» Logout

Abusua Susu Enterprise Sobel Susu v10.0

Figure 13.2: A complaint with the customer's transactions

Tip: Deal with "deposit not showing" the same day. Check the worker's collections
and cash-up for that day. If the money was collected and not recorded, record it as a
deposit with channel Field worker and the worker's name, and treat it as a shortage if
the worker kept it.
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Part 5

The collector app
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Chapter 14
The collector app

How field workers collect on their phones, also without network.

14.1 Getting the app on the phone
1. On the Android phone open Chrome and the company's sign-in link. Sign in with
the staff number and password.

2. The collector app opens. Tap the menu (=) > Install the app, or the Chrome
menu (three dots) > Install app. The app now opens from its own icon, with the
company's app icon.

3. Open it once with network after each sign-in so that the customer list is saved on
the phone.

Abusua Susi

u
Hawa Osei - ABSUSUS001

Today Cash with me Customers
GHS 166.89 GHS 186.89 paid
5/24

» Notices (4): Christmas

Daily target GHS 1,500.00: 11%
Search name, number, phor All *
28 customers

Akos Boateng . -
Awaiting office

ABSUSU00129 - Kejetia - New card

Kwabena Appiah

ABSUSU00128 - Adum market - New Awaiting office

card

Kwabena Appiah
ABSUSU00130 - Adum market - New  (Awaitingoffice
card

Abena Antwi
ABSUSU00003 - Kejetia Market - Kejetia GHS 40.00
Market, stall 113 - Card 4: 14/31

Abena Sarpong
ABSUSU00013 - Kejetia Market - Kejetia [ GHs 10.00]
Market, stall 147 - Card 2: 6/31

Adwoa Owusu
ABSUSU00126 - Kejetia Market - New  (AWaHting office
stall - New card

Akosua Yakubu
ABSUSU00017 - Kejetia Market - Kejetia
Market, stall 164 - Card 3: 17/31

GHS
50.00/day

s ° -
- at =] o]
Collect New customer My day Withdrawals

Figure 14.1: The collector app
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The top shows today's collections, the cash the worker holds and how many
customers have paid, notices from the office and progress against the daily target. The
badge at the top right shows Online, Offline or the number of collections waiting to
be sent. The list shows the worker's own customers, with what each has paid today;
search by name, number, phone or area, or show only those not yet paid.

14.2 Collecting

1. Tap the customer.

2. For a daily card use + and - to choose the days; the amount is shown. For savings
type the amount. For a loan type the repayment.

3. Take the cash. Tap Collect, then tap again to confirm (the second tap prevents
mistakes).

4. Ask the customer to show you the SMS.

Zainab Danso
ABSUSU00020 - 233273378607

Daily susu ABSUSU00020DS1  Balance GHS 1,155.00
GHS 20.00 a day - card 2, 29 of 31 days paid

(-] days - GHS 20.00
Collect

Flexible savings Balance GHS
ABSUSU00020SV1 1,030.00

Amount

Collect

Loan LNOOO15 Owes GHS 565.50
Repayment GHS 8.45 - overdue GHS 25.35

8.45

Take loan repayment

History & withdrawal

Figure 14.2: Collecting from a customer

54



14.3 No network

Without network the app keeps working. Each collection is kept on the phone with its
own number and shows a clock sign; the badge counts them. As soon as the phone
has network they are sent by themselves (also every minute while the app is open).
Sending one twice never records it twice. The customer gets the SMS when the
collection reaches the office system. A collection the office cannot record (for example
the account was frozen) shows in red at the top: give the money back or hand it in
with an explanation.

Caution: Do not clear Chrome's data or log out while collections are waiting, and do
not sign in on another phone with them waiting. The app warns before logging out.

14.4 Other screens
e Customer (tap History & withdrawal): cards, loans, the last 20 transactions,
Ask for a withdrawal, and Save where the customer is (stand at the shop: the
GPS position is saved).
¢ New customer: register in the field with photo and ID photo. When the
company requires approval the customer shows "Awaiting office” until approved,;
do not take money before.

e My day: collections of any day, cash to hand in, shortage owed, commission of the
month, and the worker's cash-ups.

e Withdrawals: the requests for the worker's customers and whether they are
approved or paid.

55



Abusua Susu

=
¥ Hawa Osei - ABSUSUS001

< My customers
Zainab Danso
ABSUSU00020 - 233273378607 - Kejetia Market, stall 106

Daily susu ABSUSU00020DS1 GH¢1,155.00
GH(20.00 a day - card 2, 29 of 31 days

Can withdraw now: GH(1,155.00

Flexible savings ABSUSU00020SV1 GHC1,030.00
Can withdraw now: GH(1,030.00

Loan LNO0O15 GIEET) - owes GHE565.50 - GHE8.45 daily
- overdue GH(25.35

Last transactions

03/11/2026 08:51 Loan repayment GH(8.45
03/11/2026 08:51 Deposit 1d GH(20.00
02/11/2026 11:41 Loan repayment GH(8.45
02/11/2026 11:41 Deposit 1d GH(20.00
31/10/2026 13:41 Loan repayment GH(8.45
31/10/2026 13:41 Deposit 1d GH(20.00
30/10/2026 11:10 Loan repayment GH(8.45

s
-

= o]

Collect New customer My day Withdrawals

Figure 14.3: A customer in the collector app
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Abusua Susu

_, Hawa Osei - ABSUSUS001

My day
11/04/2026 =]
Collected today Cash to hand in
GH(166.89 GH(186.89
6 collections 7 not yet handed in

Commission from my
customers this month
GH(80.00

Hand in all the cash at the office every evening. The
cashier counts it and gives you a cash-up slip. The
amount on the slip must match "Cash to hand in".

Collections

Abena Sarpong

e TX0008440 - 1day

GH¢10.00

o07:24 Hawa Ofori GH(50.00
TX0008441 - 1 day

5550 Fuseini Fuseini A
: TX0008439 - 1day :

Abena Antwi
0419 TX0008474 - 2 days GH(:20.00

04:08 eshiappisi GH(16.89
TX0008473 - loan
04:07 okl GH®20.00
TX0008471- 2 days
My cash-ups
= at a e}
Collect New customer My day Withdrawals
Figure 14.4: My day
Rule set by the office What the worker sees
Cash limit Above it the app refuses to collect until cash is handed

in (offline collections are still accepted and flagged).

Location required The app asks for GPS; without it the collection is
refused.
Approval of new customers "Awaiting office" on the customer.
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Part 6

The mobile app
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Chapter 15

The mobile app

The app for Android phones and iPhones, for field workers and customers.

Besides the web pages, which can be installed from the browser (Part 5), the system
has a native app. It does the same work as the collector pages and the customer
portal, opens faster, takes photos with the camera and keeps working without
network for longer. Office staff keep using the website: the app does not open for their
logins.

Who What the app does

Field worker The list of his or her customers kept on the phone; daily collections and
loan repayments, also without network; withdrawal requests;
registering new customers with photo, ID photo and location; my day
and my cash-ups; notices.

Customer Balances and the susu card; statement between any two dates; loans
and the repayment plan; withdrawal requests with the PIN; complaints
and their answers; notices.

15.1 One app for all companies, or an app for one company

The app is built once on GitHub (no software to install on a computer). Built without
a company code it serves every company on the platform: the user types the company
code once, and the app then shows that company's name, colour and logo. Built with
a company code it is the app of that company only, with its name under the icon.

The icon of the app is taken from the system when the app is built: the company's
app icon (Setup » Company settings » Branding » App icon), else its logo, else the
platform icon (console » Website settings). After changing the icon, build the app
again.

15.2 Building the app

1. Make a free account at github.com and a new private repository, for example
susu-app.

2.Unpack sobel_susu_mobile.zip and upload everything in it to the
repository, including the . github folder (Add file > Upload files).
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3. Open Actions, choose Build app and click Run workflow.

4. Fill in the address of the system (https://susu.shslive.com), the company
code (or leave it empty), the name under the icon and the application id (for
example com.shslive. susu). Tick Also build the iPhone app when needed.

5. After about ten minutes the run shows a green tick. Open it and download
android-app. Inside is sobel-susu.apk.

15.3 Putting the app on phones

e Copy the . apk file to the folder downloads of the system and name it sobel-
susu.apk. The sign-in page then shows Android app for field workers and
customers and anyone can download it there.

¢ On the phone open the file. Android asks to allow installing apps from this
source; allow it once.

¢ For the Play Store, make a signing key and save it in the repository as described
in the README of the app; the next build also makes the . aab file to upload in
the Google Play Console.

¢ The iPhone app is built without a signature. It is signed and sent to the App Store
with an Apple developer account (Xcode or a signing service).

Caution: Keep the signing key and its passwords safe. Without them no update of the
app can be sent to the Play Store.

15.4 Signingin
1. Open the app. Type the company code (not asked in the app of one company).

2. Field workers type the staff number and password; customers the customer
number and PIN. Tap Sign in.

3. When the office has just set the password the app asks for a new one first.

The phone stays signed in until the user signs out, or 30 days without use. The office
signs a phone out by resetting the password or disabling the login under Setup » Users
& logins; do this at once when a field worker's phone is lost or the worker leaves.
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15.5 Collecting with the app

1. Pull down on the customer list to send what is waiting and to fetch the list again.
Search by name, number, phone or place.

2. Tap the customer. Each account shows its balance and card; each open loan
shows what is owed.

3. Tap Collect on the account (or Repayment on the loan). For a daily card choose
the days; for savings or a loan type the amount.

4. Count the money, then tap Received. The app sends it at once; the customer gets
the SMS.

Without network the collection is kept on the phone and a yellow line at the top
counts the collections waiting. They are sent by themselves within a minute of the
network coming back, or with Send now. Each collection has its own number, so it is
never recorded twice. If the office system refuses one (for example the customer was
closed in the meantime) a red line says so: give the money back or see the office.

Caution: Do not uninstall the app or clear its data while collections are waiting.
Signing out keeps them; they are sent after the next sign-in on the same phone.

15.6 Other pages of the field worker
¢ New customer: the same details as at the office, with the photo and the ID card
from the camera and the location of the business. It needs network.

* My day: the collections of any day, the cash held now, the target and the cash-ups
with shortage or excess.

¢ Requests: withdrawal requests of the worker's customers. Pay a customer in
cash only when the request shows approved.

15.7 The customer's app

e Savings: each account with its balance, the card with the days paid, waiting
withdrawals, the open loan, the latest payments, the field worker and the office.

¢ Statement: choose the account and the dates; each line shows the balance after
it and who received the money.

e Loans: each loan with the amounts and the repayment plan.
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¢ Withdraw (when the company allows it): account, amount, cash, MoMo or

bank, and the PIN. The office approves and pays; the customer gets an SMS at
each step.

e More > Report a problem: a deposit not showing, a withdrawal, the field worker.
The office answers under Daily work » Complaints.

Tip: The address of the system used by the app is /api/v1/.Its routes are listed in
docs/API.md for anyone who wants to connect another program.
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Part 7

Loans
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Chapter 16

Loans to savers

Application, checks, approval, payout, repayments, arrears and write-off.

16.1 The company's loan policy

Under Setup » Susu & loan products each kind of loan has two parts.

Repayment plan

Meaning

Interest % a month

The rate charged.

Worked out

Flat on the amount: interest = amount x rate x months, the
same every instalment. On the reducing balance: equal
instalments; each pays interest only on the principal still owed,
so the same rate costs the customer less.

Usual, shortest and
longest term

Applications outside the shortest and longest are refused.

Repaid

Daily (Sundays skipped unless the company collects on
Sundays), weekly, every two weeks or monthly.

Grace before the first
period

Days after the payout before the first repayment period starts.

Processing fee

A % of the amount or a fixed amount, kept from the payout
(income 4110).

Late penalty

Suggested penalty, % of the overdue amount.

Who qualifies

Meaning

Smallest and largest loan

Limits of the amount.

Days a member

Days since the customer first saved with the company.

Days paid

Days paid on daily cards in all.

Paid on % of last 30 days

Regularity: on how many of the last 30 working days the
customer paid.

Savings held at least

Balance the customer must have.

Up to N x savings

The loan may be at most this multiple of the savings.
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Lien % This share of the principal still owed stays in the customer's
savings as security and cannot be withdrawn until the loan is
repaid.

Loans at a time How many loans a customer may have running or waiting.

Guarantor; not while Further rules, ticked or not.
another loan is overdue;
not after a write-off

Refuse applications that On: an application that fails any rule is refused with the reasons.
fail a rule Off: it is saved and the approver sees the failed rules in red.

a e — = Abusua Susu Enterprise Find a customer < @ Shrmern. o

Susu and loan products,
any offers. Every custom

What the company offers . e rules of its product
N Susu accounts New susu product
Product Kind  Card Commission Daity amount  Opening fee  Accounts
? Name Gode
Dary e oo 1o -
et Queaote  onesoo 130 Edit Kind Days on 2 card
Daity card | | 31
Gompany's commission  Days / GHG / %
Savings o commission 17 Ednt Reysofthesty ¢ | | 9
4 Reports Taken Month end: least
Onthefirstasyor & | TP
e A - n the first day o & | =
Loan Interest  Term  Repaid Fee  Amount Running
Tragerioan @ 00M%a Luep  oucseccow
months, daily  month 0" Daily i 18 Edit
repayment)  flat
Weeki o a daily Largest
¥ SO 7385 L 20y CHES00.00 10
business lean Eavse w: zox [SHESA000 o can
(6 months)  fiat Y
Opening / card fem  Balanceto keep
o o

Most days paid al once

e

Description

Withdrawat allowed before the card is full
Offered to cu

Edit Trader loan (3 months, daily
repayment)

® Susu & loan products

Trader loan (3 months, daily repaymer

Starr
Repayment plan
Interest % a month Worked out
1000 Flat onthe am =
Ususiterm  Shortest Longest
20 i 365

Figure 16.1: Repayment plan and qualification policy of a kind of loan

16.2 How the loan is worked out

Flat: interest = amount x rate a month x term in days + 30, and the total is divided
into equal instalments. Reducing balance: the rate for one instalment period is the
monthly rate x months + number of instalments, and the instalment is the level
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payment that repays the amount with interest on what is still owed. The application
form shows the plan and the policy checks as you type.

GH(1,000 at 10% a month for 90 days, Flat Reducing balance
monthly

Instalments 3 x GH(433.34 3 x GH(402.12
Interest GH(300.00 GH(206.35
Total to repay GH¢1,300.00 GH(1,206.35
Example: GH(1,000, 10% a month, 90 days, daily, fee 2%

Interest 1,000 x 10% x 90 + 30 GH(€300.00

Total to repay GH(1,300.00
Instalments (90 days less Sundays) 77

Daily repayment GH(16.89

Fee kept GH(20.00
Customer receives GH(980.00

16.3 Application and checks

1. Loans » New loan application, find the customer.
2. Kind of loan, amount, term; the repayment is shown at once.

3. Purpose, guarantor (name, phone, relation), collateral. Save.
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RS Siiad = Abusua Susu Enterprise Find a customer C @ bl
New loan application

Customer name, number or phone ‘ Find ‘

&+ Register a cu

20 Waiting

B Import from Excel
LoANS

2 Allloans

® New loan application

© Inarrears

REPORTS
lu Reports
A Fieldw
BOOKS OF ACCOUNT
B Books

B Financial

(# Logout Abusua Susu Enterprise Sobel Susu v1.0.0

Figure 16.2: A new loan application

The loan page shows Checks before approving: customer status, days saved, savings
held and the most allowed, deposits in the last 30 days, guarantor, earlier loans and
the repayment against the customer's daily amount. The person who entered the
application cannot approve it.
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Abusua Susu

= Abusua Susu Enterprise

Loan LNOOO19

Salamatu Mahama (AB:

Find a customer

Kofi Agyeman
« @ wirgemen ...

iR Repayment Paid so far still owed
GH(1,000.00 GH(16.89 GHC0.00 GHC0.00
e <t daily % 77 = GHE1:300.00 penalties paid GHE0.00
G month
Checks before approving Purpose Restock for Christmas
Guarantor  Abubakari Yakubu 233507977687
© Ccustomer status active
B Import from Excel Collateral
© Days paid (at least 31) 79 days

LOANS

< Allloans

an application

Loan at most 3.0 times the
savings

Guarantor

No loan written off before

GH(1,515.00 saved allows GH(:4,545.00

Abubakari Yakubu 233507977687
none overdue

0 earlier loan(s)

Susu account

Applied

ABSUSU00004DS1, balance GHC1,515.00

04/11/2028 by Ms Yaa Mensah

ent and schedule

°
o
© No other loan overdue
°
©

natedrs Repayment (for information) :;':/MBEQdaHy‘ the customer saves GHC22.00a -
L Reports Payments down
(* Logout Abusua Susu Enterprise Sobel Susu v1.0.0
Figure 16.3: Checks before approving
16.4 Payout
After approval the cashier pays out: cash, company MoMo, bank, or into the

customer's susu account. The first repayment date can be chosen. The schedule is
made and the customer gets an SMS.

Account Debit Credit
1200 Loans to customers 1,000.00

1000 Cash (or 1010, 1020, or 2000 if into savings) 980.00
4110 Loan processing fees 20.00

16.5 Repayments

The field worker collects repayments in the app; the office records them on the loan
page (cash, MoMo, bank or from the customer's savings). Each repayment pays any
penalty first, then interest and principal in proportion: Dr cash, Cr 4120 penalties,
4100 interest, 1200 loans. The schedule shows what is paid. When everything is paid
the loan closes by itself.
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b S = Abusua Susu Enterprise « @ citaeran e

Loan LN00002 ETITF) - [os

ent and schedule
Fatima Amoah (ABSUSU00076) collector Kwadwo Yakubu

Amount Repayment Paid so far Still owed
GH€800.00 GH(13.51 GHC445.83 GHE594.17
e 0 st daily x 77 = GHC1,040.00 penalties paid GHC0.00 overdue GH(:216.16, 19 days
Schedule Purpose Sewing machine
= e s Guarantor  Mohammed Danso 233246380391 Friend
4 Import from Excel Collateral
8 mp GHC 1351 GHE13.51
. o Susuaccount  ABSUSU00076SV1, balance GHC910.00
LOANS 2 GHC1351
- R Applied 07/09/2026 by Mr Kofi Alhassan
o AT 3 GHE13.5
i Allloans o Approved  Mr Kofi Alhassan, 07/09/2026 12:00
4 GHC1351
»an application = — i 07/09/2026 (momo), first due
08/09/2026, last 05/12/2026
In arrears ¢ GHEIS.51
7 GHC1351 Repayment at the office
REPORTS N J——
Amount Paid by
lu  Reports 9
21616 Cash +
0
1 Reference

Record the repayment
Payments

Figure 16.4: A running loan with its schedule

16.6 Arrears, penalties and write-off

Loans > In arrears lists overdue loans with the amount and days late. The loans page
shows portfolio at risk over 30 days: the principal of loans more than 30 days late
as a share of all principal outstanding. Keep it below 5%. A manager may add a late
penalty (suggested from the penalty rate). A loan that cannot be recovered is written
off by the manager or owner: Dr 5800 Loan impairment, Cr 1200 Loans to customers.
Money recovered later is recorded under Books » Record money in as other income.
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a RS Siigi Abusua Susu Enterprise Find a customer C Kotl Avemany, ...
Loans New application
Outstar g GHC™ on 18 loal overdue GH(1,388.33 - portfolio at risk over 30 days 0.0%
Applications @ Approved, topayout  Running  Inarrears  Finished
° . Loan Customer Collector Amount Instalment Still owed
20 Waiting for appr
LNOOOO2 Fatima Amoah Kwadwo Yakubu GHEB00.00 GHE13.51d GHE594.17

o7/

9/2026 ABSUSU00076

B Import fron

LNDUOO“[ Vza ADUD‘E“ Konadu Ofori GHC800.00 GHE13.51d GH(607.68
< . LN000O1 Kwabena Owusu GHE55.77
Allloans il Kuabena Ow Konadu Oferi GHE300.00 GHE5.07 GH(166.92 13 ays D
New loan application LNO0O7 Kofi Ofori Skl o— e
s e GH(1,000.00 GHEB43.97 T2 caye CEID
© Inarrears LN0000S Serwaa Gyasi Cwaduo Yaiubu — obs07d cfi27ase GHC40.56
28/09/2026  ABSUSUO008S
REPOR :
ENDU??§’ Vza Da"‘s"ﬁ Konadu Ofori GHC500.00 GHC8.45 d GH(404.95
21 2026 Al 028
Reports
LNDO0OS Fuseini Gyasi GHEM8.23
Ab D: GHC16.89 d
. bpie eSO AN b ena Danso GHE1,000.00 CH(891.96 2ey, D
& Field worke
LN00014 Abena Frimpong SenaBanso B GHE81.06
e ot GHE800.00 GHE864.37 e O
LN00010 Kojo Mahama GH(87.55
‘Abena Danso GHC13.51d .
iy ols M et e GHC800.00 GH(688.74 sy, D
LN00008 Kwaku Owusu CH(126.65
Yaa Salif GH(25.33d
b i aa salifu GHC1,500.00 GHC1,291.42 oo, CIED
LN00003 Akwasi Gyasi G SR GHE126.65
P s ena Danso GHE1,500.00 ¢ GHE835.48 oy, T
Lhoooie Atla Otod Yag Salify GHE1 50000 HE25.33 ¢ GH AR A CHE75.99 gy

Figure 16.5: Loans in arrears
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Part 8

Customers and the public
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Chapter 17
The customer portal

What customers see and do on their phones.

Customers sign in with their customer number and PIN. On a phone the tabs are at
the bottom.

My savings: each account with its balance, daily amount and card, withdrawal
requests waiting, the loan with any overdue amount, the latest transactions, the
field worker's name and phone, and notices.

Statement: any period, with PDE.

Withdraw: amount, cash or MoMo, reason, and the PIN. The request goes to the
office.

Deposit online (if the company has Paystack): days or amount, then MoMo or
card on Paystack. The balance changes at once and an SMS follows.

Loans: schedule, paid and overdue.

Report a problem: a complaint to the office, with the answer shown when
given.
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§ AbusuaSusu

Hello Zainab

Daily susu - ABSUSU00020DS1

GHC1,155.00

GH(20.00 a day - last paid 03/11/2026

Card 2: 29 of 31days paid

Statement Withdraw

Flexible savings - ABSUSUO0020SV1

GHC1,030.00

Loan LN0O0O15: you still owe GH¢565.50.
Repayment GH(8.45 daily. Overdue: GHC25.35.

Details
Latest all
03/11/2026 08:51 Loan repayment +GH(8.45
- = =] :
Savings Statement Withdraw More

Figure 17.1: The customer portal on a phone
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§ AbusuaSusu

Ask for a withdrawal

From

ABSUSU00020DS1 Daily susu: can withdrav &

Amount
Pay me by MoMo number
Mobile Money * 233273378607

Reason (optional)

Your PIN

©

Send the request

Abusua Susu Enterprise - 0506027763

]

Savings Statement Withdraw More

Figure 17.2: Asking for a withdrawal
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Chapter 18

Installing the apps

Every part of the system installs like an app from a phone store.

Every part of the system is a progressive web app: the office pages, the collector app,
the customer portal, the console and each company's sign-in page can be installed on
Android phones, iPhones, and Windows or Mac computers. The installed app opens
in its own window from an icon on the home screen or desktop, with the company's
name and icon.

Device How to install

Android (Chrome) Sign in, open the menu and tap Install the app (or Chrome
menu > Install app).

iPhone / iPad (Safari) Tap Share » Add to Home Screen.

Computer (Chrome or Click the install icon at the right of the address bar, or Install the

Edge) app in the user menu.

App Opens at For

Company sign-in login page of the company everybody

Office Dashboard office staff

Collector Collect field workers

My susu customer portal customers

Console console overview the system administrator

18.1 Theicon

The install icon comes from the database. A company uploads its own App icon
under Setup » Company settings » Branding & look (square PNG, at least 512 x 512, with
white, main-colour or transparent background); without one its logo is used. The
system administrator sets the platform's icon under Console » Website settings; it is
used for the console and for companies with neither an icon nor a logo. The system
makes every size needed (48 to 512 pixels, and the round Android version) by itself.

Without network, the office pages and the portal show a "No network" page: balances
must never be shown out of date. Only the collector app works offline (chapter 14).
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Chapter 19
The company's public pages

Pages anyone can open without signing in.

/company .php?s=CODE shows the company, its kinds of account and loans, its
offices and collection areas, and how to start. /complaint.php?s=CODE is the
complaint form for anybody, also people who are not customers. Put both links on the
company's Facebook page and cards.

rtaproblem  Signin €

&  Abusua SusuEnterprise

Abusua Susu Enterprise offices

Abusua Susu Enterprise collects daily susu from traders, artisans and workers in and around Kumasi. Every

deposit is confirmed to you by SMS, and you can check your balance at any time. Adum (haad offioe)

0265150362

ct at Adum Central, Asafo Market, Kejetia

Licence / registration no

Bantama
0206006878

We collect at

Ways to save

ntama Market, e Magazine

Daily susu
i i : élnxed amount ev:ry d?yhiovua Tam of31 dayi, "fom Gst 1%00 ahday - T —
ommission: one day of the daily amount on the first day of each card. E-mmall Info @ablisu.cémn.gh

Opening fee GHS 5.00.

Flexible savings

Any amount at any time. No card

Any amount, any day. Commission: no commission. Already saving with us?
Sign in with your customer number and PIN to see your
balance and cards.

Loans for savers

Sigr

Trader loan (3 months, dail
{ . dally After saving with us for at least 31 days. GHS 200 to 5,000, repaid daily.

repayment)
Never give your PIN to anyone, also not to a field
After saving with us for at least 62 days. GHS 500 to 10,000, repaid
Woealdy Buskiess iosr 6 monihil 9 y: D warker. If you paid and got no SMS, tell us the same
weekly day,

How to start
1. Call us or ask any of our field workers, or come to an office below.
2. Bring your Ghana Card (or other ID) and phone. We register you and open your card.
3. Pay every day to the field worker. Check the SMS each time. You can see your balance online at any
time.

Abusua Susu Enterprise m.gh A deposit not showing?

Figure 19.1: The company's public page
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Part 9

Reports and the books of account
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Chapter 20

Reports

Management reports on screen, as PDF and as CSV for Excel.

Reports » Reports. Choose a report, the period, branch and field worker, then Show,

PDF or CSV.

Report

What it shows

Use it to

Daily collections

Each day: field, office, MoMo/online
deposits, loan repayments, withdrawals,
commission and net money in.

See the trend and check
the day's cash.

Field worker
performance

Customers, customers who paid,
collected, target and %, commission,
shortages, cash not handed in.

Pay commission shares;
find weak workers.

Customer balances

Every account with its balance at any
date.

Prove account 2000: the
total must equal it (the
page shows the book
figure).

Dormant accounts

Accounts with money and no deposit for
N days.

Visit or call these
customers.

Commission and
fees

By month and kind of account, with the
number of cards started.

Check income.

Withdrawals paid

Every withdrawal paid in the period, with
who paid.

Check vouchers.

Cash-ups and
shortages

Every hand-in with expected, handed in,
short and over.

Control field cash.

Loan book and
arrears

Every running loan with owed, overdue
and days late; portfolio at risk.

Follow up arrears.

New customers

Registered in the period, by worker, with
deposits so far.

Growth; pay recruitment
bonuses.
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aging Director / Owne

a RS Siigi = AbusuaSusu Enterprise Find a customer C Kofi Agyeman

Field worker performance

rep
Collections arget, customers who paid, commission earned, shortages, n
n/olz2026 B | 1/04/2026 B | Allbranches + || Allfield workers | show |[ & PoF | [ #, csv
]
011112026 to 04/11/2026 (3 callection days)
Field worker Customers  Paidin period  Collected Target % of target Commission  Shortinperiod  Not handed in
Mrs Abena Danso 25 23 143356  3,00000 48% 0.00 0.00 -270.00
Miss Hawa Osei 24 21 132757 4,50000 30% 80.00 0.00 186.89
n applicatio
i Ms Konadu Ofori 2 24 173406 300000 58% 80.00 0.00 40.00
(e Mr Kiadwo Yakubu 25 24 116216  3,00000 39% 30.00 0.00 40.00
Mrs Yaa Salifu 25 23 110367 300000 3% 85.00 5.00 0.00
REPORTS
Total 125 15 6761.02 16,500.00 41% 255.00 5.00 -3m
W Reports
& Field work
ACGOUNT
@ Books home
B Financial st
&5 Record money ottt / in
@ Journal (day book)
& Rank & MoMo reconcilia
(* Logout Abusua Susu Ente Sobel Susu v1.0.0
Figure 20.1: Field worker performance
a Abusua Susu = Abusua Susu Enterprise Find a customer (4 @ b A_g,,y‘,eﬂar!‘ | Owner
Customer balances o
E it with its balance: the list behind account 2000 Customer susu deposits.
1/04/2026 B || Allbranches + | Allfieldworkers | show || # pDF |[ B csv |
B Import from Exc
Asato 26
LoaNs Account Customer Phone Field worker Kind Daily  Last deposit Balance
< Ailloans ABSUSU00046DS1 Abdul-rahman Abdulal 233201600411 Konadu Ofori Daily susu 10.00 03/M/2026 195.00
ABSUSU000465V1 Abdul-rahman Abdulai 233201609411 Konadu Oferi Flexible savings 03112026 410.00
b New loan applicatio
o WCUACREE] ABSUSUOOT0EDS! Adwoa Abdulai 233556044807 Abena Danso Daily susu 5000 03/11/2026 2,795.00
T ABSUSU00081DST Afia Abdulai 233578020749 Kwadwo Yakubu  Dally susu 1000 03/M/2026 85.00
ABSUSUQOT0SDST Afia Abdulai 233267997529 Abena Danso Daily susu 2000 03/1/2026 405.00
REPORTS
ABSUSU00037DS1 Akosua Abdulai 233555205911 Konadu Ofori Daily susu 500 03/11/2026 50.00
L Reports ABSUSU00093DS1 Amina Abdulai 233242070462 Kwadwo Yakubu  Daily susu 500 03/1/2028 445.00
e ABSUSU00053DS1 Kofi Acheampong 233242116201 Yaa Salifu Daily susu 10.00 03/1/2026 175.00
ABSUSU00031DS1 Kwesi Acheampong 233557002058 Konadu Ofori Daily susu 5000 03/1/2026 2,695.00
ASCRUNT ABSUSUO0049DS1 Mariama Acheampong 233552536588 Konadu Ofori Daily susu 50.00 03/11/2026 2,245.00
B Books home ABSUSU000495V1 Mariama Acheampong 233552536588 Konadu Ofori Flexible savings 03/1/2026 950.00
ol ; ABSUSU00125DS1 Salamatu Acheampong 233558653400 Abena Danso Daily susu 5000 03/1/2026 185.00
inancial st
ABSUSUOOT255V1 Salamatu Acheampong 233558653400 Abena Danso Flexible savings 03/1/2026 1140.00
&3 Record money out /in ABSUSU00021DS1 Yakubu Acheampong 233575279221 Hawa Osel Daily susu 10.00 03/1/2026 75.00
s ABSUSUOOTIODST Amina Agyeman 233276314795 Abena Danso Daily susu 1000 03/11/2026 1105.00
@ Journal (day book)
ABSUSU00043DS1 Fatima Agyeman 233545243087 Konadu Ofori Daly susu 2000 03/M/2026 715.00
& Rank & MoMo reconcilia
ABSUSU00077DS1 Salamatu Agyeman 233266260154 Kwadwo Yakubu  Day susu 1000 08/11/2026 105.00
ABSUSU00096DST Abubakari Alhassan 233554246282 Kwadwo Yakubu  Dally susu 500 03/1M/2026 210.00

Figure 20.2: Customer balances
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Chapter 21

The books of account

How the double-entry books are kept, and what the accountant does.

21.1 Everything posts by itself

Every transaction posts its entry as it is saved. The accountant only records what does
not pass through a customer: expenses, salaries, capital, transfers between cash, bank

and MoMo, and assets.

Event

Debit

Credit

Field collection

1005 Cash with field workers

2000 Customer susu

deposits
Office / MoMo / bank / 1000/ 1010/ 1020 / 1030 2000 Customer susu
Paystack deposit deposits
Commission 2000 4000 Susu commission
Opening fee 2000 4010 Account and card fees

Cash handed in

1000 (and 1300 if short)

1005 (and 4300 if over)

Withdrawal paid

2000

1000 / 1010/ 1020

Loan paid out

1200 Loans to customers

Cash and 4110 fee

Loan repayment

Cash (or 2000 from savings)

1200, 4100 interest, 4120
penalty

Loan written off

5800 Loan impairment

1200

Opening balance (import)

3900

2000

Reversal

the opposite of the original
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Abusua Susu = Abusua Susu Enterprise

Books of account

The

kept by

happens.

2 Allloal

Summary  Chart of accounts

© Inarrears

REPORTS Cashin the office

Reports GH(9,654.65
Field works
Resuits

>F AGCOUNT

Books home

uble entry. Ev

Petty cash

GH(236.00 fle

Find a customer

eposit, commiss:

.. e

Account ledger  Settings

Mebile Mon Bal

GHC3,808.00

GH(134,400.00

-GHC3M

Owed and owing

This month  Financial year to date Customers' susu money held

C @ Mrs Afua Gyasi
8 accountant

ck

b
GHC0.00

GH(139,225.00

Susu commission and fees 255.00 9,465.00 Loans to customers not yet repaid (pr GHE11,066.30
EinEncials Loan interest, fees and penalties 15.28 1778.84 Cash shortages owed by staff GH(290.00
Field worker commissions, Withholding tax to pay to GRA GHE0.00
Record money out / in charges and loan losses (500:00) fsa0.00)
Bills from suppliers not yet paid GHE0.00
Other income 000 0.00
Journal (d:
Running costs and depreciation ~ (2,666.00) (15,517.00)
Profit before tax (2,795.72) (4,773.18)
Latest entries Al entries
04/1/2026 JV00%066 Deposit TX0008474, ABSUSUO0003 Abena Antwi 20.00
04/11/2026 JV003085 Loan repayment TX0008473, ABSUSU00022 Issah Appiah 16.89
03/11/2026 JV002064 Deposit TX0008472, ABSUSUO0003 Abena Antwi 20.00

Figure 21.1: Books home

21.2 The chart of accounts

The chart is made when the company is created. System accounts (marked system)
are used by the automatic entries and cannot be removed. Add accounts for your own
costs. Manual entries to 2000, 1200 and 1005 are refused: they must come from
transactions, so that customers' balances always agree with the books.
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RS Siiad = Abusua Susu Enterprise Find a customer C @ MreiAia Gyas

ery deposit, commission, witt

L Allloans 4 Money out ‘ 4 Money in H Transfer ‘

© Inarrears Summary Chart of accounts Account ledger Settings

nd-in, loan and

payment is posted automatical

PORTS
REPORTS Code Account Type Cashflow Balance today Add an account
L Reports LS
Cash in the office system Code Name
# Field w 1000 Notes and coins in the office safe and with Asset  cash 9,654.65 Edit
BOOKS OF ACCOUNT Type Gash flow group
1001 p Asset  cash 236.00  Edit . N
8 Books home Expense ¢ | Operatng %
N pn o R Kind
B Financial staf i A EseR (a1 Edit
Expense s
£3 Record money out / in
Mobile Money wallet syt
1019 4 Eystam Asset  cash 3,808.00  Edit Description
The company's MoMo merchant or age
@ Journal (d
& B sgg Dank acm“"“ o Asset  cash 134,40000  Edit
& Bankg Current aceount at the ban
Inuse
Paystack balance  system
o S 030 Online deposits not yet settied by Paystac e
a 1030 Oniine deposits not yet settied by Paystack to the  Asset  cash Edit
© Budget
fagg LTt Assel  operating Edit
Expenses paid inadvance (rent; lcanca Add accounts for your own kinds of costs
BN ot Asset  cparating i (e.9. 5240 Motorbike fuel). System accounts

(* Logout

are used by the automatic postings: you can

rename them butnot change their tvos

Figure 21.2: The chart of accounts

21.3 Recording money out and in

1. Books of account » Record money out / in.

2. Money out: date, amount, paid from (cash, MoMo, bank), spent on (the expense
account), to whom, what for, and the receipt photo. For equipment choose 1500 or
1510: it is entered in the fixed asset register and depreciated each month.

3. Money in: capital, other income.
4. Transfer: cash banked, MoMo float topped up from the bank.

5. General journal: accruals, corrections and the opening journal.
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RS Siiad = Abusua Susu Enterprise Find a customer C @ MreAfua Gyasl

Record money out / in

All entries
Fee payments are recorded under Payments and posted by themselves. Use this page for everything else.
© Inarrears .
Money out Bill to pay later Pay a bill Money in Transfer General journal
REPORTS
Date At Raféencs Money out is Aa‘ny%h\ng paid now: data,
L Reports hosting, rent, SMS, salaries, a laptop. Itis
1/04/2026 a receipt / invoice / MoMo IL posted as Dr the account spent on, Cr the
account paid from. Choose a fixed asset
Paid from Spentan aceount (1500, 1510) for equipment: it is then
depreciated each month.
1000 Cash in the office (GH(9,654.65) + 5990 Other expenses
Pay salaries and field workers' commission
Paid to What for here too: Dr 5000 or 5300, Cr the account
paid from.
e.g. MTN Ghana, landiord e.g. Internet bundie for November
&3 Record money out [ in Attach the receipt / invoice {photo or PDF, optional)

| e - | choose File | No file chosen
journal (day book] R

&% Bank & MoMo reconcilia...
O Fi

Budget

SETUP

¢ Logout

Abusua Susu Enterprise

Figure 21.3: Money out

21.4 Bank and MoMo reconciliation

At each month end compare the MoMo wallet and bank account with their
statements: choose the account, type the statement date and closing balance, tick
each entry that is on the statement. The difference must be nil; entries not ticked are
timing differences or mistakes to find.

21.5 Fixed assets and budget

Fixed assets is the register with cost, life, depreciation and value now; assets bought
before the system started are added there. Budget holds the year's budget for each
income and expense account and compares it with actual.

21.6 Month-end checklist for the accountant
1. All field workers have handed in (Cash from field workers is empty, 1005 is nil or
explained).
2. Reports » Customer balances total = 2000 on the trial balance.
3. MoMo wallet and bank reconciled.

4. Shortages owed reviewed; recover or write off.
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5. Expenses and salaries entered with receipts.
6. Reversals in the activity log reviewed.

7. Loan arrears over 90 days considered for a provision (Dr 5800, Cr 1250 Allowance
for loan losses) or write-off.

8. Print the monthly financial statements for the owner.
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Chapter 22

Every accounting report

The full list under Books of account » Financial statements. Every report opens on
screen, as PDF and as CSV for Excel, for any period.

(one or all accounts); journal
(day book); cash book

Group Report What it is
Financial Statement of profit or loss Income less expenses, with last year
statements beside it.
Statement of financial position | Balance sheet: assets, liabilities and
equity at a date.
Statement of cash flows Direct method: cash from operating,
investing and financing.
Statement of changes in equity | Capital, drawings and retained
earnings.
Accounting policies and notes; | Notes 1 to 12; the full set with
full set (PDF) directors' report and signatures.
Books Trial balance; general ledger The ledgers behind every figure.

Books of prime
entry

Cash book (cash, MoMo and
bank columns)

Three-column cash book with balances
brought and carried forward.

Petty cash book (analysed)

Imprest petty cash with analysis
columns by expense.

Cash receipts book; cash
payments book

Every cedi in or out, with the account it
was for, and an analysis.

Deposits day book; withdrawals
day book; commission and fees
journal

Every customer transaction, one by
one, with totals by channel or kind.

Loan disbursement register;
loan repayment register

Every loan paid out and every
repayment with principal, interest and
penalty.

General journal (manual
entries)

Entries made by staff, with who made
them.
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Daily cash position (teller)

Opening, received, paid and closing
balance of the cash (or any cash
account) each day.

Other Receipts and payments account | Cash-basis summary: opening
statements balances, receipts and payments by
kind, closing balances.

Income and expenditure Every income and expense account
account and the surplus or deficit.
Extended trial balance Opening, period debits and credits,
(worksheet) and closing for every account.
Chart of accounts; bank and The chart with balances; past
MoMo reconciliation reconciliations and items not yet
statements; audit trail of cleared; who made each entry and
entries when.

Schedules Customer deposits; loan The detail behind the balance sheet
portfolio; shortages owed; lines.
suppliers owed; fixed asset
register

Management Budget against actual; monthly | For the owner.

trend; key ratios

Banking and risk

Loan classification and
provisioning

Current, OLEM, substandard, doubtful,
loss; provision required against the
allowance in the books, and the
adjusting entry.

Interest and fees earned by
loan

Interest, fees and penalties received
per loan, and interest still to come.

Deposit concentration; loan
concentration

The largest 20 depositors and
borrowers and their share.

Liquidity and capital

Liquid assets against deposits, equity
to assets and capital adequacy.

Expense analysis by month;
taxes and statutory payables;
income tax computation (draft)

Costs by month; WHT, PAYE, SSNIT and
income tax owed; a draft tax
computation with capital allowances.
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Abusua Susu Enterprise Find a customer C @ s Afua Gyasi

[ e

Financial reports

Prepared under IFRS for SME:

2 Allloans

Financial statements This month N
© Inarrears Statement of profit or loss.
Statement of financial position ABUSUA SUSU ENTERPRISE
REPORTS o —— Cash book (cash, MoMo and bank columns)
For the perio to 04/11/2026
i Reports Statement of changes in equity
Date Entry Details Cashin Cash out MoMoin  MoMo out Bank in
Accounting policies and notes
LIRS Full set of financial statements. Balances
(PDF) 0112026 brought 5,467.52 3,598.00 137,050.00
forward
Books
Withdrawal
8 Books home Trial balance 01/11/2026 p 300.00
General ledger (one account)
o Salaries
Financial statements General ledger (all accounts) forthe
01112026 V008980 2
Journal (day book) month -
€8 Record money out / in i
Cash book (cash, MoMo, bank,
Paystack) Deposit
@ Journal (day 02/11/2028 i 2,065.00 160.00
Schedules (8)
Customer deposits (by product Loan
and branch) 02/1/2026 repayment  212.81
Loan portfolio and arrears (15)
Cash shortages owed by staff 02/11/2026 W)‘”‘“'awa‘ 280.00
a :
Suppliers owed (accounts
" Deposit
paytiel 03/11/2026 ”OZJ 3,315.00 50.00
Fixed asset register
Loan
Activ Management
03/11/2026 repayment  200.99
> Logo Budget against actual (15)

Monihly trend (12 monins

Figure 22.1: The cash book with cash, MoMo and bank columns

Abusua Susu Enterprise Find a customer

B s

Financial reports
Prepared under IFRS for SME:

ouble-entry books. Choose a report and the p.

2 Allloans

Financial statements Financial year to date | |
® Inarrea Statement of profit or loss
Statement of financial position ABUSUA SUSU ENTERPRISE
REPORTS o —— Petty cash book (analysed)
For the period 01/01/2026 to 0.
Reports Statement of changes in equity
Date Voucher Details Received Paid  Otherexpenses Printing and st. Internet, da
Accounting policies and notes.
LI Full set of financial statements. Balance.
(PDF) brought
01/01/2028 forward
Books
(imprest
Trial balance float)
General ledger (one account) Petty
General ledger (all accounts) 08/07/2026  JV008984 cash 500.00
Journal (day book float
Cash book (cash, MoMo, bank, FT”’""
ystack) are to
Paystack) 10/07/2026  JV008985 12.00
the bank
Schedules
- Melcom
Cust d its (b duct
ustomer deposits (by produc Brinking
and branch)
water for
Loan poftfolio and arrears 14/07/2026  JVO089BE 15.00 15.00
Cash shortages owed by staff - Melcom
® Budg
2 Suppliers owed (accounts Cleaning
payable) materials
17/07/2026  JV008987 30.00 30.00
Fixed asset register d
Vodafone
Activ Management
Budget against actual Ornking
water for

IMonihly trend (12 monins)

Figure 22.2: The analysed petty cash book
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Abusua Susu Enterprise Find a customer C @ s Afua Gyasi

[ e

Financial reports

Prepared under IFRS for SME:

ble-entry books. Choose a report and the p:

2 Allloans

Financial statements Financial year to date # ‘ Shou ‘
© Inarrears Statement of profit or loss.
Statement of financial position ABUSUA SUSU ENTERPRISE
REEORTS Statement of cash flows Receipts and payments account
Fol /0172026 to 0. 2026
i Reports Statement of changes in equity
Amount Amount
Accounting policies and notes
& Fdorles Ful set of financial statements Balances at 31/12/2025
(PDF)
Total balances brought forward 0.00
Books
@ Books home Triad balance Recelpts
General ledger (one account) Loans o clistomers 49703
Financial statements Geeraltadger o aaEabia] Staff cash shortages 600
record Journal (day book) Custormer susu deposits 240,270.00
€5 Record money out / in .
Cash book (cash, MoMo, bank, Owner's capital 30,000.00
Paystack)
a rnal (day Y Interest on loans 1,467.51
Schedules Loan processing fees 328.00
Customer deposits (by product Total receipts 276,088.54
and branch) i
Loan portfolio and arrears Payments
Cash shortages owed by staff Loans to customers 16,483.33
Suppliers owed (accounts Staff cash shortages 300.00
yable)
payable) Computers, phones and equipment 6,000.00
Flieclassstregister Customer susu deposits 9158000
Activ M: it
i oo Interest on loans 16.67
> Logo Budget against actual s o
Monthly trend (12 moring)
Figure 22.3: The receipts and payments account
a Abusua Susu Abusua Susu Enterprise Find a customer C @ - han

Financial reports

i) Prepared under IFRS for SME:

2 Allloans

Financial statements Asat 11/04/2026 ‘
® Inarrea Statement of profit or loss
Statement of financial position ABUSUA SUSU ENTERPRISE
REPORTS P Loan classification and provisioning
As at 04/11/2026
Reports Statement of changes in equity
Class Days overdue Loans Principal outstanding Provision % Provision required
Accounting policies and notes
Field worker o STl Satea Current 0-30 18 11,066.30 1% 11066
(PDF) Other loans
Goaks especially 31-90 0 0.00 5% 0.00
mentioned (OLEM)
Trial balance
Substandard 91-180 0 0.00 25% 0.00
General ledger (one account)
Doubtful 181- 365 0 0.00 50% 0.00
General ledger (all accounts)
Journal (#ay book) Loss over 365 0 0.00 100% 0.00
Cash book (cash, MoMo, bank, Total 18 1,066.30 10.88
Paystack)
Schedules Allowance for loan
Customer deposits (by product losses in the 0.00
and branch) books (1250)
Loan portfolio and arrears Provision toadd 10.66
Cash shortages owed by staff Adjusting entry (Baoks » Record money out / in» General journal): Dr 5800 Loan impairment, Cr 1250 Allowance for loan

Budg ses 66
@ g Suppliers owed (accounts legscetioie

payable) The e
doubtful 50%, loss 100%). Companies under other rules chan:
class should normally be written off once recovery efforts have failed.

and provision rat

OLEM 10
Books home > Settin

ubstandard 25%
Lo:

follow the Bank of Ghana prudential approach (current

s inthe loss
Fixed asset register

Activ Management

Budget against actual

IMonihly trend (12 monins)

Figure 22.4: Loan classification and provisioning

The provision rates (default 1%, 10%, 25%, 50% and 100% as in the Bank of Ghana
guideline) and the income tax rate are set under Books home » Settings.
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Tip: For the year end print, in this order: trial balance, extended trial balance, loan
classification (and enter the provision), then the full set of financial statements. Keep
the day books and the cash book of the year with them.
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Chapter 23

Financial statements

Prepared from the books in the IFRS for SMEs layout.

Books of account » Financial statements gives, for any period, with the last year beside
it: the statement of profit or loss, the statement of financial position, cash flows,

changes in equity, accounting policies and notes, and the full set as one PDF with the

directors' report. Also the trial balance, general ledger, day book, cash book, and
schedules: customer deposits by product and branch, loan portfolio and arrears,

shortages owed, suppliers, fixed assets, budget against actual, the monthly trend and

key ratios.

Abusua susu

2 Allloans
© Inarrears
REPORTS

la Reports

# Field

Financial statements

&5 Record money ottt / in

@ Journal (da

= Abusua Susu Enterprise

Financial reports
P ed under IFRS for SMEs fr

Financial statements

Statement of profit of loss

Statement of financial position
Statement of cash flows

Statement of changes in equity
Accounting policies and notes

Full set of financial statements
(PDF)

Books
Trial balance

General ledger (one account)
General ledger (all accounts)
Journal {day book)

Cash book (cash, MoMo, bank,
Paystack)

Schedules

Customer deposits (by product
and branch)

Loan portfolio and arrears

Cash shortages owed by staff

Suppliers
payable)

ved (accounts

Fired asset register
Management
Budget against actual

Mogihly trend 12 mogihe)

the double-entry books. Choose a re

Financial year to date &

Find a customer

[ Hide tast y

Mrs Afua Gyasi
C @uiny

ABUSUA SUSU ENTERPRISE
Statement of profit or loss
For the period 01/01/2026 to 04/11/2026
Note 01Jan - 04 Nov 2026
Revenue

Susu commmission 3 8,840.00

Account and card fees 3 625.00

Interest on loans 4 145084

Loan processing fees 4 328.00
Revenue 1,24384
Direct costs and loan losses.

Loan impairment 5 (500.00)
Net operating income 10,743.84
Operating expenses

sMs (600.00)

Internet, data and airtime (740.00)

staff salaries (10,600.00)

Rent (2,000.00)

Printing and stationery (cards, receipts) (225.00)

Transport and fuel (108.00)

Cash shortages written off 8 (4.00)

Figure 23.1: Statement of profit or loss
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Mrs Afua Gyasi
Bac

Abusua Sustl = Abusua Susu Enterprise Find a customer C

cial reports

nder IFRS for SM

2 Allloans

Financial statements

[ Hide tast year \

© Inarrears Statement of profit or loss.
REPORTS SHEERTBT RS HEE Statement of financial position
As at 04/11/2026
L Reports Statement of changes in equity
Note 04/1/2026
Accounting policies and notes.
PR Ful set of financial statements ASSETS
(PDF)
Non-current assets
BOOKS OF ACCOUNT e
Gomputers, phones and equipment 6 6,000.00
s Trial balance
8 Books home Accumulated depreciation 6 (1,000.00)
General ledger (one account)
B o 5,000.00
Financial statements General ledger (all accounts) :
Current assets
= " Journal (day book)
&8 Record money out / in Loans to customers 5 11,066.30
Cash book (cash, MoMo, bank,
Paystack) staff cash shortages 8 290,00
@ Journal (d
Schedules Cash in the office 10 9,654.65
B Ba V a Customer deposits (by product Petty cash 236.00
ananench) Cash with field workers 10 (@)
= aiid die
= 2 Lganipoftiofio and Afears Mobile Money wallet 10 3,808.00
Cash shortages owed by staff
© Budget Bank account 10 134,400.00
i Suppliers owed (accounts —
) 159,451.84
Fised asset register Total assets w
Monhosmions EQUITY AND LIABILITIES
Budget against actual Equity

IMonihly trend (12 monins)

Figure 23.2: Statement of financial position

Ratio Meaning Healthy

Cash and bank as % of Can the company pay what customers Above 30%
customer deposits may withdraw?
Loans as % of customer How much of customers' money is lent Well below

deposits out. 100%

Portfolio at risk over 30 days | Loans more than 30 days late as a share Below 5%
of all loans.

Cost to income Running costs for every 100 of revenue. Below 80%

Cash cover (months of costs) | How long the cash covers running costs. | Above 3
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Abusua Susu =

Fi
P
< Allloans
© Inarrears
REPORTS
ul Reports
# Field workers
OF ACCOUNT
8 Books h

Financial statements

&5 Record money out / in

@ Journal (day book)

& MoMo reconcilia.

nancial reports

d under IFRS for SME:

Financial statements
Statement of profit or loss
Statement of financial position
Statement of cash flows

Statement of changes in equity

Abusua Susu Enterprise

ble-entry books. Choose

Financial year to date #

Find a customer

C @ Mrs Afua Gyasi
8 accountant

(Csv)
ABUSUA SUSU ENTERPRISE
Key ratios

01/01/2026 to

For the peri

Measure Result  What it tells you
Accounting policies and notes.
R e G e Cattram Banliag ek Cash the company holds against what customers may withdraw.
PDF) 106.4  Below about 30% the company may not be able to pay a run of
& customer deposits
withdrawals.

Books
bl Loans as % of g Howmuch of the customers' money is lent out. Keep it well below
il balance z

customer deposits 100%
General ledger (one account)

Portfolio at risk over 30 0o Loans more than 30 days late as a share of all loans. Above 5% calls
General ledger (all accounts) days % " for action on collections.
-Journal {day book) Gost to income % 1425  Running costs out of each 100 of income. Above 100% means a loss.
E“’ ”‘f“‘ (cash, MoMo, bank, Net margin % -42.5  Profit out of each 100 of revenue after all costs.
aystack)

Cash cover (months of
Schedules cosii) 94.90  How many months of running costs the cash would cover.
Customer deposits (by product
and branch)
Loan portfolio and arrears
Cash shortages owed by staff
Suppliers owed (accounts
payable)
Fised asset ragister
Management
Budget against actual
Monthiy wrend (12 o)

Figure 23.3: Key ratios

Note: Customer deposits are a liability: the money belongs to the customers. Only
commission, fees, interest and penalties are the company's income. A company whose

cash and bank fall below the customer deposits less loans is using customers' money

for running costs.
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Chapter 24

SMS, notices and the activity log

Talking to customers and staff, and seeing who did what.

24.1 Automatic SMS

Every movement of money in a customer's account and every change to the
customer's record sends an SMS to the customer's phone. This cannot be switched
off: the SMS is how the customer checks that the field worker and the office recorded
the money. Staff get an SMS for their cash-ups and shortages and when their login or
record changes.

When Who gets it | What it says

Deposit (office, field, MoMo, Customer Amount, days, charges taken, new balance,

online) receipt number, who received it.

Withdrawal paid Customer Amount, new balance, reference.

Commission or fee taken Customer Amount, which card or month, new
balance.

Balance brought forward Customer Amount and balance.

(import)

Reversal of any transaction Customer What was reversed, the reason, new
balance.

Withdrawal asked, approved, Customer Request number and amount; the reason

turned down when turned down.

Loan applied, approved, turned | Customer Loan number, amount; the instalment and

down, paid out first due date at payout.

Loan repayment, late penalty, Customer Amount, what is still owed.

loan fully repaid

Customer registered or Customer Customer and account number, amount a

approved day.

Registration waiting or not Customer Customer number.

approved

New account opened Customer Account number and kind.
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Daily amount changed; account | Customer Account number, old and new amount or

frozen, unfrozen or closed the new state.

Details changed (name, phone, | Customer What was changed. A new phone number:
ID, address ...) to the old and the new number.

Customer record made Customer The new state.

dormant, closed or active again

Field worker changed Customer Name and phone of the new field worker.

Cash-up received Field worker | Cash handed in, collections, shortage or
excess, shortage now owed.

Shortage repaid or written off Field worker | Amount and what is still owed.

Role or staff record changed Staff The new role, or what was changed.
member

Change the wording under Communication » Message history > Templates; words in
braces such as {amount]}, {balance}, {days}, {txn_no} are filled in. Keep each message
under 160 characters: a longer one uses two SMS units.

24.2 SMS not delivered

When an SMS cannot be sent (no SMS units, the SMS service is down, a wrong
number) the work is still saved and the SMS waits. The cron job sends it again every
few minutes for about a day. The dashboard shows how many are waiting.
Communication » Message history has Send them now, and Send again on each
message; filter Waiting to be sent or Failed to see them.

Caution: With no SMS units no customer is told about any payment. Buy units before
they run out: the console shows the balance of each company.

24.3 Sending SMS

Communication » Send SMS: all active customers, of chosen branches, areas or field
workers, customers with no deposit for the dormant days, customers behind with
loans ({balance} is then the overdue amount), field workers, all staff, or typed
numbers. Count recipients shows the number and the SMS units before sending.
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RS Siiad = Abusua Susu Enterprise Find a customer C @ e ne

Send SMS

‘ History ‘
SMS units left: O

sendto Category
All active customers ¢ General N
Message

@ Budget

{currency} {company_name} {company_phone). For loan arrears {balance} is the amount overdue.

COMMUNICATION

® SendSMs
D Message hi

« Notices

& Branches & areas

®

¢ Logout

Abusua Susu Enterprise

Figure 24.1: Sending SMS

24.4 Notices

Communication » Notices: short notices shown on the customer portal and in the
collector app until the end date, e.g. office closed on a holiday.

24.5 Activity log

Setup » Activity log records every sign-in and every change: who, when, what, and
from which network address. Filter by person, kind of record and date. The auditor
uses it to check approvals, reversals and changes of customer details.
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a Aibtisiia stz Abusua Susu Enterprise Find a customer C @ o e
Activity log
Seoncila What was done  Sign-ins
Everyone ¢ | Allrecords + || mm/dd/yyyy O to mm/ddfyyyy B | Search description
()
When Who Action Record Description P
04/11/2026 04:22  Kofi Agyeman login  users #2 Logged in 127001
04/11/2026 04:19  Hawa Sulemana create  withdrawals #169  Withdrawal request GHES.00 from ABSUSUOO0OTDST 127001
04/11/2026 04119 Hawa Sulemana login  users #14 Logged in 127001
Hedces 04/11/2026 04:19  Miss Hawa Osei create  customers #2786  Registered customer ABSUSU00130 122.0.01
04/11/2026 0419 Miss Hawa Osei create  accounts#322  Opened ABSUSUO0130DS1 (Daily susu, 5.00 a day) 127001
04/11/2026 04:19  Miss Hawa Osei create  withdrawals #168  Withdrawal request GH1.00 from ABSUSU00003DS1 127001
04/11/2026 0419 Miss Hawa Osei login  users #9 Logged in 122.0.01
04/11/2026 04:08 Hawa Sulemana login  users #14 Logged in 127001
04/11/2026 04:08 Miss Hawa Osei create  customers #277  Registered customer ABSUSU00129 122001
04/11/2026 04:08 Miss Hawa Osei create  accounts #321 Opened ABSUSU00129DS1 (Daily susu, 10.00 a day) 127001
2] Bt 04/11/2026 04:08 Miss Hawa Osei create  withdrawals #167  Withdrawal request GH(1.00 from ABSUSU00003DS1 127001
20 Users & logins 04/11/2026 04:08 Miss Hawa Osei login  users #9 Logged in 127001
£ P 04/11/2026 04:07 Hawa Sulemana create  withdrawals #166  Withdrawal request GHE5.00 from ABSUSU00001DS1 127001
04/11/2026 04:07 Hawa Sulemana login  users #4 Logged in 127001
B i 04/11/2026 04:07 Miss Hawa Osei create  customers #276  Registered customer ABSUSU00128 127001
04/11/2026 04:0 Miss Hawa Qsei creats accounts #320 Qoened ABSUSU001280S51 (Daily susy. 5.00 a day) 127.0.01

Figure 24.2: The activity log
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Chapter 25
Problems and their solutions

What to do when something does not work.

Problem

What to do

Customer paid but got no
SMS

Check Transactions: if it is there, the SMS failed (Message
history shows why: no units, wrong number). If it is not
there, check the worker's app for waiting collections, then
deal with it as a complaint.

The app shows collections
waiting

The phone must get network. Open the app. If the badge
says "Log in again to send", sign in on the same phone: they
are sent after sign-in.

Red "Not recorded" in the
app

The office refused it (account frozen, customer not
approved, limit). Read the reason; give the money back or
hand it in.

"The amount must be a
whole number of days"

A daily card takes only whole days of the daily amount.

"A manager must approve
this withdrawal"

Above the limit; a manager approves first.

Cash-up list has a worker
from an earlier day

The worker did not hand in. Receive the cash; the hand-in
includes all days.

Customer balances do not
agree with 2000

They always agree unless a manual entry was made to 2000
before it was blocked, or the database was changed by
hand. Call support.

Online deposit paid but not
on the balance

The cron checks Paystack every 10 minutes. If still missing
after an hour, check that the webhook URL is set in Paystack
and the cron runs.

Forgot password, no SMS

The owner or manager resets it under Users & logins; the
system administrator can reset the owner's.

"System temporarily
unavailable"

The database cannot be reached: check config.php and that
the database user has all privileges.
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Appendix
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Chapter 26

Permissions of each role

What each role may do (the owner may do everything except collect in the field).

Permission Mgr Acc Cash Loan Aud FW
See customers yes yes yes yes yes own
Register / edit customers yes yes register
Approve customers yes

Office deposits yes yes

Ask for withdrawals yes yes yes
Approve withdrawals yes

Pay withdrawals yes yes yes

Reverse transactions yes

Receive field cash yes yes yes

Loans: apply yes yes

Loans: approve yes

Loans: pay out yes yes

Reports yes yes yes yes yes

Books: see / enter see both see

SMS yes yes

Activity log yes yes yes

Note: The exact permissions are shown in the system under Setup » Users & logins »
What each role can do.

99




Chapter 27

The chart of accounts

Accounts made for every company.

Code Account

1000 Cash in the office

1001 Petty cash

1005 Cash with field workers

1010 Mobile Money wallet

1020 Bank account

1030 Paystack balance

1100/ 1110 Prepayments / Other receivables

1200 Loans to customers

1250 Allowance for loan losses

1300 Staff cash shortages

1500/ 1510/ 1520 Computers and phones / Furniture / Motorbikes and vehicles
1590 Accumulated depreciation

2000 Customer susu deposits

2110- 2150 Withholding tax, suppliers, accrued expenses, SSNIT, PAYE
2200 Income tax payable

2300 Borrowings

3000/ 3100 / 3200 Owner's capital / Retained earnings / Drawings
3900 Opening balances to be allocated

4000/ 4010 Susu commission / Account and card fees
4100/ 4110/ 4120 Interest / Loan fees / Loan penalties

4200 / 4300 Other income / Cash overages

5000 Field worker commissions

5100/ 5110 Payment charges / Bank charges

100




5200 - 5700 SMS, data, salaries, rent, transport, other running costs
5800/ 5850 Loan impairment / Shortages written off

5900 Depreciation

6000 Income tax
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