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preface

This guide is for people who operate / administer the Export Overdue Data Capture System. These people, referred to as “users”, are assumed to be responsible for ensuring the smooth operation of the System. These users include Administrators and Data Entry Operators.

Audience

Readers of this guide are assumed to be familiar with general terminology of computers. They are also assumed to be familiar with the operating system environment under which they are running the System.

Purpose

This document is designed to provide an in-depth knowledge of the operations of the Export Overdue Data Capture System. Step-by-step instructions are provided with screenshots to explain the procedures for perform different operations.

Scope

This document covers operational aspects of the system from the user’s point of view. It does not contain information about technical details of the system. Topics covered in the document include details and step-by-step instructions for manipulating data through screens.

Structure

This document is organized in different chapters. Each chapter contains information about a specific area of the System’s operations.

1 Introduction

This chapter provides a high-level overview of the Export Overdue Data Capture System. After reading this chapter, you will have an idea of what the system is developed for and what its major functions are. You will also find information about the concepts and procedures of how and why V-16 and V-17 data is submitted to State Bank of Pakistan for reporting purposes.

1.1. Introduction to EPD & Export Overdue Statements

The Exchange Policy Department (EPD) of the State Bank Of Pakistan is working to formulate, implement foreign exchange policies and manage/monitor the foreign exchange activities in the country.

The State Bank Of Pakistan has prescribed the period within which full foreign exchange value of the exports must be realized. Non-realization or delay in realization of the export proceeds without the prior permission of the State Bank/SBP Banking Services Corporation constitutes an offence and renders the exporters liable to action under the Act.

To enable the State Bank of Pakistan and its subsidiary the Banking Services Corporation (BSC) to review the position of all outstanding export bills, all operating banks must furnish to the Exchange Policy Departments of the SBP / SBP BSC the following Export Overdue Statements on a monthly basis:

(a) V-16 Statement containing details of Export Cases that become overdue during the month. 
(b) V-17 Statement containing details of Export Cases that were reported as overdue in the previous months but were realized during the month either due to receipt of proceeds or under instructions from the SBP / SBP-BSC.

The above statements V-16 and V-17 have to reach the Exchange Policy Department, State Bank of Pakistan by the 15th of each month following that to which they relate. It is the responsibility of the Banks to see that the above statements are submitted to the SBP / SBP BSC on due dates and that all cases of exports which become overdue are invariably incorporated in these statements and that there is no omission in this regard. 

1.2. System Overview

To facilitate the capture of V-16 and V-17 data by the Banks / Bank Branches, and its onward submission to the State Bank Of Pakistan, the Information Systems Department of SBP has developed a software application [Export Overdue]. This software application replaces the Excel Sheets previously used to submit export overdue data to SBP.

The software has two variations, one for the Bank Head Offices and the other for their Branches. The Branch site software is simply a subset of the Head Office software as Branch site software has fewer options.

This write-up focuses on covering Head Office Side software, as all the options available in branch site software are also available in head office site software. It is strongly advised that users familiarize themselves with the Technical Information available in Appendix B.
1.3. Users

The intended users of the Export Overdue System are the users who typically make regular data entry of V-16 and V-17 Information.

1.4. System Functionality

The Export Overdue System provides Graphical User Interface to its users for performing different operations on the data it manages. Users manipulate data using these GUI based screens. The user-interfaces offered by the Export Overdue System can be categorized as following:

· Installation Information (Setup)

· Transactions

· Disk Preparation and Data Uploads

Each of the above mentioned group of operations is explained briefly in the following paragraphs. More detailed information can be found in subsequent chapters of this book.

Installation Information (Setup)

Two Screens are provided by the system to establish installation information by entering the Bank and Branch data. This data is entered once at the time of installation.

Transactions

There are 2 transaction (main data entry) screens in the Export Overdue system that will be frequently used by the operators – The V-16 Form Option and the V-17 Form Option.

Disk Preparation and Data Upload Screens

This category of screens will be used to load data from branches at the Head Office or to prepare data for submission to the State Bank Of Pakistan.

2 Starting Up

This chapter introduces you to the basic steps needed to authenticate yourself to the system and log into it. Information is available about how to change your password, how to start the system up using the Main Menu, how to shut down the system, how to navigate through the functions provided by the system.

2.1. Before You Start

The Export Overdue System should have been setup properly on your system before you can use it. It is recommended that the Export Overdue System icon be created on your desktop (Refer to Appendix B – Technical Information). To start data entry of V-16 or V-17 information, double-click on the Export Overdue icon on your desktop.  This will upon up the Main Menu as shown in figure 2.3. 

You are assumed to have a basic knowledge of the operating system you are using. You should also be familiar to the common terminology and interface elements of Microsoft® Windows® such as Buttons, Lists, Combo Boxes, Scroll Bars, Menus etc.

2.2. The Main Menu

All the functions provided by the System can only be invoked through the Main Menu. Please note that this write-up covers the Head Office Site Software. Some of the options available here will not be present in the Branch Site Software. All individual screens / functions are available on the Main Menu and accessible by pressing the associated button.
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Figure 2.3 Main Menu
3 Installation Setup Data

Setting up master data is carried out using Setup Screens. These screens include Bank Setup and Branch Setup. This chapter introduces the reader to the operations of these screens, with an overview of what purpose of master data is in the Export Overdue System.

Each branch and head office of a bank keeps separate copy of this software. Therefore before starting to use the system, the installation or site information must be setup. This site information identifies a Bank and its Branch, and the transactions generated by them. This is a one-time activity.

User can setup the Installation / site information through the Setup-option of the Main Menu. Clicking on Setup-option opens a sub-menu. Select Bank-option for bank and their branches information data entries. To complete and save a record all fields must be entered. 

3.1. Bank Setup
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Figure 3.1 Bank Setup

4 Transactions

The most frequently used set of screens is the Transactions screens. These are the main data entry screens. These include V16 and V17 . This chapter focuses on the operations and usage of these screens. Individual screens are described in the sections of this chapter.

Transactions screens are the most important interfaces of the Export Overdue System. These screens are where you will be entering V-16 and V-17 data. 

The Export Overdue System validates the data using intelligent mechanism when you make entries. System reports you errors when your data violates the business rules defined in the system.

The transaction screens include:

· V – 16 Form

· V – 17 Form

Please find detailed information about these functions in the following sections. Each describes a separate screen with its operations and purpose.

Drop-Down Lists

A number of drop-down lists are available on the transaction screens. These have been pre-populated for convenience and cannot be modified. 

The drop-down lists are –

· Branch Code

· Reporting Date

· Commodity Code

· Currency Code

· Sales Term Code

· Destination Country

· Destination City

· Shipment City. 

4.1. V-16 Form

In the V-16 Form screen you can enter data about V-16 Export Cases. This screen can be accessed using the sequence:

Main Menu > V-16 Form 

User must first select reporting-date from list-item before entering the export over-dues cases of selected reporting date. All the fields of V-16 data entry are self-explanatory and are mandatory except Destination City Code field. 
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Figure 4.1 V-16 Form Entry

4.2. V-17 Form

To enter V-17 data, user has to select V-17 Form-Option from main menu. As with V-16 data entry, user has to select reporting date from list-item before entering actual V-17 information. All the fields of V-17 data entry form are self-explanatory and mandatory.
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Figure 4.2 V-17 Form Entry

5 Disk Preparation & Upload

These screens cater to data movement from Branches to the Bank Head Offices, and from the Bank Head Offices to the Export Policy Department of the State Bank of Pakistan. This involves preparation and dispatch of floppy disks.

Disk preparation and upload screens take care of the following areas:

· Data submission by Branches to Banks

· Branch Data upload by Head Offices.

· Consolidated Data (all branches) submission by Banks to SBP.

5.1. Prepare Disk (Branch Site Software)

To send V-16 and V-17 information to head office, Branch site software has an option called ‘Prepare Disk’ as shown in following figure. 

After selecting branch and reporting date user has to click on ‘Generate Files’ button, this will create two (02) Microsoft Excel files in the output folder (Refer to Appendix B: Technical Information). 

The filename format for the Excel files is- 

· bankcode-branchcode-MONYYYY-V16.xls 

· bankcode-branchcode-MONYYYY-V17.xls

User can use ‘Preview V-16’ and ‘Preview V-17’ buttons to generate reports on specified reporting date’s V16 and V17 data.
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Figure 5.1 Prepare Disk (Branch)
5.2. Load V-16 File (Head Office Site Software)

Load V-16 File is an option in Head Office site software to load and consolidate branch site V-16 transactional data into the head office site export overdue database.

When branch site .XLS file containing V-16 data is received, the user at head office must copy this file to the designated folders - C:\EXPOD_HO\BRANCH\V-16 

(Refer to Appendix B: Technical Information)
After copying this file, the Load V-16 option should be selected from the main menu to load the file data into head office database. User can use ‘View Branches’ option to view specified reporting date’s loaded data. Following figure shows V-16 file loading screen.
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Figure 5.2 Load V-16 File
5.3. Load V-17 File (Head Office Site Software)

Load V-17 File is an option in Head Office site software to load and consolidate branch site V-17 transactional data into the head office site export overdue database.

When branch site .XLS file containing V-17 data is received, the user at head office must copy this file to the designated folders - C:\EXPOD_HO\BRANCH\V-17 

(Refer to Appendix B: Technical Information)
After copying this file, the Load V-17 option should be selected from the main menu to load the file data into head office database. User can use ‘View Branches’ option to view specified reporting date’s loaded data. 
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Figure 5.3 Load V-17 File
5.4. Prepare Disk for SBP (Head Office Site Software)

After loading all branches’ V-16 and V-17 files into head office site software. User at head office can generate .DBF format V-16.DBF and V-17.DBF files for reporting specified reporting date’s information to State Bank Of Pakistan. 

The generated .DBF files will be created in C:\EXPOD_HO\OUTPUT folder. 

(Refer to Appendix B: Technical Information)

User can use ‘Preview V-16’ and ‘Preview V-17’ options to view specified reporting date’s V16 and V17 finalized data.
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Figure 5.4 Prepare Disk for SBP
Appendix A - Using The Menu

A common menu appears on each screen. General functionality is implemented through this menu, such as navigation, querying, editing etc. Common options are available through menu and toolbar buttons.

The navigation toolbar icons and their purpose are described below.

Record Selection and Navigation:

The record selection and navigation bar as shown in the following figure can be used to navigate and select a record.
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1. Go to the first record

2. Go to the previous record

3. Current record

4.  Go to the next record

5. Go to the last record

6. Add a new record

7. Total number of records

Miscellaneous Operations:

To add a new record, click on 
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 in the record navigation and selection bar. To delete a record, click on 
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 in the toolbar. The system asks for confirmation, because once you delete a record you cannot undo the operation. It is not necessary to save your changes. Normally, the system automatically saves all changes. When you make a mistake, you can use the Esc-key to undo the changes. Sometimes, you have to press the Esc-key twice. Clicking on 
[image: image12.png]


  in the top right of the screen closes data entry form.

Appendix B: Technical Information

This appendix describes the System requirements and Installation procedure.

System Requirements

The software runs on MS Access 2000. This MS Access version should be installed on the computer first. Minimum hardware requirements are the same as for MS Access; if MS Access 2000 runs reasonably well on your computer, the system will also run.

Installation Procedure

To install the Export Overdue system, simply copy all the files provided to you by SBP onto Drive C of your local hard disk. The following SOURCE LOCATIONS folders are automatically created:

a) For Bank Branches – C:\EXPOD_BRH
b) For Bank Head Office – C:\ EXPOD_HO

The following sub-folders (explained in the next section) are also created at the same time:

c) For Bank Branches and Head Offices – C:\EXPOD_BRH\OUTPUT
d) For Bank Head Office – C:\ EXPOD_HO\BRANCH\V-16

e) For Bank Head Office – C:\ EXPOD_HO\BRANCH\V-17

Source .MDBs

Separate installation floppies will be provided for Head Office and Branches. 

The following .MDB files are provided in the Export Overdue Software.

· Setup files:

· Cities

· Commodities

· Countries

· Currencies

· Reporting_Dates

· SalesTerms

· ShipmentCities

· Transaction File:

· V_16_17

Understanding “Output” and “Branch” Folders

It is very important to understand that like any branch, the Bank Head Offices are also preparing the V-16 and V-17 data. In essence head offices are also branches. Where Branches submit data to the Head Office, the Head Office in turn prepares its own data and consolidates branch data for submission to SBP.

While the branch folder is only created at Head Offices, the Output folder is created both at Head Offices and Branches. The working of these folders is described below.

Output Folder (at Branches)
Each time a branch prepares a disk for submission to the Head Office, two Microsoft Excel Files are generated, for V-16 & V-17 files respectively. These files get saved to the “Output” Folder in source location – C:\EXPOD_BRH\Output
The filename convention is - BankCode-BranchCode-MonthYear-V_1x

Example: 88-111-JAN2003-V_16

Users can identify the latest output files from the reporting month and year. These files need to be submitted to the Head Office for consolidation.

Output Folder (at Head Office)
Each time a bank Head Office prepares a disk for submission to SBP, two .DBF files are generated, V-16.DBF & V-17.DBF files respectively. These files get saved to the “Output” Folder in source location – C:\EXPOD_HO\Output
At any given time only the latest files are available in this folder as the older ones get overwritten.

Branch Folder

This folder is only available at head offices. It contains two further subfolders for V-16 and V-17 transaction data received from branches. 

The V-16 and V-17 transaction data sent by branches in form of Excel Sheets must first be copied to the respective V-16 and V-17 folders in the Branch Subfolder - C:\EXPOD_HO\Branch.
Users can identify the latest received files from the reporting month and year.

Backup Procedure

It is advantageous to make a copy of provided software in safer place to avoid any risk to loss data.  To make backup, select the folder as described in source location and copy it to the safer storage device. To make a copy, select source location folder, press right mouse button, choose copy option from the pop-up menu and go to the safer system and again press right mouse button and choose paste option from the pop-up menu.

Setup file replacement Procedure

Whenever the contents of a drop-down list changes, SBP will provide all Bank Head Offices with the updated file(s). Head Offices will not only replace these files but all circulate the same to their branches. To install the updated files, simply copy the files into the source location folder and replace the older ones.

Desktop Icon

It is both advisable and convenient to make a shortcut of the main transaction file (V_16_17.MDB) on your desktop. The file is located in the source location folder as described in installation procedure.
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