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About this manual

This module will discuss paying simple dividends to creditors.

At the completion of this module, you will be able to:

e Enfer Proof of Debt (“PODs")

e Adjudicate on PODs

e Declare a dividend

e Pay adividend

e Understand how dividend entries are created in the accounting system
e Produce Cheques/EFTs and notices for dividends

e Delete a Dividend

e Review reports that show details about the dividend
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Entering Proofs of Debt

Before a dividend can be distributed to a creditor, the creditor much have lodged a
POD detailing their claimed and have their POD approved by the appointee.

1. Inthe Job window, click Financials -> Creditors -> Then the Creditor Class you need:

LEGEND  * ABN/TFN: gg#Entered €3 NotEntered = **Recipient Status: [Lé|Email Agreed I Email or Hard Copy =" Hard Copy

& Unse 0 O X
File Advanced Help
Creditor Class General and Dividends = Filters and Searching Importing Exporting Circulars &Mailing Portal
OMCredtors @ PkCredtors || [ Equalse Clams o s =
Priority(Emp) fi . :
vorty(Ens) || Deency Insearity 7608 Stt. ntres Colaator ThaDu cisendTota: |0 0
Unseared || o2ce and Finance Companies Statutory Interest: 0
ed |Trade Creditors Exd. Emp. Max Wages/Super: | 2,000 Reports
Contingent Exd. Emp. Max Leave: 1,500
All & Stat. Interest Total Proposed: 0.0 Dist. History
Admit Al Available Cash/Investments: 334,765.0
Dividend cannot be paid as
not all POD's adjudicated. ©Orep |~
Add Creditor | v Add Account
Name: ABH RS™ 00O ROCAP Advised Claimed Admitted Rejected Under Consid...  Distributed Proposed Div  Div |
TOTALS 171,900.00 171,300.00 0.00 0.00 0.00 0.00 0.00 _ Automatic |
Alitek Roofing (Queanbeyan NSW) Q‘/ 1,000.00 1,000.00 0.00 0.00 0.00 0.00 0.00 0.00
Amber Tiles Oxenford (Oxenford QLD) [x) 18,700.00 18,700.00 0.00 0.00 0.00 0.00 0.00 0.00
AUSTRALIAN TAXATION OFFICE - ATO (Penrith NSW) D) 90,000.00 90,000.00 0.00 0.00 0.00 0.00 0.00 0.00
G.). Gardiner Homes (KIRWAN QLD) [x] 20,000.00 20,000.00 0.00 0.00 0.00 0.00 0.00 0.00
Garrards (Brendale QLD) D<) 1,200.00 1,200.00 0.00 0.00 0.00 0.00 0.00 0.00
Hume Doors & Timber (Cabramatta NSW) [x] 13,000.00 13,000.00 0.00 0.00 0.00 0.00 0.00 0.00 |
Midcoast Windows (Port Macquarie NSW) ) 7,000.00 7,000.00 0.00 0.00 0.00 0.00 0.00 0.00 M|
S &M Joinery - Kitchens Pty Lty (Queanbeyan NSW) [x) 8,500.00 8,500.00 0.00 0.00 0.00 0.00 0.00 0.00
Sensis (Sydney NSW) ) 4,000.00 4,000.00 0.00 0.00 0.00 0.00 0.00 0.00
Telstra (VIC) [x] 8,500.00 8,500.00 0.00 0.00 0.00 0.00 0.00 0.00

2. Double-click into the Creditor you want to add a POD for and enter the details, then

hit save and exit:

Creditor Name:

AUSTRALIAN TAXATION OFFICE

Contact Person for Correspondence:
< None >

[¥ Send Mail to Default Address

:; Address Claim  Proof Of Debt

Meetings D

editor AUSTRALIAN TAXATION OFFICE

| [EFile | Y Documents (0) ff Advanced @ Help

Save and Exjt

Creditor Reference: Evead New

Cancel

Additional Recipients 9 Prev || Next

istri

)atla
J P.O.D. Date: |30/08/2021 | - Reasons for Rejection:
Total: | 95,000.0 [Po0is
Withdrawn: 0.0 Informal
Total GST Total GST Total Total

Claim Type Claimed Claimed  Admitted Admitted Rejected Distributed
‘ Unsecured 95,000.00 8,636.36 0.00 0.00 0.00 0.00

Deferred 0.00 0.00 0.00 0.00 0.00 0.00
‘ Contingent 0.00 0.00 0.00 0.00 0.00 0.00

Totals 95,000.00 8,636.36 0.00 0.00 0.00 0.00

X
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Note: If the POD total is the same as the amount recorded for the creditors in the ROCAP,
the system will automatically populate the same amounts..

Adjudicating on PODs

There are several ways of adjudicating on Proofs in the system:
¢ Manually
e All creditors within the same class automatically
e Selected creditors within the same class automatically

e Automatically prior to importing

Manually

1. Double click into the Creditor you are adjudicating and fill out their admitted column.
Then hit save and exit:

=)
! [glFilrz |5 Documents (0) g Advanced @ Help

Creditor Mame: Save and Exit

ALISTRALTAN TAXATIOM QFFICE
Save and MNew

Contact Person for Correspondence: Creditor Reference:
< Mone - Cancel
[+ Send Mail to Default Address Additional Redpients ¥ Prev || 6 Next

Address Claim  Proof Of Debt Meetings Distributions Portal Custom Data

P.Q.D. Date: 30/08/2021 |- Reasons for Rejection:
Total: 0.0
Withdrawn: 0.0
Claim Type Total GST Total G5T Total Total

Claimed Claimed  Admitted Admitted Rejected Distributed

Unsecured  90,000.00  8,181.82 0 515152 0.00 0.00

Deferred 0.00 0.00 0.00 0.00 0.00 0.00

Contingent 0.00 0.00 0.00 0.00 0.00 0.00

Totals 90,000.00 8,151,832 90,000.00 8,131.82 0.00 0.00
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Adjudicating automatically

There are two ways to admit PODs automatically

1. Select any creditor and right mouse click, then select Auto-Admit Claim:

File Advanced Help

Creditor Class . Portal
View Creditor Details P
- : . X
De In Seazity Enter/View POD/Adjudicate Claim editors ™ Equalise Claims to: s
Employees View Meeting Details This Div ¢/$ and Total: 0 0
Lease and Finance Compi
Trade Creditors View Distribution Details Statutory Interest: 0
Creditor Has No Claim ] Beports
Delete Creditor Total Proposed: 0.0 Dist. History
Auto-Admit Claim it Al Available Cash/Investments: 90.0
Reject Claim in Full Dividend cannot be paid as
not all POD's adjudicated. QHep |~
Add Creditor | ~ Creditor Circulars >
Name Select All For Admission of Claim = Doc ROCAP Advised Claimed Admitted Rejected Under Consid... Distributed Proposed Div
TOTALS Usiselect Al for Advdssion oF Claii 292,400.00  292,400.00 720.00 500.00 0.00 220.00 0.00  Automatic
Alltek Roofing (Queanbeyan NSW) el 1,000.00 1,000.00 0.00 0.00 0.00 0.00 0.00 0.00
AUSTRALIAN TAXATION OFFICE - ATO (Penrith N Pick Al for Dividend = 90,000.00 90,000.00 0.00 0.00 0.00 0.00 0.00 0.00
G.). Gardiner Homes (KIRWAN QLD) Unpick Al for Dividend bl 20,000.00 20,000.00 0.00 0.00 0.00 0.00 0.00 0.00
Garrards (Brendale QLD) 5 1,200.00 1,200.00 0.00 0.00 0.00 0.00 0.00 0.00
Hume Doors & Timber (Cabramatta NSW) Change Claim Account > B 13,000.00 13,000.00 0.00 0.00 0.00 0.00 0.00 0.00
{Man, Bat T 100.00 100.00 320.00 100.00 0.00 220.00 0.00 0.00
Midcoast Windows (Port Macquarie NSW) 0= 7,000.00 7,000.00 0.00 0.00 0.00 0.00 0.00 0.00
S &M Joinery - Kitchens Pty Lty (Queanbeyan NSW) < 8,500.00 8,500.00 0.00 0.00 0.00 0.00 0.00 0.00
Sensis (Sydney NSW) o 4,000.00 4,000.00 0.00 0.00 0.00 0.00 0.00 0.00
Sidekick, Robin [ 400.00 400.00 400.00 400.00 0.00 0.00 0.00 0.00
Telstra (VIC) @ 8,500.00 8,500.00 0.00 0.00 0.00 0.00 0.00 0.00
Test Creditor (ABC ABC) G hd o 120,000.00 120,000.00 0.00 0.00 0.00 0.00 0.00 0.00
2. Select the Admit All opfion:
a o lai .
& Unsecured Creditors Claims (13)
File Advanced Help
Creditor Class General and Dividends  Filters and Searching Importing Exporting Circulars & Mailing Portal
e Al Cred Pick Credi
Priority | | Defidency In Security ® reditors O reditors [~ Equalise Claims to: : . c/§
(Emp) |Employees is Di H
Priority (Emp) Leaplseyand Fuance Compranies Tooks | Stat. Interest Calauator This Div c/$ and Total: 0 0
Unseaured. | 1 ode Creditors Statutory Interest: 0
Deferred Exd. Emp. Max Wages/Super: | 2,000 ’
Contingent Exd. Emp. Max Leave: 1,500
All & Stat, Interest Total Proposed: 0.0
" elected Admit Al Available Cash/Investments: 90.0
Dividend can be paid, Padebrad
11 daims are unproven. i
Add Creditor | + Add Account
Name AENT RS DOC ROCAP Advised Claimed Admitted
TOTALS 292,400.00 292,400.00 720.00 720.00
Alltek Roofing (Queanbeyan NSW) & bd 1,000.00 1,000.00 0.00 0.00
AUSTRALIAN TAXATION OFFICE - ATO (Penrith NSW) ) R 90,000.00 90,000.00 0.00 0.00
G.). Gardiner Homes (KIRWAN QLD) O b 20,000.00 20,000.00 0.00 0.00
Garrards (Brendale QLD) [ IS | 1,200.00 1,200.00 0.00 0.00
Hume Doors & Timber (Cabramatta NSW) 9 = 13,000.00 13,000.00 0.00 0.00
Man, Bat 7 ] 100.00 100.00 320.00 320.00
PO “sam ~— a . o~ -
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Note: If there are existing claims that have already been partly adjudicated, you will
receive the following notification when you choose to Admit All claims. Click ok to
continue:

Filter applied X

There are existing claims that have already been partly
djudicated. If you proceed, these partly adjudicated claims
ymay be updated without taking into account amounts already
- adjudicated.

You should use the admit selected option if you do not want
these claims to be updated.

Do you wish to continue?

3. You can set to admit claims at claimed value or with varionce:

¥V Admit all daims at daimed value.

[T Admit all daims with variance <= | 10| % of RATA/Advised value.

Cance oK

Declaring Dividends

At the time a dividend is declared it is likely that all assets will be realised and the only
remaining assets will be in cash or investments.

1. To declare a dividend, go to Financials -> Distributions tab. Then fill out the dividend

details:
@
Creditor Class: Unsecured Creditors
Description: First Dividend for Unsecured Creditors
Est. Rate c/$: 50
Date Dedared: 1/09/2021 o Is Einal
ProveByDate:  |24/09/2021 |~ Dividend
© Help v Print Notice Cancel oK

2. From this screen you can produce a notice of dividend by clicking the Print Notice
button, which will kick off the document production wizard.

3. Once done, click OK and review the distribution details.
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Paying Dividends

Before paying a dividend, creditor claims must be adjudicated and admitted. The normal

process of paying dividends involves declaring a dividend, producing a notice of dividend
and the distribution of the dividend.

Paying Dividends

The system will create the accounting entries that are required to record the dividend.

1. To pay a dividend, right hand click on the dividend that was just declared and select
Pay Distribution. You will then be redirected to the Creditor Register screen

eneral rporate Finandals Document Management Mess g T P
Batches Accounts Creditors Assets Distributions Positio WIP and Fees
All Distributions Reports &2 Manual Dividend &J Dedare Dividend
Creditor/Shareholder Class  Date Ded.  Prove Date Date Paid Description Tota\Pald Total Undaimed
4, N First Divi j ' )
Unsecured Creditors 1/09/2021 24/03/2021 UNAUTHORISED First Dividend for Unsecured Creditors s Distribution Details
12/08/2021 N/A 12/08/2021  First Dividend for Ordinary Shares Shareholc Pay Distribution
Ordinary Shares 12/08/2021 NfA 12/08/2021  Second Dividend for Ordinary Shares Sharet Delete Distribution
Distribution Summary Report

Distribution Detail Report

2. At the top of the Creditor Register, enter the amount of the dividend. The Available
Cash / Investments amount is the total of the cash accounts. Then click on the
dividend button and click OK.

2 Unsecured Creditors Claims (3)

o X |
File Advanced Help
Creditor Class General and Dividends  Fil
A @© AlCreditors O Pick Creditors r " : Ext
Priorit Deficency In Seauity Equalise Claims to: 3
t Employees —_— This Div ¢/$ and Total: 50.00 22,500.0
o |Lease and Finance Companies Tools
Femocer Trade Creditors Statutory Interest: 0
P 4 Reports
Total Proposed: 22,500.0 Dist. History
e Available Cash/Investments: 55,000.0
Dividend can be paid
Add Creditor | ¥ | | Add Account W.iwo) |
Name s msv 000 ROCAP Advised Claimed Admitted Rejected  UnderConsid... Distributed  ProposedDiv Div |
TOTALS 45,000.00 45,000.00 45,000.00 45,000.00 0.00 0.00 0.00  Automatic
Bunny, Bugs (Sydney NSW) & b 15,000.00 15,000.00 15,000.00 15,000.00 0.00 0.00 0.00 7,500.00 M|
Neha Cunningham (SYD NSW) & e 20,000.00 20,000.00 20,000.00 20,000.00 0.00 0.00 0.00 10,000.00 |
Test Creditor (ABC ABC) o 10,000.00 10,000.00 10,000.00 10,000.00 0.00 0.00 0.00 5,000.00 ¥
LEGEND | * ABN/TFN: ggEntered € NotEntered = **Recipient Status: [igjEmail Agreed =JEmail or Hard Copy = Hard Copy
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Note: A dividend can only be paid if all creditor claims have been deal with (Rejected or
Admitted)

By clicking Pick Creditors, you can select certain creditors to participate in the
dividend if the dividend is not to be paid to all creditors.

3. The Dividend Selection appears, select the Dividend to pay then click OK.

Please select an existing dividend from the list or dedlare a new dividend.

First Dividend for Unsecured Creditors (UNAUTHORISED

© Help ¥ | | Dedare New Dividend Cancel

IR

4. The Creditor Distribution form appears. Finalise the dividend by ticking Authorise and
entering the date or payment:

LE]
File Help
Details Partidpants and Advice Printing

|

n

! Creditor Class: Unsecured Creditors
Number: 1

i Total Claims: 45,000.0
Rate (c/$): 50
Total Distribution:  |22,500.0
Undaimed: 0.0
Status: UNAUTHORISED [ Authorise
Description: First Dividend for Unsecured Creditors
Date Dedared: 1/09/2021 - '

i Prove by Date: |24/09/2021 |~ [~ 1sFinal Dividend
Date to be Paid:  25/09/2021  ~ [T EFT Payment
Bank Account: Cash at Bank ~
Current Balance: 55,000.00
Batch Type: <None > -

PROPOSE
i Exit
1

Note: A dividend can only be authorised by a user who have the appropriate authority.
Otherwise to finalise the dividend, a user who has no authority is required to click the
Propose button to then be authorised by a user with the permission to do so.
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5. The dividend transactions are now created and have been posted to the account
selected.

'_/El Creditor Distribution X

File Help

Detals  Partidpants and Advice Printing

Creditors induded in this distribution:

Name Distribution Stat Int Cash Total Undaimed
Bunny, Bugs (Sydne... 7,500.00 0.00 7,500.00 0.00
Neha Cunningham (... 10,000.00 0.00 10,000.00 0.00
Test Creditor (ABC ... 5,000.00 0.00 5,000.00 0.00
22,500.00 0.00 22,500.00 0.00
nformation e

0 The dividend entries have been posted to Cash at Bank.

oK

6. The Creditor Distribution register now opens, and users can view/print related
documents e.g. distribution reports, Notice of Dividend — Form 549.

Deleting a dividend

1. To cancel a dividend, right mouse click on the dividend you want to cancel and select
Cancel Distribution Payments.

General Corporate Finandals Document Management Me
Batches Creditors Assets Distributions  Positi
All Distributions = Reports ) Manual Dividend || () Dedare Dividend
Creditor/Shareholder Class  Date Ded. ProveDate DatePaid Desaription Total Paid Total Undaimed
Dy Crediys 22/03/2019 21/03/2019 28/03/2019 First Dividend for Unsecured Creditors 21,150.00 0.00

Show Distribution Details 21,150.00 0.00
Cancel Distribution Payments

Distribution Summary Report
Distribution Detail Report

2. Once cancelled, users can right mouse click the dividend entry and click Delete
Dividend to delete the distribution from the system.
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Cancelling a distribution payment for one creditor without
cancelling the whole dividend

You can delete individual dividend payments (either from the cash book or dividend
participants tab) and that will remove them from the dividend.

When you delete a dividend payment, total paid and admitted amount for the dividend
are updated.

If you process another dividend with the same description and the same date as the first
distribution, both dividends are grouped in to one on ASIC Form 5602, Section 2.

From the Cashbook

1. Click on the creditor to highlight the transaction to be cancelled.

2. Right click on the highlighted creditor and select "Cancel Dividend Payment". The
payment will be deleted

MVL Test: Cash at Bank -0 X
=
- Home Memorised Transactions Filter and Search

Reconcile 23 Cheque / EFT Outputs Ctri+Q @) Reset Layout
W Edit Account = Export Grid Ctrl+E & Show Documents (0
Z Reports ©  Hep
Date Ref TransID_Payee Account Receipt Payment _Balance (AUD
10/08/2021 B= 41484 Westpac O Equity:Opening Balance 50,000.00 50,000.00
12/08/2021 &= 41521  Unpaid Share Capital O Ordinary Shares 20,000.00 70,000.00
12/08/2021 = 41519 Bugs Bunny O Ordinary Shares 2,500.00 67,500.00
12/08/2021 == 41520  Daffy Duck O Ordinary Shares 2,500.00 65,000.00
12/08/2021 B 41525 Daffy Duck O <spit> 10,000.00 55,000.00
25/09/2021 =2 41562 Bugs Bunny O Unsecured Creditors:Trade Craditnre 7,500.00 47,500.00
25/09/2021 &= 41563  Neha Cunningham O Unsecured Creditors:Trads Show this entry 10,000.00 37,500.00
25/09/2021 = 41564  TestCreditor O Unsecured Creditors:Trad: Reissue Payment 5,000.00 32,500.00
Cancel Dividend Payment

Mark Dividend As Unclaimed

New Receipt

New Payment

Refresh Register
4 Details AR

From the Cashbook

1. Click on Financials -> Distributions.

2. Double click on the distribution that you want to amend.

3. Click on Participants and Advice Printing tab

4, Left Click on the Creditor you wish to Cancel from the dividend

5. Right click on the highlighted creditor and Select Cancel Dividend Payment.

=] Creditor Distribution X

File Help d/Import/Export Data @&

Creditors induded in this distribution:

Name Distribution Stat Int Cash Total Undaimed

Bunny, Bugs (Sydne... 7,500.00 0.00 7,500.c" s

Neha Cunningham (... 10,000.00 0.00 10,000, Show Creditor Details

Test Creditor (ABC ... 5,000.00 0.00 5,000.¢ Show Distribution Entry
22,500.00 0.00 22,500.0

Reissue Distribution Cheque

Cancel Dividend Payment ‘)
Mark Distribution as Unclaimed !

= Dannrks ' M-
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