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Frequently Asked Questions (FAQ) Database – Guidance 
 
 
You can access the database or (if you have not yet registered as a user) register on the FAQ database using the following link: 
 
http://mscoafaq.treasury.gov.za 
 
 
1. How to register a new mSCOA query: 
 

 
(i) Register and/or access the FAQ database using the link above; 

               With reference to the mSCOA frequently asked questions (FAQ) database – refer to the screen copied below in table 1: 

(ii) At the top of your screen – select the tab: “Register Query”; 

(iii) REQUIREMENT: write a description of your Query; 

(iv) QUERY TYPE: select type from the drop down values; 

(v) MATTER: select matter from the drop down values;  

(vi) Click on the Update button to submit the query or click on the Back button to cancel the query; 

(vii) A query number will be allocated to your query once you have clicked the Update button; 

(viii) The user will receive an e-mail stating the information of the logged query as well as the query number and the user will receive 

an e-mail every time the query status changes and/or a comment is made on the query.  
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2. How to extract queries from the FAQ Database: 
 

(i) Register and/ or access the FAQ database using the link above; 

    With reference to the mSCOA frequently asked questions (FAQ) database – refer to the four (4) example screens copied below in table 2. 

(ii) Select the “Home” tab at the top of your screen 

(iii) REF#: Enter the query reference number to view the specific query – not mandatory, or - see option  

(iv) QUERY TYPE:  Filter and select from the menu if needed – not mandatory. 

(v) MATTER: Filter and select from the menu if needed – not mandatory. The details included in the menu contain the subject matter as 

listed in Circular 3. 

(vi) USER\ ASSIGNED USER: it defaults to the user who is signed in. Any user may be selected from the drop down list  

(vii) STATUS: Filter and select from the menu if needed – not mandatory 

(viii) Select the tab “Search specified user” which is the user selected in (vi),  or select the tab “Search ALL users” to populate the report  

(ix) Select the tab “My outstanding responses” to populate the report   

(x) Click on the ‘Pencil’ in the “Edit” column and a screen will display with options of “Detail queries”, “Internal comments”, “External 

comments”, “Assessment” and “View Audit”.  
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Table 1: Register a new query 
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Table 2.1: Extract a query(s)/ search an existing query 
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Table 2.2: Extract a query(s)/ search an existing query – “My outstanding response” 
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Table 2.3: Extract a query(s)/ search an existing query – “My outstanding response” 
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Table 2.4: Extract a query(s)/ search an existing query – “View Audit” 
 

 


