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New Users Training

Date: Tuosday 12* September

« Guidance on updating the August Year End accounts for the Srst time

Date: Thursday 28™ September

« Foous on the Chan of Accounts

Webinar Preparation & Processing of the Year End 2022/2023
Date: Thursday 21% Soptembar
= Key issues for the August 2023 Accounts

Date: Thursday 5" October

= Surf Accounts and Year End Reporing
Date: Thursday 2™ November

* New Financial Year 20232024 ~ An overview induding
ppOing o the Board of Manage at month end

Date: Wednaesday §™ December
=  Sur! AccountsWorking with the Accountant to Snalise the Year End

Introduction to the Suppliers Module

Date: Wednesday 22°° Novembar

« An overview of the Suppliers Ledger in Surf Accounts
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2. Basic
everyday
tasks
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1. Overview of & Dashboary
SUpp"erS/ il customers

Purchases
Module/Ledger

=] Purchases

Supplier=

Payee=s

Order=

Invoices 8 Credit Notes

Opening Supplier Balances




Benefits of using the Supplier/Purchases Ledger

‘ Automated list of o/s supplier invoices & balances

‘ Generate a transaction listing

‘ Supplier history readily available
‘ Income & Expenditure Report more accurate
‘ Reconciliation to supplier statements easier

‘ Chance of duplicate payment greatly reduced



2. Basic everyday tasks

Set-up new
Supplier

e Normal Supplier
e RCT Supplier

e Default Nominal
code & department

Recording
acftivity

* Invoices

e Credit Note
e VAT Journdl
e Payments

Common
Errors

e Allocation Error/Edit

e Payment posted with
no invoice

e Payment posted as
non- supplier




Setting up a Supplier Record

@ Create New v 5] Demo C&C School | @

(2
: Surf
accounts Suppliers

&2 Dashboard

m €48,678.05 e €1.231.50 ‘ 3 INVOICES

YE TO DA INPAID VOICES DUE

il Customers

Purchases

MNeww Supplier

Create Mew -

-I- Sales lrmmvoice | = PP P

&+ Customer

= Purchase nwvoic

+ EIJF|F|I iEF ADDITIONAL CONTACT INFORMATION




Setting up Supplier Record

New Supplier

General Info Inwvoice Settings Company Info

ACCOUNT INFORMATION

CREDIT TERMS

C.0.0.( 0) -

VAT NO.

w RCT Subcontractor

DEFAULT INFORMATION

w'  Wiew Afc History

SEND STATEMEMNTS DEFAULT NOMINAL CODE DEFAULT VAT CODE BIC IBAMN

Always e £310 Repairs to Buildings and &Fb RCT 0.00% (RCT VAT CODE) i

DEFAULT DEPARTMENT

MPG - Mon pay grant « -




Recording Supplier Invoice or Credit Note

:Suﬁ°

accounts

> Purchase Invoices ()

& Dashboard

E €0.00 ﬁ €11,197.01 0 €6,297.00 i 3 INVOICES
I customers ) MONTH TO DATE YCARTO DATC UNPAID NVOICES DUE
—

Suppliers . .
= Quick Invaice

Datev Doc. No. Supplier Net VAT Gross  Code QDuel

Payees

Quick Credit Note
Orders

Invoices & Credit Notes



Recording Supplier Invoice

Quick Purchase Invoice

Supplier Name Gross VAT Code VAT MNet Code Motes DEP %

HiE

16/06/2023 SMGETE STADO ‘v B95.00  Z0.00% (Zero) W 000 b Q Printing and Stati | AQD W

Create Mew

=+ Sales Imvoice

=& Customer

= Purchase Invoice




Recording Supplier Credit Note

Quick Purchase Credit Note

Ref.No. Crn. No. Supplier Supplier Name Gross VAT Code

25/06/2053 ‘E $C326 STADOY v 15500 Z0.00%(Zera) W 0.00



Allocating a Supplier Credit Note

Purchase Invoices Current(d) v
m €6,740.00 [@) €6.895.00 ‘ 3 INVOICES
YEAR TO UNFAID INVOICES DIUE
e Q Sem e m
Datew Doc. No. Supplier Met VAT Gross Code Due Date Paid
29 Jun 2023 MW 327% Dunne Electrical Ltd 2,000.00 0.00 2,000.00 5310 29 Jun 2023 Mo
)|
29 Jun 2023 CRM SC 3216%* Stacked Office Supplies 155.00 .00 155.00 6300 Mo
STADDN
22 Jun 2023 MW 324% Dunne Electrical Ltd 4,000.00 0.00 4,000.00 5310 22 Jun 2023
)| Print
Email
16 Jun 2023 INWY SI4CETR* Stacked Office Supplies B95.00 0.00 89500 6300 16 Jun 2023
STAOD ‘ Allocation

Delete
[



Allocating a Supplier Credit Note

Allocate Credit Note

Amount

01/06/2023 Ivice 51147856 Balance sheet suspense 32000 0.00 320,00 0.00 o U

Printing and Stationery Expense 0.00 155.00

* * Amount Left to Allocate .00




Recording Supplier Invoice RCT Supplier

Quick Purchase Invoice

Ref.No. Inv. No. Supplier Supplier Name Gross VAT Code VAT Net Code Notes

2510612023 E 3 CUNOO v 2000009 RCT0.00% (RCTV: 0.00 £310 Q AOD v



Recording Supplier Payment - Option 1

BEankk Recorscaliaionm

BEanmkk Feads

Payments

ﬂ €74,108.61

YEAR TO DATE

New Quick Payment Create SEPA File



Recording Supplier Payment - Option 1

Quick Payment

BAME ACCOUNT

1800 Current Account 1 il «

Supplier Amount VAT Code VAT Mom. Code

i 4

S006 2023

EFT L ACD ETADN ~ | | Stacked Office Supplie 1060

Cras oo tocaion Lo e



Recording Supplier Payment - Option 1

12800 Current Accouwnt 1 S

Allocations

Ealance sheat

2022 grossz0zZE Imeoice S114TES5 R =20.00 0.00 2Z0.00 0.00 0.0 1

Type Dhoc Mo Motes Limpa Discoawnte

Printing and

16/06/2022 Irmeoice SI45578 Stationery B95.00 15500 F20.00 0.00 0.00 1
Expenzs
Totals 1.215.00 15500 1.060.00 0,00 000
m Amount Left to Allocate 1,060.00

Cance

BL___



Recording Supplier Payment - Option 2

Purchase Invoices Current(d)

m €8.260.00 [@] €7.200.00 ‘ 3 INVOICES

YEAR TO DATE UNFPAID | DUE

sesren Q e eI Hese m
Date Doc. Mo. Supplier Met VAT Gross Code Due Date Paid
29 Jun 2023 INW 327% Dunne Electrical Ltd 2,000.00 0.00 2,000.00 5310 29 Jun 2023 Mo
Celme0io1
29 Jun 2023 CRM SC 3Z216% Stacked Office Supplies 155.00 0.00 155.00 6300 -1
STADDT —= "“':' °
22 Jun 2023 1N 324% Dunne Electrical Ltd 4,000.00 0.00 4,000.00 5310 2 en
CeLme0i01 2=
Frint
Emsil
E Copy
:'E'_-,"

Delete



Recording Supplier Payment - Option 2

Supplier Payment

PAYMENT DETAILS ©DUMNDDT - Dunne Electrical Ltd BAMNK DETAILS

SUPPLIER FAYEE BANK ACCOUNT

. [ 2] . 1200 Current Account 1 _ el
DATE AMOUNT RCT —
0562023 _ = Q5000 RCTZ20 20.00 b

PAYMENT TYPFE REF. NUMBER
% Add Attaschrment

EFT e Hax file size 4 B
DEP

A00D - all other deparcments b
Date Type Droc Moo Motes Amount Paid to-date Unpaid Discount Pay RCT o
015062023 Imvoice My 23 May 22 Irmeoice 1.200.00 0.00 0.00 0.00 90,00 240,00
22/06/2023 Imvoice =24 4, D00 00 0.00 4,000.00 0.00 0.00 0LI00 1
Z900e 2023 Imvoice 327 2, 000,00 0.00 2,000.00 0.00 0.00 0LI00 1

7.200.00 0.00 6.000.0:0 000 D50, D 240

m Amount Left to Allocate: 000



Recording VAT for RCT Supplier

Journals

JOURMALS DETAILS

DATE REF MNO.
05/05/2023 =

Code Description

5310 Repairs to Buildings and Grounds Expense
2260 Q

TYPE

MNotes

WAT on Dunne Electric May Irreice

VAT on Dunne Electric May v

%, Add Attachment

Debit

162.00

0.00

Total Debit Armount

Total Credit Armount

Balance

Credit DEP

0.0 ACD

16200 AQD




Check Control Accounts after postings

Current Liabilities &
Creditors
2100 Creditors Contral Account ( 6,000.00 ]
L £€6,000.00 J
Accruals
2260 Reverse VAT Control Account

2270 RCT Cantrol Account




Where a change is needed

Quick Purchase Invoice

Supplier Name Gross VAT Code

18/0772023 == SIe549E7 5TADO01 ~ 365.00 | Z 0.00% {Zera) b 0.00 6300 Q Paper & Ink ACD W

The original posting is for €365 allocated to 6300, should have been €465 split €200 6300 & €265 4315

465.00 0.00 463.00



Where a change is needed

mh

185072023 % SI=54987 STADO1 w || Stacked Office Supplie 4500 Z L0053 (Zera) el 0,00 =500

Split

Gross VAT Codea

F 0.0 0.0 26500 s200 Faper & Ink AT

Z OLO0% (Ferc W Lo 4315 i, | srudent Photocoy | A0D r

- Total of Imeoice

Unallocated Amount




Where a change is needed

Quick Purchase Invoice

Supplier Name Gross VAT Code Net Code

18/07/2023 i: SIE54387 STAOOT v - Paper & Ink




Un-allocating a payment

Payments

m €3,120.00

T

Search
Datow Dioc. Mo Raf. No. SuppligriPayon Bank Amount Discount Allocated
20 Jul 2023 PAY 4= EFT BUS to Gakway Eran Bus Co Current Account 1 E0:0_00 0.00
07 jul 2023 PAY 3% EFT Egan Bus Co CurrentAccount? 00000 BOOUOC 0.00 ‘

Stacked Office Supplies Current Account 1

Cpen

05 jun 2023 FaY 2 EFT Dunne Electrical Ltd Currant &ccount 1 1l
Frint
1 - 4 of 4 Records tems per page 20 | -
Efma

Make Recurming

Dalers



Un-allocating a payment

Allocation for Payment
Paid to-date
01/06/202% Irmvice Sl147855 Balznce sheet suspenze 320.00 0.00
16/06/202% Irmvice S45ETE Printing and Stationery Expenze 855.00 155.00
18/07/2023 Irvoice SleE49E7 Paper & Ink 46500 0.00
1.680.00 155.00

0.00 0.00 320,00
0.00 0.00 740,00
465.00 0.00 0.00
465.00 0.00 1,060.00
Amount Left to Allocate 0.00



Un-allocating a payment

Allocation for Payment
Paid to-date
N/06/2023 Imvoice 51147854 Balance sheet suspense 320.00 0.00
16/06/2023 Imvoice SH5ETE Printing and Swationery Expenze B35.00 155.00
18/07/2023 Imoice Sle54937 Paper & Ink 455.00 0.00
1,680.00 155.00

320000

740,00

465.00

1.525.00

0.00 oo O
0.00 ooo O
0.00 oo O
0.00 0.00

Amount Left to Allocate 1,060.00




Common errors - payment posted no invoice

Posting a payment with no invoice

Aged Supplier Balance Summary
C&C Demo School

Date Range: To 31st Jul 2023

Code Mame Current Balance 30 days 6 days B0 days 120 days 150 days 180 days
DUMO01 Dunne Electrical Ltd - 6.00:0.00 &, 00000
EGADN Egan Bus Cao - -500.00
STADD1 Stacked Office Supplies 46500 465.00
Totals: E465.00 €5 965,00 €6,000.00




Common errors - payment posted no invoice

R

Payments

€500.00

m Search (o] m Quick Payment Create SEPA File
Datew Doc. No. Ref. Mo. SupplierfPayee Bank Amount Discount Allocated
07 Jul 2023 PAY 3% EFT Egan Bus Co Current Account 1 500.00 0.00 No °
Cpen
30 Jun 2023 PayY 1% EFT Stacked Office Supplies Current Account 1 1,060.00 L
STAQDY Allocation
Primt
05 Jun 2023 Pay 2 EFT Dunne Electrical Ltd Current Account 1 S&0.00 0.00
DaMo01 Email
fdzke Recurring

1-3 of 3 Records tems per page 20
' pErREs I Dielets



Common errors - payment posted no invoice

Allocation for Payment

Bus to Dublin 0.00 500.00 L

500.00 0,00 500.00 0.00 0.00

m Amount Left to Allocate 0.00

‘ - | E




Allocate option in the supplier module.

Suppliers

E €0.00 m €9.825.00 @) €7.065.00 ‘ 4 INVOICES

MOMTH TO DATE YEAR TO DATE UKNPAID MYOICES DUE

ALL Code Mame & Phone Balance
A
. DUMODY Dunne Electrical Ltd £6,000.00
C EG@ADD Egan Bus Co €£0.00 °
. O
. STAODY Stacked Office Supplies REn
Wisw
F
G Account

Merge

H

| Delete



Allocate option in the supplier module

Invoice Allocation e

Allocate outstanding credits/payments on account against outstanding invoices. Transactions will be allocated, based on oldest to oldest upon save.

€y EGADDT - Egan Bus Co

SUPPLIER SHOW

EGADDT w
Auto Allocate
Payments/Credits
Date Type Doc Mo. Reference Amount Outstanding Paid
207072023 Payment 4 BUS to Galway -600.00 000 -200.00
-600.0:0 0.00 -600.00

Inwvaoices

Date Type Doc Mo. Amount Outstanding

150772023 Imvoice IV 4555

&00.00

1500 (W)

Left to Allocate

Cancel | Sawe



Common Errors payment posted as non-supplier

payment

Posting the payment as a non-supplier payment.

Quick Payment

BANK ACCOUNT

1800 Current Account 1 W

Amount VAT Code VAT Mom. Code

20/07/2023 B e v | ADD w | BUS to Galway - v 600 | Z 0.00% (Zera) v 0,00 4630 Q



Common
payment

Errors payment posted as non-supplier

General Ledger card [

4690 - Bus Hire Expense

Date Period

08 Jul 2023 Jul-2023

15 Jul 2023

Jul-2023

20 Jul 2023 Jul-2023

Period pe Financia - Sep-Z20Z2 . AueE-20232
P —
Descriptiomn MNotes Product Debit Credit Balance
Purchase Invoice Inv 450
Bus to
Egan Bus Co ~ Soo.00 - SO0OD
Dubklin

Egan Bus Co

Fayment 4

BUS to Galway

Total 1.700.00 FO0.00

1.700.00

BA JCE

Aged Supplier Balance Summary

C&C Demo School

Date Range: To 3=t Jul 2023

Code Name Current Balance 30 days 60 days 90 days 120 days 150 days 180+ days
DM OO Dunne Electrical Ltd - f,000.00 5,000.00 - - - - -
EGADDT Egan Bus Co 0000 0000 - - - - - -
S5TAODDT Stacked Office Supplies 465.00 465.00 - - - - - -
Totals: £1,065.00 £7,065.00 £6,000.00 - - - - -




Common Errors payment posted as non-supplier

payment - Corrected

Quick Payment

NNNNNNNNNNN

1200 Current Account 1 S

Armount VAT Code WAT Mom. Code

[

200072023

EFT o AOD BUS to Galway r Egan Bus=s Co e 600,00 Z 0.00% (Zero) " 0.00 | | 4530 L=}

Quick Payment

BAME ACCOUNT COrreCTed
1800 Current Account 1 il pos‘l’ing

Supplier Motes/Payee Amount VAT Code VAT Mom. Code

i 4

207 2023 EFT w || ADD w | BUS to Galway EGADDT w | | Egan Bus Co w &00.00
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Useful Supplier Reports

@  CreateNew v . Need Help?

. aCcounts H PURCHASES
oy g
Aged Supplier Balance Detailed % | Purchase Invoice & Credit Notes Purchase Price Histary

Aged Supplier Balance Summary Purchase Invoice Detailed Supplier Activity

Batch Invoice Print Purchase Order Report Supplier Statements

& Dashboard

i Customers



Aged Supplier Balance Detailed

Aged Supplier Balance Detailed [

DATE TO

E 30/06/2023

SUPPLIER FROM

SUPPLIER TO

| Eram Q T (=] Current Aging
=
Aged Supplier Balance Detailed
C&C Demo Schoo Date Range: To 30ch jun 2023
Code Mame Current Balance 30 days &0 days 90 days 120 days 150 days 180+ days
UM Dunne Electrical Ltd &,000.00 6,000.00 - - -
Date Type Inv. No. Ref. No. Met VAT Gross OQutstanding
22/06/2023 Invoice 324 4,000.00 - 4,000.00 4,000.00
29/06/2023 Invoice 327 2,000.00 - 2,000.00 Z,000.00
Totals: 6, 000.00 - 6,000.00 6,000.00
S5TADDT Stacked Office Supplies - - - - -
Totals: 6,000.00 &, 000.00 - - -




Check Control Accounts after posting

Current Liabilities

Creditors

2100 Creditors Control Account £,000.00
nged suple aancesummary ([ CT-T-T-
162.00
24000
DATE TO SUPPLIER FROM SURPLIER TO
. , £402.00
Q 30/06/2023 i Fram Q To Q Current Aging

Advanced Settings

Aged Supplier Balance Summary

C&C Demo Schodl Date Range: To 30th jun 2023

Code Name Current Balance 30 days 90 days 120 days 150 days 180+ days

DUNDOT Dunne Electrical Ltd £,000.00 £,000.00

STADDT Stacked Office S

Totals: £6,000.00 £6,000.00




Purchase Invoice/Credit note Repori

Purchase Invoice & Credit Notes m m m m

DATE FROM DATE TO TYPE DOC. NO. START DOC. NO. END DEP

- iy -
g From I o

Invoice - From To 1_,

m Advanced Settings

Irmemice

Credit Mote

Opening Balances

All

Purchase Invoice & Credit Notes
CEC Demo School

D&t Typee Do N, Coda M @ e MNMat WA Gross RCT
01/06/2023 I Inv May 23  DUMNOO Dunne Electrical Ltd 1.200.00 - 1,200.00 240.00
01/06/2023 I A STADD1 Stacked Office Supplies 320.00 - 320.00 -
16/06/2023 I Inv SI45678 STADDT Stacked Office Supplies 895.00 - B895.00 -
2062023 I Inw 324 DUMNDO Dunne Electrical Ltd 4,000.00 - 4,000_00 -
ZOI0E2023 I Inw 327 DUMNDO Dunne Electrical Ltd 2,000.00 - 2,000.00 -
2OMDEI2023 Crn Se= STADOT Stacked Office Supplies -155.00 - -155.00 -
0B0T2023 I Inw Inv 450  EGADOT Egan Bus Co S500.00 - S00._00 -
15072023 I el EGADO Egan Bus Co &00.00 - 0000 -
1B/07/2023 I e aaaT STADD1 Stacked Office Supplies 465.00 - 465.00 -

Totals: €9 825.00 - €£9,.825.00 EZ40.00




Supplier Activity Report

Supplier Awctivity
C&C Demo School

Date Range: 1=st Jun 2023 To S1st Jul 202

O ter Description Do . Moo Imwvoilce Paywrment Allocated Crutstamnding Balance
DUNOO T -Dunne Electrical Libd
1062023 Ine Many 23 May 23 4,200 00 = 1 200 O = 1. 20000
Os5MDE2023 Pay 2 2 = S0 .00 =SS0 DD - 240 00
05/06/2023 oy 2 RCT 2 - 240.00 -240_00 - -
22/E2023 Inw 324 324 A ooy O = = 4 _ OO0 4. 00000
29/DE2023 Inw 327 327 2 000 00 = = 2 00000 &. 00000
Totals: = 7 . 20000 =1 . 200 00 - €5, 000.00 €5, 00000
EGaAOO1-Egan Bus Co
OFo7Tr2023 Pay 3 3 = S00. 00 =S DD - =S00 .00
Q8T r2023 Irree brvwee 500 I 50 SO0 00 - SO0 0 - -
15 FF2023 I [N 4559 NN 45659 &00. 00 - - S00_ D0 S0 oD
Totals: <1 _ 100 00 E500_00 = E&600.00 €500 00
ST.AOD 1 -Stacked Office Supplies
O1ME2023 I SIMT47856 S1147856 22000 - I20 00 - I20.00
16MDEFZ2023 Inv SIA5587T8 Sl4567T8 295 00 = 895 00D = 1. 215.00
29/DE2023 O ST 3216 = 3216 =-155.00 = =155 00 = 106000
IDNDEFZ2023 Pay 1 1 - 1,060.00 =1,080_ 00 - -
18O FF2Z023 I SIGS5498 7T SEeS498T 456500 - - 4E S 00 455,00
Totals: =1 525 00 =1 _ 060 _ 00D - €465 .00 E465_ 00




OVERVIEW EVERYDAY TASKS REPORTS

Conclusion




Contact us: Post Primary Team 01 2690677

email: info@fssu.ie




Thank You for
attending
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