Spring 2024 — Webinar - 1

Overview of new look
BrightBooks & BOM reports




Our webinar today

» Audience view | 100% | e
w Sharing i~

Stopped Mo one sees your screen

Change
Keyboard &  Presenter
Mouse

Saoresm

-@Start Recordimg 5.6 GB remaiming ﬂ Settings
» Webcam
» Audic ]

» Daszhboard
» Attendees: 1 of 1007 (max)

» Polls (0/0)

F Duestions

 Handouts: 0 of 5
(» Chat x|




- B

1. The new look BrightBooks

2. Bank reconciliation & checks

3. Overview for preparing month-
end reports




New look Bright Books



https://brightsg.com/en-ie/transitioning-to-brightbooks
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Purchases Menu

=]
i

Crverview

10

Customers

=

Purchases

Purchases

[ Suppliers  Payesas

Orders

Invoices & Credit hc}tEE] Opening Supplier Balances

5 €0.00

MOMNTH TO DATE

€587.00

YEAR TC DATE




Adding a new Supplier

New Supplier

GeneralInfo  Invoice Settings ~ Company Info

General Info Invoice Settings Company lnfo

¥ GENERAL INFORMATION

~ ACCOUNT INFORMATION

CREDIT TERMS SUPPLIER NAME SUPPLIER CODE

C.0.0. 0)

WAT NO.

»" RCT Subcontractor

~ DEFAULT INFORMATION

'  View Afc History Purchases
SEND STATEMENTS DEFAULT NOMINAL CODE EFAULT VAT CODE Supplier Receipt
Always - Search Q, RCT 0.00% (RCT VAT CODE) Inwvoice F"ayment

COrder




Set-up Payee

Purchases

Suppliers Orders Invoices & Credit Notes Opening Supplier Balances

Payees

New Payee

General Info Invoice 5ettings

~ GENERAL INFORMATICMN

PAYEE NAME

Bank Charges BOI

General Info Imvoice Settings

~ DEFAULT INFORMATION

DEFAULT NOMIMAL CODE

7450 Bank Charges Expense

DEFAULT VAT CODE

£ 0.00% (fero

DEPARTMENT

ACD - All other deparoments

New

Cancel Save




Recording Supplier Invoice or Credit Note

2 Purchases
Overview

Suppliers ~ Payees  Orders | Invoices & Credit Notes | Opening Supplier Balances
©
Customers

€0.00 €14,034.39 €10,818.39 ) 6 INVOICES

E] MONTH TO DATE YEAR TO DATE UNFAID INVOICES DUE
Plrchases
e . .
Il Purchase Involces Current 9
Banking

B Cearch Q M New Credit Note I Quick * I
General




Recording Supplier Invoice

Quick Purchase Invoice

Date

201272023

Ref No.

E |y

Inv. No.

987857

Supplier

EGADD

W

Supplier Name

Gross VAT Code

%n BusCo

500.00

£0.00% (Zero)

¥

VAT

0.00

Het Code

EEH]I.Eﬂl 4650

Notes DEP %

AOL v

Cancel l Save l




Recording Supplier Invoice RCT Supplier

Quick Purchase Invoice

Date Ref.No. . No. Supplier Supplier Mame Gross VAT Code VAT Met Code Notes DEP %

n2203 B v 987321 DUNDDT ¥ Dunne Electrical Lt 500.009 RCT0.00% (RCTVA w 0.00 50000 5310 Q AOL v

Cancel ]




Recording Supplier Credit Note

o Crade Pdomp

ol Tk A mE
Quick Purchase Credit Note E
Date Ref No. Crn. No. Supplier Supplier Mame Gross VAT Code VAT Met Code Notes DEP
1912203 B N 321 EGADD * EganBus (o 000 Z000%(Zero] W 0.00 0.00 4680 Q Bus Hire Expense | AOL v




Allocating a Supplier Credit Note

Purchase Invoices Current {11) v

Date = Doc. Mo. Supplier Met VAT @Gross Code Due Date Paid
06 Dec 2023 (RN 987+ Egan Bus Co 45.00 0.00 45.00 4690 Mo o
EGADD1
05Dec 2023 INV51203% Egan Bus Co 560.00 0.00 560.00 4650 05Dec203  Open
EGADDT
Print
10 Mow 2023 INV 785+ Dunne Electrical Ltd 375339 0.00 375339 5310 10 Now 2023
DUNODT Emnail
05 Nov 2023 [NV 1245+ Marshalls Supermarket 456.00 0.00 456.00 491 23 Allocation
MAROOT
Delete
18Jul 2023 INV 51654587+ 5Stacked Office Supplies 465.00 0.00 465.00 Split 18 Jul 2023
STADDT
15Jul 2023 INVINY 4565 Egan Bus Co &00.00 0.00 £00.00 4650 15 Jul 2023 Mo

EGADOT




Allocating a Supplier Credit Note

Allocate Credit Note

Date Type
1580772023 Irvoice
0511272023 Irvaice

Bus 1o Galway

Bus Hire Expense

Amount

600.00

5g0.00

1.160.00

Paid to-date

0.00

Q.00

0.00

Unpaid
&00.00

515.00

1,160.00

Discount Pay .F
.00 000 [ ]
0.00 45.00
0.00 0.00
Amount Left to Allocate 0.00




Recording VAT for RCT Supplier

Journals

JOURMALS DETAILS

% Add Attachment
05/05/2023

Code Description Motes Debit Credit DEP
Repairs to Buildings and Grounds Expense WAT on Dunne Electric May Irrsice 162.00 000 ACD
Q VAT on Dunne Electric May Inv 0.0 18200 AQD

otal Debhit Armowunt

Cancel




Banking Menu

1l
— Banking
Banki
ngE Bank Accounts  Receipes Bank Reconciliation  Bank Feeds
Banking
Bank Accounts Receipts Payments Bank Reconciliation Bank Feeds
= €0.00 €1,052.00 €5,920.39
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Recording Supplier Payment - Option 1

Quick Payment

BAMK ACCOUNT

1800 Current Account 1 b
Date Payment Type DEP Ref. Mo. Supplier Motes/Payee Amount VAT Code VAT Mom. Code L
151272023 BE||| EFT w | A0D | 1875401232 EGADDT ~ | Egan Bus Co = 1115 ] 2100

1.115.00 0.00

mmm




Recording Supplier Payment - Option 1

Allcecations

D=t

15072023

DEM 272022

Typ=

Irmmecice

Inwosce

Doc Mo

I 2559

S5120=

Motes Surmm ot
Bus to
=AM
Galwuany
Bus=s Hire Expe S0 OO0
1. 1&0.0

Paid to-date

O
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<45 0
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S5 00
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Discowarvt FPaid
OO0 L= L]

[0 e T ] 15000
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Recording Supplier Payment - Option 2

Purchases

Suppliers Payees  Orders

Invoices & Credit Notes

Opening Supplier Balances

€515.00 €14,549.39 €11,333.39 7 INVOICES
MONTH TO DATE YEAR TO DATE UNPAID INVOICES DUE
Purchase Invoices Current (11)
Open
Date = Dioc. Mo. Supplier Met VAT Gross Code Due Date Email
06 Dec 2023 (RN 987+ Egan Bus Co 4500 0.00 4500 4690 Copy
EGADDT
05 Dec 2023 INV 51203+ Egan Bus Co 560.00 0.00 Se000 4690 (5 Dec X :
EGADD Deleta
10 Now 2023 [NV 7RG+ Dunne Electrical | td 375339 000 375339 5310 10Nov2023




Recording Supplier Payment - Option 2

Supplier Payment

PAYMENT DETAILS £ DUNOO - Dunne Electrical Ltd BANK DETAILS
SUPPLIER PAYEE BANK ACCOUNT
DUNDDT v 0 - 1803 DEASP School Meal Bank Account v
DATE AMOUNT RCT
-’ 2201212023 =] - 4,599.0‘ RCT2020.00 v
PAYMENT TYPE REF. NUMBER R Add Attachment
Cash w e <4 MB
DEP
AQD - All other departments b
Diate Type Doc Mao. Motes Amount Paid to-date Unpaid Discount Paid RCT +
2270642023 Invoice 324 4 000.00 ] 3,200.00
29/06/2023 Imvoice 327 2,000.00 ] | 1,600.00
1041142023 Imvoice 789 3,753.39 0.00 3,753.3%9 0.00 0.00 0.00 [
2311142023 Payment B Dunne Electrical Ltd 3,753.39 0.00 3,753.3%9 0.00 0.00 000 []

13.506.78 0.00 7.506.78 0.00 4,800.00 750.63

Amount Left to Allocate: 0.00




Banking Menu

111 Banking

Ean {i"|§ BankAccounts  Receipes Sank Reconcilation  Bank Fesds

Banking
Bank Accounts Receipts Payments Bank Reconciliation Bank Feeds
€0.00 €1,052.00 €5,920.39
MOMNTH TO DATE YEAR T DATE UNALLOCATED
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Payments - Non supplier PAYEE

Quick Payment

BANK ACCOUNT

1802 Current Account 3 v
Date Payment Type DEP Ref. Mo. Supplier Motes/Payee Amount VAT Code VAT MNom. Code %
22N212025 E EFT ¥ ADD W | Home Ec Teacher > 257.00 | Z0.00% [Zero) v 0.00 || 6500 Q,

Bank Charges Travel & Subsistence




Settings

() General Setup () Contacts () Data
Business Details Setup Imports
Users (ategories Exports

" Manage Currency Other Information Year-End
B. Settings

Manage Time Recording Credit Terms Nominal Only Recalculation

(*) Accounts () VAT () E-Mail
Setup VAT Basis Basic Settings
Accounting Periods VAT Rates Advanced Settings
Departments VAT Codes E-Mail Templates
Intrastat VAT Change Wizard
Standard Notes Change VAT Basis




Settings — General Tab

Settings
(&C Demo Schoal

¥ General Setup ¥} Contacts @ Data

Business Details Setup Imports

Users Categories Exports

Manage Currency Other Information
Manage Time Recording Credit Terms Mominal Only Recalculation
) Accounts =) VAT = E-Mail
VAT Basis Basic Settings
VAT Rates Advanced 5ettings
VAT Codes E-Mail Templates

Intrastat VAT Change Wizard




Settings — General Tab - Users

) General Setup

Business Details

Ll=ers ]
)

2

Email Forename Surname Status

[ marthamurphy@fssu.ie Martha Murphy Active ]




Settings — General Tab - Users

Inwite User
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Settings — Accounts tab - accounting period

) MAccounts

Setup -

Accounting Periods

Departuments

P o200 F

Dec-20zE

Fizr-20F=
SApr-20ZE=
Fellzn- 200
Jun-2023=

Jul-Z023

Clo=e

Tear ended 54 Sug Z0ES

From

o1 Sep 2022
o1 Qo 2027
O1 Mow 20077
o1 Dec 2022
o1 Jan 2023

o1 Feb 2023
o1 har 200=
o1 Apr 20Z=S
o1 May 202=
o1 jun 2023

o1 Jpul 2023

31 Jan 2023
28 Feb 2023
31 Mar 2023
30 Apr 2023
31 May 2023
20 Jun 2023

21 Jul 20CE=

Locked

= (e




Settings — Accounts tab - departiments

++ Meed Help? N
b BrightBooks O

]
Owerview Departmentﬁ
=

Customers

Ei

Purchases

Departments Sub Departments

. SHORT LONG

1 TITLE
DEP Department
Banking

B CODE DESCRIPTION DEFAULT

General
e — DEPARTMENT 1 A0D All other departr | @ -

= DEPARTMENT 2 NTP Mon teacher pay ! [

CRM

=
erars

= =3
oo

Add-inz




Settings — Data tab

() Data

Imports

Exports

Year-End

Data Import

Select the type of the file you wish to import

BrightBooks Standard Import File

| Contacts - Customer/Supplier/Prospects/Business & Personal Contacts
} Product List

| Detailed Customer Invoices and Credit Motes

) Customer and Non Customer Receipts

| Summary Supplier Invoices and Credit Notes

) Journals

) Monthly Budget Import

Year-End

Current Financial Year : 01,00/2022 to 31082023

1

Youw are about o run the year-e2nd on your business.
Thi=z will clo=e the current finandcial year [From: 015092022 To: 31/082023]
meaning no further changes or additions will be possible.

Youw shwould only run this option if you are certain that no further changes or
additions are required in the current fimancial year.

We strongly recommend that youw run off all relevant reports in advance and
dizcuss the procedure with your accountant beforshand.

Thi= will roll wouwr Fimancial Year forwmard by 12 months.

Copy this year's Budget figures to next year

| acknowledge the above information snd understand this operation

cannot be reversed




I. Ledger card filter
i.Standard notes
l.Queuing of imports

C. What's New!




What's New - General Ledger Filter

General Ledger Card

5550 - Light and Power m ‘ Back ‘

Select Code

m Period . ILast“f’e.ar v 5ep-2021 v Aug-2022 .

Financial Year

Last Year

MNotes Custom Debit Credit Balance




What's New - Standard Notes

3 Accounts

Setup

Accounting Periods

Departments

Intrastat

Standard Motes

egor

Standard Notes ®
Search Q
Code Marrative

) I (2

Standa
Add Standard Motes
5earchk nomINAL coDE
3310
Code

NOMINAL DESCRIPTION

Transition Year Income

STANDARD NARRATIVE

TY 2023-24




What's New - Quevuing Imports

il
Test Scinoaol I

Alerts

Start End MONTHLYBUDGET ot Startad




2. Bank Reconciliation & checks




Banking Menu
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Furchases

Banking

Bank Accounts Receipts Payments Bank Reconciliation Bank Feeds

Bank Accounts How to add Bank Accounts & Connect for Automatic Feeds 7 €&

DEASP School Meal Bank -

Account




Bank reconciliation

Banking

Bank Accounts Receipts Payments Bank Reconciliation Bank Feeds

Bank Reconciliation | Mew

Ferws Baanibe Foeerarmeriili=rt e

Stote=mea=nt ko= Eambk S&coocooent
O= O 2021 — T1E&ED= EASF S—hvoeod ==l BEarndk -
rpe=ningE Scaterrrent Baslarncs Closings Scaterrrent Bslamocs
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Fed ==
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Bank Reconciligtion

1013 DCACP Schaol Msal Bk ACGund

Malarice o Rk Salarei
L6 uiprisarled Peytiet

Pt i gresie] Lodge

Reconciled Balance

Ralarce 4 e BrightBooks on 03012024

[3an-2024

34039

Difference

18000

T oot d

Bank

reconciliation
process




Bank reconciliation process

Select All

Date = Ref.MNo Lode. Mo. Type Description Payments Receipts Balance
23-Moe-2023 Balance Forward 0,00 s

23-Mow-2023 Fayment Dunne Electrical Ltd 375339 0.00 []

05-Diec-2023 EFT Fayment Marshalls Supermarket 45500 0.00 []
-

Totals 4,200.39 0.00
m




Bank reconciliation process

Banking
Bank Accounts Receipts Payments Bank Reconciliation Bank Feeds
Bank Reconciliation m Sea Q,
Reconciled Date - Bank Account Motes Statement Balance Created By Reconciled
03 Jan 2024 1803 DEASP 5chool Meal Bank Account -4,209.39 Martha Murphy
05 Jan 2024 ) 05:08 P




Bank reconciliation process

Bank Reconciliation Report

BAMES STATEMENT:

1803 DEASP School Me... e 035014

Bank Reconciliation Report
C&C Demo School

1802 DEASP 5chool Meal Bank
Account

Balance as per BrightBooks
Balance per Bank Statement
Less un-presented Payments
Plus un-presented Lodgment
Reconciled Balance

=
Pl Fi

REPORT TYFES

r [ Unreconciled

] .

03-Jan-2024

4.209.39

-4,209.39
0.00
0.00
-4,209.39

Date Ref.No

Lodg.Mo.

Type

Description

Payments Receipts

Totals:




3. Overview of preparing Month end reports




Timeline for preparation, review and distribution

of reports — Step 1

Process accounts
Information in the
accounts package
regularly during the
month, keep up 1o
date




43

Timeline for preparation, review and distribution

of reports — Step 2

Review a draft set of

financial reports
within 10 days of the

month end




44

Timeline for preparation, review and distribution

of reports — Step 3

Generate and distribute
full set of financial
reports 3 days before
the board meeting




Timeline for preparation, review and distribution 49

of reports — Step 4

Generate and
print out file or
save final reports




Monthly Reporting Checklist
: Report Title Monthly Finance sub- Board of

Accounts commitiee Management
file meeting meeting

Monthly
Reporting
Checklist




1. New BrightBooks layout: e o .
2. Banking module — the bank reconciliation & review checks

3. An overview for preparing month end reports



Thank you for atiending




Further training

BOM Monthly Reports and Suppliers ledger
BOM Monthly Reporting & Maintaining an Accurate Suppliers ledger Heg iSIEI’

Date: Thursday March 7th, 10am-11am

BOM Monthly Reports
Generating and Reviewing Monthly Reports
Date: Wednesday March 20th, 10am-11am

Enhanced Reporting Requirements Webinars

More Info FEBRUARY

F0OFa




Contact Us

Post Primary Team email:
01 2690677 info@fssu.ie



Q&A to follow
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