
Spring 2024 – Webinar - 2

• BOM monthly reports &

• Maintaining an accurate 

Suppliers Ledger in 

BrightBooks
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Our webinar today
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Agenda

3

1. Recap on the key areas in Webinar 1
2. The monthly reporting process
3. Maintaining an accurate Suppliers Ledger
4. Generating BOM reports 
5. Key accuracy checks & conclusion



1. Recap Webinar 1

4

1. The new look BrightBooks

2. Bank reconciliation & 

checks 

3. Overview for preparing 

month- end reports



Monthly

accounting 

cycle:

Monthly 
accounting 

cycle

Gather 
source 

documents

Assign code to 
enter on 
accounts 

system

Enter 
transactions 
on system 
regularly 

Carry out 
reconciliations 

Check 
external  

documents

Run & review 
reports
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Reporting to the Board of Management
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2. Monthly Reporting Process

An opportunity to 
review school 

accounts records

Review of reports 
is a critical 

element of the 
basic financial 

controls

A good review 
system ensures 
that records are 

accurate, 
reasonable

Reports provide 
the board with 

financial 
information 

Assists with 
planning & 

decision making

Allows for the 
monitoring of 
spending and 

budgets

Understanding of 
reports produced 

is improved

Where errors 
occur they are 
picked up and 

rectified quickly.
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Gather 
documents 

& record  
accurately

Perform bank 
and supplier 

reconciliations

Review 
GL/NL 
report

Run & review 
Department 

report
Make 

necessary 
changes

Print 
reports 

and review 
with 

Principal

Distribute 
to board 3 

days 
before 

meeting

Steps to 

successful 

accounts 

preparation & 
reporting
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The following list of accounts should be 

reconciled at the end of every month:

• Bank accounts 

• Cash and petty cash accounts

• Supplier accounts

• VAT, PAYE & RCT control account

• Wages control account

Prepare monthly reconciliations
9



All Invoices 

received agreed 

to supporting 

documents

Compare with 

supplier 

statements

Generate aged 

supplier listing

Reconcile 

accounts with 

supplier 

statements 

3. Maintaining an accurate Supplier Ledger
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Maintaining an accurate Supplier Ledger
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https://www.fssu.ie/post-primary/topics/surf-accounts/training-videos/suppliers-ledger/overview-of-suppliers-ledger/


When a change is needed
12

The original invoice posted as €365 allocated to 6300, should have been €465 split €200 6300 & €265 

4315 



When a change is needed
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Where a change is needed
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Common errors - payment posted no invoice
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Posting a payment with no invoice



Common errors - payment posted no invoice
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Common errors - payment posted no invoice
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Common Errors payment posted as non-supplier 

payment 
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Posting the payment as a non-supplier payment. 



Common Errors payment posted as non-
supplier payment 
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Common 

Errors 

payment 

posted as 

non-supplier 
payment 



Common Errors payment posted as non-supplier 
payment 
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Common Errors payment posted as non-supplier 
payment 
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Common Errors payment posted as non-supplier 
payment 
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Check Control Accounts  and Aged Supplier 

listing
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Agreed!



4.Generating 

reports in 
BrightBooks
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Generating reports in BrightBooks - favourites
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The Monthly reporting checklist



The Monthly 

reporting 

checklist
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The full list of the financial reports that should be 

prepared and reviewed every month are:

• List of all school bank & cash account

• Bank reconciliation reports 

• Payments listing for all bank & cash account 

• Receipts listing for bank & cash accounts 

• Income & Expenditure Report

• Balance sheet report
• General/Nominal ledger activity report

• Trial balance 

• Payroll reports 

• List of Creditors/Supplier balances

• List of accruals & prepayments
• List of income received in advance &

• Capital Grants & Expenditure Account Report if 

applicable



Generating reports in BrightBooks

A list of balances on all school bank and cash accounts

From ‘Reports’ > under ‘General Ledger’ heading select ‘Trial Balance’.
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Generating reports in BrightBooks

A bank reconciliation statement for each bank account

From ‘Reports’ > under ‘Banking” select ‘Bank reconciliation’.
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Generating reports in BrightBooks

Payments listings for each bank account

From ‘Reports’ > under ‘Banking” select ‘Payments report’.
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Generating reports in BrightBooks

Receipts listings for each bank account

From ‘Reports’ > under ‘Banking” select ‘Receipts report’
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Generating reports in BrightBooks
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Income and Expenditure Account report  

From ‘Reports’ > under ‘General Ledger’ select ‘I&E Report’.



Generating 
reports in 
BrightBooks
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Generating reports in BrightBooks
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Balance Sheet report

From ‘Reports’ > under ‘General Ledger’ select ‘Balance Sheet Report’.



Generating 
reports in 
BrightBooks
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Generating reports in BrightBooks
37

Aged creditors/suppliers listing report

From ‘Reports’ > under ‘Purchases’ select ‘Aged Supplier Balance Summary.



Generating 
reports in 
BrightBooks

38



Generating reports in BrightBooks
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The nominal/general ledger activity report

From ‘Reports’ > under ‘General Ledger’ select ‘General Ledger Account 

Activity’

ALL



Generating reports in BrightBooks
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School income received in advance report

From ‘Reports’ > under ‘General Ledger’ heading select ‘General Ledger Account Activity’.



Generating reports in BrightBooks
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Generating reports in BrightBooks
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Trial balance

From ‘Reports’ > under ‘General Ledger’ heading select ‘Trial Balance’.



Generating reports in BrightBooks - some 
common mistakes
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Leave the DEP 

field blank 
Run report from 1st 

Sept 



5. Final accuracy checklist
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Final accuracy checklist
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Final accuracy checklist
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Summary
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Recap on Webinar 1

Monthly reporting

Maintaining an accurate Suppliers Ledger

Generating reports and the criteria requirements

Accuracy checks to run



Thank you for attending
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Further training
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Contact Us

Post Primary Team 
01 2690677 

email: 
info@fssu.ie

50



Q&A to follow
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