Spring 2024 — Webinar - 2

« BOM monthly reports &
* Maintaining an accurate

Suppliers Ledger in
BrightBooks
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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. The new look BrightBooks

2. Bank reconciliation &
checks

1. Recap Webinar 1

3. Overview for preparing
month- end reports
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Reporting to the Board of Management

The Board of Management is responsible for the
fimnancial administration of the school

The Education Act 1998 sets out a statutory
framework for Irish Education

Section 18 of the Act states that

“the board shall keep all proper and usual accounts

and records of all monies received by it or expenditure
of such Mmonies incurred by it




2. Monthly Reporting Process

An opportunity to
review school
accounts records

A good review

system ensures
smmd that records are g
accurate,
reasonable

Reports provide
the board with
financial
information

Allows for the

monitoring of

spending and
budgets

Assists with
planning &
decision making

Understanding of
g reporis produced e
is improved

Where errors
occur they are
picked up and

rectified quickly.
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Prepare monthly reconciliations

The following list of accounts should be
reconciled at the end of every month:
« Bank accounts

Cash and peftty cash accounts
Supplier accounts

VAT, PAYE & RCT conftrol account
Wages control account




3. Maintaining an accurate Supplier Ledger

All Invoices : Reconcile
: Compare with :
received agreed ) Generate aged accounts with
: supplier . )
to supporfing supplier listing supplier

documents SUSIE SIS statements




Maintaining an accurate Supplier Ledger

Autumn/Winter 2023 :
Webinars SURF USERS BALGEAAA

Webinar 6 Suppliers Ledger in + pllocation Error/Edit
22" November 2023 B3 * Payment posted with
Ao invoice
. Invoicas * Payment posted as
+ Credit Note NEls EL 2R
» VAT Journal — —
= Momal Supplier » Payments - — l-‘
= Default Hominal code
& department

e



https://www.fssu.ie/post-primary/topics/surf-accounts/training-videos/suppliers-ledger/overview-of-suppliers-ledger/

When a change is needed

Quick Purchase Invoice

Date Ref.MNo. I, No. Supplier Supplier Name Gross VAT Code VAT MNet Code Motes DEF %

18/07/2023 [ 5TKASTS S5TAOO1 ~ | Stacked Cffice Supy 36500 Z0.00% (Zer v 0.00 365.00 6300 Q, L, AQL w

The original invoice posted as €365 allocated to 6300, should have been €465 split €200 6300 & €265
4315

2 B £




When a change is needed

Date Ref.Mo. Inw. Mo. Supplier Supplier Name Gross VAT Code VAT Met Code Motes

18/07/2023 [ STEASYE ! Split

Gross VAT Code VAT Met Code Motes DEP

Printing and

265.00 Zg.00% 0.00 26500 4315 Stationery A0D
Expense
200.00 [ 0.00%: (fero W 0.00 L Student Fhotocop | AQD b

m Adjust Total Total of Inwvoice
Total of Splits

Unallocated Amount

m Attachments




Where a change is needed

Quick Purchase Invoice

Date Ref.No. Inv. No. Supplier Supplier Name Gross VAT Code VAT Met Code Motes DEP %

18/07/2023 [ STK4578 STADD1 v Stacked Office Supy 46500 Z0.00% (e v 0.40 465.00 Split Q,  split v

o (R




Common errors - payment posted no invoice

Posting a payment with no invoice

Date Doc. No. Ref. No. Supplier/Payee Biank

18Jan2024  PAY 167 EFT Egan Bus Co Current Account
EGADDT 1

Amount Discount Allocated

200.0C 0.00 No

Aged Supplier Balancse Summany

Drate Range: To 31st Jam 2024

CEC Dearsd Schoaol
O ol Pl & e Currami B alance I days B0 days 20 days 120 days 150 days 180 days
CAPD Capital OIL Co SET.00 8T D

L=l e

B0 O3}

MECIBOD KcBraamn Envinomrmsen cal
RCTOO1 RCT Teast Co
SO Siacked Do Supplies - -1 22 100 53303

Totals: €E587T.00 EE. 265 D0 E£515.00 E3.7F53.38

€7 .5330. 00




Common errors - payment posted no invoice

Banking

Bank Accounts Receipts Bank Reconciliation Bank Feeds

€0.00

MONTH TO DATE

Payments
m
Date - Doc. Mo.

18Jan 2024  PAY 16%

€1,252.00

YEAR TO DATE

Search
Ref. Mo. Supplier/Payee

EFT Egan Bus Co

A A

€6,120.39

UMALLOCATED

Bank Amount

Current Account 200.00

E |

Discour

0.0.

Open
Allocation

Print

Email

Make Recurring

Delete




Common errors - payment posted no invoice

Allocation for Payment
Date Type Doc No. Motes Amount Paid to-date Unpaid Discount Pay o
15/07/2023 Invoice INW 4565 Bus to Galway 600.00 0.00 400.00 0.00 200,00
05/12/2023 Imvoice 51203 Bus Hire Expense 560.00 45.00 515.00 0.00 0.00 [ |
15M12/2023 Payment 9 Egan Bus Co 1.115.00 0.00 1.115.00 0.00 0.00 [—
2,275.00 45.00 2,230.00 0.00 0.00
Amount Left to Allocate 0.00

Auto Reverse

Cancel
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Common Errors payment posted as non-supplier
payment

Posting the payment as a non-supplier payment.

Quick Payment

BANK ACCOUNT

1800 Current Account 1 v

Date Payment Type DEP Ref. No. Supplier Notes/Payee Amount VAT Code VAT Nom. Code %

18/012024 B EFT v AOCv BusCo N N 150.00 Z0.00% (Zero) ¥ 0.00 | 4650 Q




Common Errors payment posted as non-

supplier payment

General Ledger Account Activity
C&C Deamo School Date Range: 1sl Sep 2023 To 31st Jan 2024

Code Date Doc.No. Type Details Deabit Credit Balance

4580-Bus Hire Expansa

4650 01/0802023 Balance Forward - - -
4690 05M12/2023 51203 PINV Egan Bus Co-Bus Hire Expense 560.00 - 260.00
4690 06/12/2023 987 PCNote Egan Bus Co-Overcharge - 45.00 515.00
4690 05/01/2024 ag0145 PINV Egan Bus Co-Bus Hire Expense 150.00 - 665.00
4650 18/01/2024 17 PMT 150,00 - 815.00

Totals: €8680.00 €45.00 £815.00

Totals: €860.00 €45.00 €815.00




Common
Errors
payment

posted as
non-supplier
payment

Incomea & Expandibura - A0
CEC Dema School

ool D= cripticomn Current Pericd
-

Imncome arnd Expenditure &cocount

Incomea

D parttment of Educatiom

SE10 CagpilationTHon Fay Budogel =

010 CagilstioniTom Fay Budgel O, 4. 50,00

SO0 DELS Sraml 5, 00 00

HEI0 Fdon Teachars Pay Baudoged F2. 65000

HZF40 Supervision and Subslibotion Srant 4 S00 00

School Genaerabed lncommse

310 Trarsason Year some
SZATFTO0 Lt [Irscocmes
33TE Jovirnsaks ard Year Book lIneomes

TOTaAL Incormss

Expenditure
Edwcation Other Expendibuare

43F10 Teaching Asds Experse
4690 Baus Hire Exprerrses
412 DS Schoal Meal=s Food Caosts

E204 .000 00

B, Z75.00
G 250,00

E,.E575.00

E18, 000 00

EZ13 000 0o

SETF .00
1500

4548 100

£1 ,B5H OO




A

Common Errors payment posted as non-supplier

payment

Banking

Bank Accounts  Receipts  Payments  Bank Reconciliation ~ Bank Feeds

€0.00 €1,402.00 €6,120.39

MONTH TO DATE YEAR TO DATE UMALLOCATED

» Open
Payments P38 print

Email

m Delete Search Q m Quick Payment .
Make Recurring
Date ~ Doc. No. Ref. No. Supplier/Payee Bank Amount Discoul  nglete

18Jan 2024  PAY 17% EFT Bus Co Current Account 150.00 0.0. °

e 4
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Common Errors payment posted as non-supplier

payment

Quick Payment

BEANK ACCOUNT

1800 Current Account 1 hd

Date Payment Type DEP Ref. Mo. Supplier Motes/Payee Amount VAT Code T Mom. Code
18/01/2024 EFT ACD Bus Co EGADD1 Egan Bus Co 150 2100

2 e o =
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Common Errors payment posted as non-supplier

payment

IDUMNT

Irrent # Allocations

Date Type Doc Mo. Motes Armount Paid to-date Unpaid Discount Paid v VA
) Bus to
X 1570772023 Invoice MW 45659 500,00 .00 600.00 Qo0 0.00 ]
Galway
) Bus Hire
051 2/2023 Invoice 51203 560,00 45.00 515.00 Qo0 0.00 ]
Expense
151 2/2023 Payment 9 Egan Bus Co 1.115.00 .00 1.115.00 Qo0 0.00 ]
05/01/2024 Imvoice ==y Bu= Hire Expe 150.00 0.00 D_DU‘DD 150000
1870172024 Payment 16 Egan Bus Co 200,00 .00 200.00 Qo0 0.00 ]
Totals 2,625.00 45.00 2 58000 0.00 0.00

m Reverse Amount Left to Allocate

Cancel |




Check Control Accounits and Aged Supplier

listing

Balance Shest
C&C Damo School

Date Range: 151 Sep 20

2024

Caode

Daescription

Current

€

Aged Supplier Balance Summary

CAC Ciema School

Code Narme Current Balance 30 days &0 days 80 days 120 da
CAPOD!  Cpilal OIL Co 587.00 587.00

DUNOD!  Dunne Eleclrical Lid ,000.00 375338

EGAIOT  EganBusCo 20000 515.00

MAROD!  Marshalls Supermariet

MCBOD!  McBreen Envisonmental

RCTONT  RCT Test Co

STAOO Stacked Offic Supplies all

Totals:

£587.00

€6,265.00

€515.00

€1,753.38

Balance Sheet
Fixed Assets

Current Liabilities

eal Bank Account
Qosil account

glution Clearing Account

Creditors Control Account

258,082 87

-4,209.39

56,450.00

500.00

69,000.00

€379,823.48

TOTAL Current Assats

€379,823.48




4.Generating

reports in
BrightBooks

Reports

Adr-inz

Report

Aged

o

Balar

Bank

ZenE

Report

Favountes

Customers

Purchases

Banking

General Ledger




Generating reports in BrightBooks - favourites

it |»BrightBooks

Reports

Aged Supplier Balance Detailed

Balance Sheet

Bank Reconciliation

zeneral Ledger Account Activity

ncomedExpenditure

Payments Report

Receipts Report

Trial Balance - Formatted

i3 Need Help?




The Monthly reporting checklist

Monthly Reporting Checklist

Monthily Finance sub- Board of
Accounts Ccommittee Managemenl
file meaeting meaeting

]




The full list of the financial reports that should be
prepared and reviewed every month are:

 List of all school bank & cash account

The Mon’rhly « Bank reconciliation reports

r rtin « Payments listing for all bank & cash account
epo . g » Receipts listing for bank & cash accounts

checklist « 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’.

Trial Balance I

= 3 3 E3 £

PERIOD FROM
Sep-2023

J {

ERIOD TO

|an-2024

] [H.CET. CODE FROM

1800

CCT. CODE TO
1950

| .

(e




Generating reports in BrightBooks

Banking

A bank reconciliation statement for each bank account
From ‘Reports’ > under ‘Banking” select ‘Bank reconciliation’.

Bank Reconciliation x

BANKS STATEMENTS REPORT TYPES

[ 1802 Current Acco... }[ 31/08/2023 ] - [Umeu:mci ad " ]

(=)




Generating reports in BrightBooks

Payments listings for each bank account
From ‘Reports’ > under ‘Banking” select ‘Payments report’.

Payments Report

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

H 01/04/2023 7 | 30/04/2023 A A 1800 Curren... .

m Advanced Settings




Generating reporis in BrightBooks

Receipts listings for each bank account
From ‘Reports’ > under ‘Banking” select ‘Receipts report’

Receipts Report

01/01/2023 B8 31012023 B Al w || Al « || From To w | 1801 Curr.. .

[ DATE FROM DATETO TYPE PMT. TYPE DOC. NO. FROM DOC. ND.TO CO-ORDINATOR BANK DEP ]

m Advanced Settings




Generating reports in BrightBooks

Income and Expenditure Account report General Ledger

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

Income&Expenditure

Income & Expenditure

PERIOD FROM PERIOD TO DEP
Sep-2023 Oct-2023 w

= e




Income & Expenditure

Test Schoal Date Range: 151 Sep 2023 To 318l Ocl
023

Gode Description

£ £ £ £
Income and Expenditure Account
b Generating
Department of Education re p o r-l- S i n
3010 CapitationNon Pay Budgat 14,000.00 2683200 21483200 : 210.1 B ri g h.l. B 00 kS
3030 Non Teachers Pay Budgel 9,000.00 12,4700 1244700 . 22 951.00
3050 Ancilary/Schoal Support Servicas Granl 7,.500.00 95,060.00 -§7.560.00
3150 Baok Grant Income . 18,624.00 -18,624.00 - -500.00
3200 Transtion Year Granl - 6,840.00 -6.840.00

il Leaving Cerlficale Applied Grant - 302000 -3,020.00




Generating reports in BrightBooks

Balance Sheet report General Ledger

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

Balance Sheet

Balance Sheet (mn] (e (e (e

PERIOD FROM ERIOD TO DEP
m Sep-2022 w Aug-2023 >

m Advanced Settings




Balance Sheat

Tesl Schoal Date Range: 1si Sep 2022 To 31sl Aug
2023

2023 2022

Caode Description Currgnt Comparative

Balance Sheet
Fixed Assets

Current Assets
Debtors & Prepayments

1720 Prepayments 12,520.00
€12,520.00 .
[

Generating
1800 Current Account 1 =5,024 BT . .
1601 Cusrent Account 2 61,805 67 - re p o r'I'S | n
1802 Current Account 3 450.00 . °
1805 Curreni Ade 2 44510 . BrlghiBoo ks
1BS50 Credit Card Accound 138.00 .
1E70 Online Payment Salution Cleaning Accounl T45.00
1600 Peity Cash Aocaunt 95.60
1851 Ad ed B,250.80
1852 Resarve 6743370

€124, 238,20 .

TOTAL Current Asseis €138, T58.20 .




Generating reporis in BrightBooks

Purchases

Aged creditors/suppliers listing report
From ‘Reports’ > under ‘Purchases’ select ‘Aged Supplier Balance Summary. Aged Supplier Balance Detailed

Agad Supplier Balance Summary
Aged Supplier Balance Summary m m m

DATETO SUPPLIER FROM SUPPLIER TO

@[ To ] £ [Fru:un" ]1 [Tc ]Q[ Current Aging ]




Aged Supplier Balance Summary l l l l

CAC D Schodl

Code Nai Currenl Balance 30 days B0 days 90 days 120 days
CAPD)!  Capital OIL Ca 587.00 547.00

DUNDDT  Dunne Elscirical Lid ' 8,000.00 ' 3,753.38

EGAOOT  EganBus Co ' ' a13.00

MARDD!  Marshalls Supermarke

MCBODT  McBreen Envisanirental

RCTOOT  RCT Teaf Co

STADN Slacked Office Supgles ' -587.00

Totals: E587.00  €6,000.00 €315.00  €3753.30

1

Generating
reports in
BrightBooks




Generating reports in BrightBooks

The nominal/general ledger activity report General Led ger
From ‘Reports’ > under ‘General Ledger’ select ‘General Ledger Account

Activity’

General Ledger Account Activity

BASED ON PERIOD FROM BERIOD TO ACCT. CODE FROM ACCT. CODE TO DER
=0
|—] Period - Sep-2023 w Sep-2023 v Fram Q, To Q, A I_ I_ »
m Advanced Settings




Generating reports in BrightBooks

School income received in advance report
From ‘Reports’ > under ‘General Ledger’ heading select ‘General Ledger Account Activity’.

BASED ON PERICD FROM PERIOD TO ACCT. CODE FROM ACCT. CODE TO DEP
@ Period - Sep-2022 ” Aug-2023 v 2105 Q, 2105 Q. All ”




Generating reports in BrightBooks

OSochvarnceaed Settings >
COLUMMN ORDER

Excliude I lunclie

il il

Ref No Code

Froduouct Crate

Fericod e B Tengll] o [

Custoner Code Tywpee

Supplier Code > Cretails

WAET Raoe " Cre=biic

] riETmeryt Credit

- Balamo= —
SORTIMG FEATURES
— Total Suppress Feros

1 Coddes

Showe Balamnce Faorvward

= Dheparormesns - w Total

Showe Opening Balance Jowurmals
Total Ormly

Showe Future Opening Balances

Page Brealk

==




Generating reporis in BrightBooks

Trial balance General Ledger

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

Trial Balance

il Balance ] (7] (e (e

PERIOD FROM PERIOD TO ACCT. CODE FROM ACCT. CODE TO DEP
E] Sep-2022 ~ | Aug-2023 v || Erom a | To Q, v

Advanced Settings




Generating reporits in BrightBooks - some

common mistakes

IncumeErExpenditurel Back ‘ m

Run report from 14 Leave the DEP
Sept field blank

PERIOD FROM PERIOD TO DEP




5. Final accuracy checklist

Run the Simple TB to ensure

the totals match for debits
and credits

If for any reason the totals do
not agree

Re-run the Simple TB and
check that the totals match

A standard accounting check to
ensure the accuracy of the figures
before running final reports

Run the Nominal Only Recalculation
under settings [/ Data

If there is still a problem, contact
the BrightBooks suppart team for a
resolution




Final accuracy checklist

A list of balances on all Bank codes in the simple trial

school bank and cash balance
accounts
Bank Reconciliation Check that the balance as per

BrightBooks agrees to the
relevant bank balance in the
Balance sheet & in the Simple
Trial Balance report

Bank reconciliation report | Outstanding items reviewed

for all school bank for accuracy. Duplicates or
accounts errors are corrected

Income & Expenditure The final Net Profit/ Loss
report should agree to the Income &

expenditure figure showing at
the end of the Capital &
Reserves section at the
bottom of the Balance Sheet




Final accuracy checklist

Balance sheet report

List of Supplier balances

List of Accruals/Income in
advance/prepayments

Capital Income & Expenditure
account report (if applicable).

Cumulative balances to the
month end being reported on.

The bank rec reports and the
Aged Creditor balances should
also be generated to this same
month end date and balances

should always be cross
checked

The total of this list should agree to
the balance in code 2100 in the
Balance sheet at the month end

Department report for Income in
advance and total to agree to
balance in code 2105

Info generated from a department
report from BrightBooks which
analyses the movement on the
various nominal accounts




Recap on Webinar |

C Monthly reporting

C Maintaining an accurate Suppliers Ledger

C Generating reports and the criteria requirements

Accuracy checks to run




Thank you for attending
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Further training

BOM Monthly Reports :
| N Register
(3enerating and Reviewing Monthly Reports

Date: Wednesday March 20th, 10am-11am

EGISTER O

FSS U About Us | Circulars | SearchA-Z | Publications CONTACT US
M rostrruue I

sosl

Home Vv Topics Y FSSUGuidelines “ School Management v Extemal Accountants /Auditors “ Training v

F55U = Post-Primary = Training = Mew A/cs. Personnel Training Resources




Contact Us

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



Q&A to follow
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