
Instructions on how to use the BrightBooks excel import template to record bank receipts received from 
an Online Payments Solution company to the BrightBooks Online Payments Solution Clearing Account 
 

1. Download and save a copy of the import template. Make sure to save the excel document as a CSV file (Comma delimited) 

(*.csv) 

 

2. Update the import template with the lodgement details for the month, inputting the date and the € amount, all other details 

can be left the same. Save the changes. 

 

 

3. In BrightBooks accounts, on the top panel, click ‘Settings’.  

 
 

 

 

The Settings page appears. Under the ‘DATA’ heading, click ‘Imports’. 

https://www.fssu.ie/app/uploads/2025/04/Online-payment-solution-lodgment-import-template-for-BrightBooks.csv


 

 

 

 

4. On the ‘Data Import’ page, tick ‘Customer and non-customer Receipts’ and click ‘Next’. 



 

5. The ‘Data Import > Customer and non-customer Receipts’’ page appears, click ‘Browse’ and select the template from your files 

 

 

6. Click ‘Import” to complete the process. 



7. A message will appear indicating that the import has been placed in a queue: 

 

8. A message will appear indicating if the import was successful or if the template is not in the correct format a validation error 

message will show instead

 



9. The lodgments will now be posted to your bank account and the Online payment solution clearing account. 

10. The lodgments will be available to view/edit on the Banking receipts page.  

 

 
 

 

 


