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Introduction

Welcome

The Financial Support Services Unit operates under Department of
Education Circular 02/2018. The Unit provides support and training on
all aspects of school finance.

The Unit endeavours to ensure that schools have a robust and
supported computerised accounts package. It is of paramount
importance that school management can fulfil their obligations in terms
of financial accountability for State and other funding.

The FSSU would like to assure all school personnel using the
BrightBooks system that full support and training is available on an

ongoing basis.

Financial Support Service Unit
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BrightBooks Accounts is a Cloud Accounting package. BrightBooks
Accounts has a host of optional features such a CRM, Inventory, Time
Recording. an integrated payroll system and Bank Feeds.
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FSSU BrightBooks Section 1: Overview and settings

1.1 Login and logout
Login:

Open your internet browser i.e. Google Chrome, Mozilla Firefox, Internet Explorer etc. In the address bar, type in

www.BrightBooksaccounts.com, the following screen will appear:

~ 3 BrightBooks (formerly Surf Accc X I Online accounting software |cl- X +

<« c 23 brightsg.com/en-ie/surf-accounts.

| Bright Preducts v Bright for ~ Support -~ Resources v~

Overview Features App Resources Pricing

> BrightBooks

BrightBooks boosts
your invoicing and
payments so you're

BrightBooks accounts website home page

Click on the ‘Login’ in the top right-hand corner of the screen. The following screen appears:
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BrightBooks accounts login page
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FSSU BrightBooks Section 1: Overview and settings

Logout:

If you want to logout of BrightBooks accounts click the ‘User’ icon (top right-hand corner of screen), you will have
the following option:

C&C Demo School

Martha Murphy

marthamurphy@fssu.ie

[ Profile J

Log out and profile view options

If you click ‘Sign Out’ you will be prompted to confirm that you do want to logout (just in case, you clicked it by
accident). Once confirmed you will be logged out and left back at the BrightBooks accounts login screen.
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1.2 Session expiry

After 60 minutes of inactivity your system will prompt you that you will be logged out automatically. This is for your
own security; it will protect your accounts datain the event of you leaving your pc/laptop unattended whilst still
logged in thereby possibly allowing access by an unauthorised person. If you are sitting at your pc when the
message appears, and you are still using it then simply click ‘Extend’, alternatively you will be logged out after 100
seconds.

Surfaccounts Alert

. ! -

Your session is about to expire. Do you want to extend it¢

Session expiry alert

1.3 Reset your password

If you try to login 5 times unsuccessfully you will be locked out for 1 hour.

If you cannot remember your password, use the ‘Forgot Password’ option, once clicked you will be presented with
the following screen; enter your email address, then click ‘Send verification code’.

> Bright D

Reset Password

Please verify your Bright ID using a verification code that will be sent to
your email address.

Email address

Send verification code

Forgot password
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You will geta message saying that you have been sent the verification code. Open the email you will have received
from BrightBooks accounts, make sure to check your Junk Mail’ folder also. Enter the verification code and you
will then see the following screen; enter your new password and re-enter it to confirm it, then click ‘Continue’.

Reset password

Complete the form below to set a new password.
New Password

Confirm New Password

Reset password email confirmation

Your password will be reset, and you can log back in with your new password.

1.4 Menu

The program menu is visible on the left of the screen.. To access the required module select from the vertical menu
which will open into a horizontal sub menu

:+:  |»BrightBooks

o=

il Banking
Overview
Bank Accounts Receipts Payments Bank Rec
=
Customers
Bank Accounts How to add Bank Accounts & Co
E
Purchases
s
- DEASP School Meal Bank
E=rivs Account
2]
General
Ledger €-4,209.39 Connect to my Bank
@
CRM
Current Account 1
2 R
Reports : :

og
a8

pasine €260,401.87

Petty Cash Account

Module menu
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Create new

You will see a ‘Create New' icon on the black bar to the left of the user icon, if you click this icon you will see
shortcuts to ‘Invoice’, ‘Customer’, ‘Purchase Invoice’ and ‘Supplier’ Banking ‘Receipt’ and ‘Payment’.

+i Need Help? =
(L] C&C Demo School

Sales Purchases  Banking

i3t [yBrightBooks

Customer Supplier Receipt

Banking

Invoice Invoice Payment

Bank Accounts Receipts Payments Bank Reconciliation Bank Feeds
Quotes/Order  Order

Create new icon
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1.5 Settings

1.5.1

Departments

Section 1: Overview and settings

A department can be used where the school needs to monitor the expenditure of a particular type of grant or
income across a number of different expense headings.

The school must monitor the expenditure of the book grant, supervision and substitution grant, ICT grant and

non-teacher pay grant as these are ring fenced grants i.e. can only be spent for the purpose for which the grant

has been given. A number of other departments have been set up for expenditure which a school typically wants
to track, example SSSF, TY and non-pay grant. A school can add a department where it needs to monitor the
expenditure of a particular grant or income within its own school e.g. canteen, breakfast club, adult education.

1. Click Settings (top right of the screen)

2. Under Accounts Heading > select Departments, the following screen will appear:

sen ${ Need Help?
t52 b BrightBooks
&
Ei=s Settings
=
TS ® General Setup @ Contacts @ Data @ Products & Stock
=] Business Details Setup Imports Products
Purchases
Users Categories Exports Product Categories
iy
— Manage Currency Other Information Year-End Stack Setup
Banking
Manage Time Recording Credit Terms Nominal Only Recalculation
General
Ledger . N
@
o Setup VAT Basis Basic Settings PayPal Account Details
Accounting Periods VAT Rates Advanced Sertings Bank Import Rules
i~
Feporss VAT Codes E Mail Templates
=+ Intrastat VAT Change Wizard
Add-ins
Standard Notes Change VAT Basis
Departments

There are default departments set up for schools:
Non pay grant (NPG)

Non teacher pay grant (NTPG)

SSSF (SSSF)

Transition year (TY)

Supervision and substitution (SS)

Book grant/rental (BGR)

ICT grant (ICT)

All other departments (AOD)
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3. To add more departments, click the ‘Add’ icon (at the bottom left of the screen), scroll down to the bottom of
the list of departments and in the blank box enter a code and description for the department you want to set
up.

4. Click ‘Save’ when done.

e 32 Need Help?
i+ [pBrightBooks ) C&C Demo School

=h}

Ouerview Departments

=

Customers
Departments Sub Departments

Purchases ) Use Departments
SHORT LonG

-
i TiTLE
DEP Department

DEPARTMENT 1 A0D Allother departm | @

- )

@ DEPARTMENT 2 NTP Nonteacherpay = @ Delete

Feper

Departments Screen

1.5.2 Accounting periods
Click ‘Settings’ (top right of the screen)

Under ‘Accounts’ heading > select ‘Accounting Periods’, the following screen will appear:

30 Need Help?

i1t IyBrightBooks

‘ Year ended 31 Aug 2023 »
o
98
Overview Settings START DATE END DATE
0110372022 ) 31/08/2023
=
Fr—— @ General Setup © Contacts HO. OF PERIODS © Products & Stock
12 Generate
B Business Details Setup — Products
Purchases Period From To Locked
Users Categories Product Categories
Sep2022 015ep 2022 305ep 2022 -
I
. Manage Currency Other Informatic ... [, 1 0 2022 Stock Setup
Banking
Manage Time Recording Credit Terms How-2022 01 New 2022 30MNew 2022
E Dec-2022 01 Dec 2022 31 Dec 2022
Genersl 2023 01202023 31Jan 2023
an-2 jan 2 jan 202
= () Accounts @ VAT - @ Banking
Feb2023 01 Fen 2022 22 Fen 2022
& Mar-2023 01 Mar 2023 31 Mar 2023
o Setup VAT Basis il = = PayPal Account Details
Apr-2023 01 Apr 2023 30 Apr 2023
= Accounting Periods VAT Rates - [— [— . Bank Import Rules
Reports Departments VAT Codes \—
m ﬂ
= Intrastat VAT Change Wizz
AdcHins
Standard Notes Change VAT Basis

10
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You will see what your current year is set to e.g. Year ended 31 August. You will also see all the individual periods
(months).

Itis here that you would ‘Lock’ a period if you didn't want any additional entries to be posted/recorded in that
period. Once you have produced your monthly reports in BrightBooks accounts, you can prevent transactions
from being posted before a set date, which means that no more transactions can be posted back into earlier
months. Put a tick in the box beside the month you want to lock. You can always unlock a locked month if required.

You can also change your financial year here, if you inadvertently set it up incorrectly during the signup process.

Transactions already recorded on the system will need to be allocated now to a different period, so this process
may take some time, depending on the number of transactions already in the system.

11
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1.5.3 Add new user

Users

To view or edit BrightBooks users:
1. Click ‘Settings’ (top right of screen)
2. Under the “General Set-up heading select “Users” see screen below

e 32 Need Help?
i11 [yBrightBooks ] C&C Demo School

g8
== Settings
“ @ General Setup @ Contacts © Data @ Products & Stock
=] Business Details Setup Imports Products
Purchases
Users Categories Exports Product Categories
it
- Manage Currency Other Information Year£nd Stock Setup
Barking
Manage Time Recording Credit Terms Nominal Only Recalculation
General
Ledger . N
@ Accounts @ VAT @ E-Mail (& Banking
@
cm Setup VAT Basis Basic Sertings PayPal Account Details
Accounting Periods VAT Rates Advanced Settings Bank Import Rules
=
Reparts Departments VAT Codes E-Mail Templates
=+ Intrastat VAT Change Wizard
AdgHns
Standard Notes Change VAT Basis
@ CRM @ Invoicing/Print Templates
-

Settings

“en :1 Need Help? —
i3 bBrightBooks fm C&C Demo School

]
Cverview )
User Access Back Invite Accountant
1=
Customers.
Email Forename Surname Status
Frmes marthamurphy@fssu.ie Martha Murphy Active @
i) 1-10f1 Records Irems per page
Banking

User access

You should see your own email address, forename and surname, status (which should say ‘Active’).
3. Toaddanadditional user to the system you should click the ‘Invite User’ icon, the following screen should

appear:

12
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Section 1: Overview and settings

en N :Z Need Help? N
it2 LyBrightBooks €&C Demo School
28

Overview 3 3
User Access Back Invite User marthamurphy@fssuie Invite Accountant Invite User Support
=
seuan
Customers
Email Forename Surname Status
E SR — = - =
R marthamurphy@fssu.ie lartha urphy ive (O]
-
iy . cords tems per page [20] [38]
Sanking Customer Setup
+ Open a business .
B + Delete a business
' Access dashboard
General A "
e ' Access contacts
+ Access the Diary
=) | Access Activities -
CRM
-
Reports.
BrightBooks accounts user access window

Enter the email address of the new user and using the scroll bar make sure to tick/untick the options which

you want this new user to have access to e.g. if you don’t want them to be able to delete customers/suppliers
then scroll to Contacts and untick ‘Delete a Contact’ and click ‘Save’.

5. Click '‘Back’ to return to the settings menu.

13
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Invite Accountant

To add your accountant as a user, click ‘Invite Accountant'. Enter the email address of the accountant and using the
scroll bar make sure to tick/untick the options which you want your accountant to have access to e.g. if you don't

want them to be able to delete customers/suppliers then scroll to Contacts and untick ‘Delete a Contact’ and click
‘Save’. Click ‘Back’ to return to the settings menu.

Please note this is only an option if your accountant uses BrightBooks,

@ You can delete users from the system but only if they have not entered
transactions on the system.

@ Your accountants login will NOT use up one of your available users.

en N 12 Need Help?
it: LBrightBooks C&C Demo School
23
User Access Invite Accountant marthamurphy@fssu.ie Invite Accountant Invite User Support
=
v
Customers
Email Forename Surname Status
= o -~ o " .
P marthamurphy@fssu.ie lartha urphy ive &
-
m . cords Irems per page E‘
Eeres Customer Setup .
+ Open a business
B + Delete a business
" Access dashboard
General 7 A "
ccess contacts
+ Access the Diary
@ + Access Activities -
CRM
=3
=
Reports
Invite Accountant

14
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Support
You can allow BrightBooks support agents access to your accounts if required.

If you are having difficulties and contact BrightBooks, a support agent may ask you to allow them access your
system. To do this you will have to give BrightBooks permission.

Click ‘Settings’ (top right of screen)
Under the ‘General Setup’ heading > select ‘Users’
Click on ‘Support'.

A 0wy

A confirmation message will pop up letting you know you are inviting BrightBooks accounts to log in to your
system. Click ‘yes’.

5. Asupport agent will then be able look at your system and make any required changes.

1t Need Help?

Confirmation Message

You are about to invite BrightBooks support
to log into your business. Are you sure you

wish to proceed?

¢ TABLE OF CONTENTS 15
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1.5.4 Accounts setup

Click ‘Settings’ (top right of screen)

Section 1: Overview and settings

Under the ‘Accounts’ heading > select ‘Setup’, the following screen will appear:

30 Need Help?

i3t [»BrightBooks

]

Overview

=

Custamers

S

Purchases

-
I

Banking

B

General
Ledger

&

cAm
=

Reports
oo

1]

Addking

Accounts Setup
CURRENCY VAT HUMBER

EUR - Euro - 12345678Q

DEFAULT RECEIPT TYPE
Cash -

QUICK PURCHASE INVOICE/CREDIT NOTE

Calculate Net amount from Gross -

NON-SUPPLIER PAYMENT

Calculate Net amount from Gross v

DISCOUNT METHOD

Calculate Net amount from Discount %

DEFAULT BANK ACCOUNT

1800 Current Account 1

AUTO ALLOCATE RECEIPTS ON BANK FEED FOR CUSTOMERS @

All

| VAT Registeraa

DEFAULT PAYMENT TYPE

Cash -

QUICK SALES INVOICE/CREDIT NOTE

Calculate Net amount from Gross ~

NON-CUSTOMER RECEIPT

Calculate Net amount from Gross ~

AUTO ALLOCATE PAYMENTS ON BANK FEED FOR SUPPLIERS
-]

SALES INVOICE NUMBER
AUTO  NHEXT

v 1

SALES ORDER NUMBER
AUTO  NEXT
¥
1
PURCHASE ORDER NUMBER
auto NEXT
v
RECEIPT NUMBER
n
INVOICE DEFAULT QUANTITY
0
SALES INVOICE METHOD &

Products Only

PAYMENT TERMS

(C&C Demo School

SALES CR.NOTE NUMBER
AUTO  NEXT
v

SALES QUOTATION NUMBER
AUTO  NEXT
v

UPDATE PURCHASE PRICE FROM
PURCHASE INVOICE

UPDATE LANDED €OST FROM
PURCHASE INVOICE

Never - Never
PAYMENT NUMBER
20
DEFAULT TRANSACTION DATE
v Today
PURCHASE INVOICE METHOD

. Products Only

All ~

Allow Line by Line Save in Invoice
Show Markup in Invoice edit
Autofill Notes fram Invoice

Show Markup based on landed cost -

Accounts setup

Default bank account:

The account codes listed should be all the account codes designated as ‘Bank’ accounts. This is a tick box when
you are setting up accounts, if your bank account is not listed then you will need to go to ‘General Ledger’ > ‘Chart
of Accounts’ and edit your account and tick the ‘Is this a Bank Account?’ box.

Sequential ref. no on purchase invoice:
Tick this checkbox if you want the purchase invoices reference number to be sequential, the first entry will ask you
for the starting reference number.

Show ref. no on invoice browse:
Tick this checkbox if you want the invoice reference number to show in the description column on the invoice
browse.

Don't allow VAT on non customer receipt/Don’t allow VAT on non supplier payment:
If ticked the VAT code column on the entry screen will default to VAT Rate N — 0.00% VAT not applicable.

Purchase order number, sales invoice number, etc.:
If you want the system to automatically generate the numbers of the entries, then set the option to ‘Auto’ and enter

the number that you want the system to start with in the ‘Next’ field

Receipt/Payment number:
Enter the next receipt and payment number, again the system will generate the next number automatically

Default transaction date:
You can set the system so that when you are entering transactions that the date of those transactions will default

16
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to Today'’s date, the Last Transaction or to leave the date blank.

Allow line by line save in invoice:

You should tick this option if you want the system to save as you go i.e. if you are recording a 10-line product
invoice, as you move from row to row, it will save once ticked. However, it is important to note that this will impact
performance.

Autofill notes from invoice:
If ticked, the system will ask if you want the notes, that you entered on the invoice, to be copied to the payment.

Enable RCT transactions:
If ticked, it will enable RCT (Relevant Contract Tax) transactions.

The principal contractor accounts for the VAT on services received from a sub-contractor under what is known as
the reverse charge.

1.5.5 Export data

It is recommended that at the year-end an export of the school data is done.

To export the data, click on ‘Settings’ on the top right hand side of the screen and click on ‘Exports’ under the ‘Data’
heading.

This will generate a file and it can be saved to the network/USB/external hard drive.

ses 3{ Need Help? —~

HE b BrightBooks @ | ccomosam
g8

Orerview Settings
=

Customers ©® General Setup @ Contacts ® Data @ Products & Stock

= Business Details Setup Imparts Products

Purchases
Users Categories Product Categories
-

Manage Currency Other Infarmation Year-End Stock Setup

Manage Time Recording Credit Terms Nominal Only Recalculation

Data export

1.6 Data back up

BrightBooks data is stored in data centres hosted by Microsoft. BrightBooks take daily backups of our database
and all businesses.

If you have issues with your data please contact BrightBooks support.

17
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Regardless of whether you are moving to Brightbooks accounts at the end of a financial period or mid-way through your
year you will need to follow a strict process to get your opening balances setup correctly (you may need to seek advice to do
this).

You will need:

Bank account balances on all school bank accounts at the end of the period.

Alist of outstanding/un-reconciled receipts and payments to the same period end for each bank account.
Outstanding supplier invoices at the end of the period (if you are intending to use the supplier module).
Outstanding customer invoices at the end of the period (if you are intending to use the customer module).
Outstanding VAT liability to revenue at the end of the period.

Outstanding PAYE/PRSI/USC/LPT liability to Revenue at the end of the period.

Outstanding RCT liability to Revenue at the end of the period.

Code 1800, Current Account and Code 1810, Deposit Account have been set up in the Chart of Accounts. If the
school has other bank accounts, additional bank account codes need to be added to the Chart of Accounts.

1. Click on ‘General Ledger’ > ‘Chart of Account’

e 11 Need Help? —~
i1 bBrightBooks PN —

il General Ledger

Chart of Accounts Journals VAT Returns VIES INTRASTAT

Chart of Accounts m m m Budget ~ This Year - Suppress Zers  Search Q

Menu

19



2. Click the ‘'NEW' icon, the following screen will appear.

“ew . +{ Need Help? =
iii b BrightBooks 0 3 C&C Demo School

% General Ledger
S Chart of Accounts Journals WAT Returns VIES INTRASTAT
=
= Chart of Accounts m A Suppress Zero | Search Q
= Code Description Q 2022 2022
Senane Income and Expenditure Account DESCRIPTION it Credit Debit Credit
B — Is this a Bank Account
GL:::‘ Department of Education
@ 3010 Capitation/Non Pay Budget M 30
CRM 3020 DEIS Grant m E
= 3021 Early Start Scheme qUipMet i rar e ” e -
e 3022 Early Start Scheme Capitation
8 3030 Non Teachers Pay Budget 9,000.00
s 3050 Ancillary/School Support Services Grant 7,500.00
3100 Secretarial Grant
3130 Caretaker Grant
New account code window
You will need to select an account group by clicking on the lookup icon - select ‘Bank
Account group and Cash Account’. Once you have selected an account group then the account type
will be populated.
A unique reference code used to identify the nominal account. You can't change this
once you have saved a transaction.
Account code The code must be numbers only and have four digits.
For bank accounts the code must be within the range 1800 to 1899. We would
recommend that you set up code in numerical order i.e. 1801, 1802, 1803 etc.
The name of the nominal account i.e. the name of the bank account e.g. School Activity
Description Bank Account.

Tip: This appears on all financial reports.

20



Is this a bank
account

Advanced

Tick the box if you are setting up a new bank nominal code.
Bank Account
When you tick the ‘Is this a Bank Account’ checkbox, you will see some additional fields.

The ad(ditional fields only need to be entered if you are going to use the Bank Feed
Function or the SEPA Payments Function.

Bank Feed Type: Click on the dropdown for a list of available bank feeds, select the
feed that your Bank provides.

Currency: Select from the dropdown list the currency for this bank account.

BIC: Enter your banks BIC code (Bank Identifier Code: available on your bank
statement).

IBAN: Enter your bank account IBAN (International Bank Account Number: available
on your bank statement)

Bank Reference Number: Enter your Bank reference number (available on your bank
statement/if applicable).

Advanced - unless you are familiar with year-end coding and debit/credits, we
recommend you do not use the advanced settings

Year End Code: If appropriate, enter an account code that the balance on this account
code will transfer into during the year end process e.g. motor vehicles additions to
motor vehicles carried forward. Motor vehicles carried forward itself will not have
ayear-end code as the value will remain as is during the year end. All Income &
Expenditure accounts are set to year end code of 2710, the retained profit account
code.

Default sign: Select either “Debit” or “Credit” depending on the expected balance

on the account. This generally refers to accounts that may move from their expected
balance e.g. VAT (2260) is normally expected to be a credit, however in some cases or
for some schools the balance on this account is a debit e.g. VAT repayable.

You will need the bank statement balance at the 30/3 15t of the month prior to the month you are starting to use
Brightbooks accounts, example starting to use Brightbooks accounts on the 015t April 20XX you will need the
bank statement balance as at the 315t March 20XX.

1.

Under ‘General Ledger’ > select Journals'.

2. Click the ‘New' icon, the following screen will appear:

21



fee

Reports

Addins

b Bright Books

General Ledger

Chart of Accounts Journals

Journals

JOURNALS DETAILS

DATE

01/04/2024

3{ Need Help? —~
(] C&C Demo School

VAT Returns VIES INTRASTAT

REF NO. TYRE

% Add Attachment
Journal -

Code Description Notes. Debit Credit DEP

1800 Q| | Current Account 1 Opening Balance Current Account 10,500.00 000 AOD v

1803 DSP School Meal Bank Account Opening Balance 11,260.00 0.00 AOD

1802 Adult Education Account Opening Balance 3,500.00 0.00 AOD

1804 Building Fund Bank Account Opening Balance 78,680.00 0.00 AOD

2710 Surplus Brought Forward Opening bank balances 0.00 103,940.00 AOD

Add New Line Disallow Tax

Total Debit Amount 103,940.00 -

Add journal window

3. Enterthe following information in the journal screen:

Date

Ref. No

Type

Add Attachment

Code

Description

Notes

Debit

Credit

De

partment

The date you want to post the journal.

Areference for the journal, up to 10 characters e.g. Open Bal

Defaults to Journal. Select ‘Opening Balance’'.

Attach a file or enter notes (if applicable)

The nominal account code you want to affect with this part of the transaction i.e. the
nominal code for each bank account. Once all the bank accounts have been added for
the last line the code is 2710

Having selected the correct account code, the description field will be filled with the
description of the account code, you cannot edit this description.

A description for the transaction.

Debit: If the Balance on the bank statement is positive then enter the amount in the
debit column.

(If the Balance on the bank statement is overdrawn and you need to enter it as a credit,
in the credit column.)

Credit: Once all the bank balances have been entered the last line is the balancing figure
forthe cumulative bank balances, this is posted to code 2710.

Select the department to which this journal is to be allocated to.

4. Click ‘Save’ when you are finished, you will be brought back to the journal listing screen.

To record the un-presented cheques when getting started on Brightbooks accounts:

1.

Under ‘Banking’ > select ‘Payments’ > Click on ‘Quick Payment'.

Select the Bank account to which the outstanding cheques relates to.

Enter the details of the outstanding cheques, the date should be the first of the month when commencing to

use Brightbooks Accounts.
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Skip over the supplier field.
All outstanding cheques should be posted to nominal code 2710.

Once all the outstanding cheques have been entered for that bank account, click ‘save’.

b34 ? - -
"E bmgmawks — HEID ‘

g3
Dame Quick Payment
=
BANK ACCOUNT
Customers
1800 Current Account 1 v
(= Date Payment Type DEP Ref. No. Supplier Notes/Payee Amount VAT Code VAT Nom. Code LY
-~ 01/04/2024 Cheque AOD 501108 Offaly Co Co 500 Z 0.00% 0.00 2710
EETES 01/04/2024 B Cheque v AODDw 501109 ~|| Ourlocalshop 120 Z0.00% (Zera) - 0.00 2710 Q
General
Ledger

Quick add payment

For large volumes of outstanding cheques, an import template is available. Please contact Brightbooks accounts
for further information on this.

To record an un-presented receipt when getting started on Brightbooks accounts:
1. Under ‘Banking’ > select ‘Receipts’ > click on ‘Quick Receipt'.
2. Select the bank account to which the outstanding receipt relates to.

3. Enter the details of the outstanding receipt, the date should be the first of the month when commencing to
use Brightbooks accounts.

Skip over customer.
All outstanding receipts should be posted to nominal code 2710.

Once all the outstanding receipts have been entered for that bank account, click ‘Save'.

Quick Receipt
BANK ACCOUNT LODGEMENT NO. LODGEMENT DATE
1800 Current Account :] 01/04/2019 53
Date Payment Type DEP Ref. No. Customer Notes/Paid By Amount VAT Code VAT Nom. Code ¥
01/04/2019 @ Cash :J AQD j 101 Q| |Mock Exams 1000.00 | | Z 0.00% (Zero)j 0.00 2710 Q

e 30 Need Help? \
it b BrightBooks ] C&C Demo School

g8
Dame Quick Receipt

=

BANK ACCOUNT LODGEMENT NO LODGEMENT DATE
Customers
1800 Current Account 1 v 20/05/2024

RS Date Payment Type DEP Ref No. Customer Notes/Paid by Amount VAT Code VAT Nom. Code LY

i 01/04/2024 B Cash v AODW 101 ¥ | Mock Exams Q 1000 Z 0.00% (Zero) ~ 0.00| 2710 Q

Banking

=N

Quick add receipt
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Supplier — a supplier is an individual or a business that issues an invoice to the school for goods/services
purchased.

1. From ‘Purchases’ select ‘Suppliers’.

2. Click the ‘New' icon (alternatively you can click the ‘Create New' icon from the header, to the left of the

company name and select Supplier):

. 31 Need Help? -
i3t [y BrightBooks (L) (C&C Demo School
e Purchases
Overview
Suppliers Payees Orders Invoices & Credit Notes Opening Supplier Balances
o]
Customers
€0.00 €737.00 €12,385.39 B 9 INVOICES
E MONTH TO DATE YEAR TO DATE UNPAID INVOICES DUE
Purchases
iy Suppliers
Banking
» (R
Add supplier button
3. The following screen will appear:
New Supplier
General Info Invoice Settings Company Info
~ GENERAL INFORMATION
SUPPLIER NAME SUPPLIER CODE
AUTO
T rorename surname
DISPLAYING NAME AS surrx saLUTATION
CONTACT NAME PosITION
> CONTACT INFORMATION
2 ADDITIONAL CONTACT INFORMATION
New supplier window

4. The supplier name is a mandatory field i.e. the field must be completed/filled, or you will not be able to save/
setup the supplier. All other fields are optional, but we would recommend that you fill in as much as possible
to get the most benefit from the system.

You will see 3 different tabs running across the top of the screen:

General Info:
this is the default screen and where you can enter the name, address and contact details of the supplier.

Invoice Settings:
this is where the default account code and department for postings for this supplier are set.
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Company Info:
this is where you can categorise your supplier or enter the system default other information e.g. Industry. This
does not need to be completed by schools.

If the supplier is a subcontractor -
Under the ‘invoice settings’ tab, tick the box ‘RCT Subcontractor’. This will set the default VAT rate for this supplier
to RCT 0.00%(RCT/VAT 0.00%)

wee 21 Need Help?
i bBrghtooks
2
Limizm New Supplier
=
Customers
General Info | Invoice Settings  Company Info
Furchasas ~ ACCOUNT INFORMATION
-
n CREDIT TERMS
Lreg C0.0(0) .
B vaT No.
General
Ledger
— v RCT Subcontractor
2
R ~ DEFAULT INFORMATION
=2  View Afc History
ome SEND STATEMENTS DEFAULT NOMINAL CODE DEFAULT VAT CODE aic 1BAN
oo Always ~ Search Q RCT 0.00% (RCT VAT CODE) ~

Add-ins

DEFAULT DEPARTMENT

Supplier invoice settings

5. Click ‘Save', the screen will close, and your new supplier will be part of the supplier listing.

To record the full amount you owe to suppliers when setting up Brightbooks accounts:

1. Goto ‘Purchases’ and select ‘Opening Supplier Balances’, the following screen will appear:

Ty —

8 Purchases
Overview
Suppliers ~ Payees  Orders  Invoices & Credit Notes | Opening Supplier Balances

@

Customers

=] [ Opening Supplier Balances m] m Current(2) v Search Q

Purchases

Opening supplier balances
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2. Select ‘Invoice’ if you owe your supplier money or select ‘Payment’ if you have overpaid your supplier.

3. Enter the details as follows:

Date

Ref. no.

Inv. No.
Supplier
Supplier Name
Gross

VAT Code

VAT

Net

Code

Notes

DEP

The date of the invoice.

A reference number.

The invoice number.

Select by clicking the lookup icon or typing in the supplier code.

This will generate when the supplier code is selected.

The amount of the invoice.

The VAT code will default to 0%.

This will be 0.00.

This figure will be the same at the gross.

As this is an opening balance this will default to 2710 Surplus brought forward.
The description of the account code will be entered by default in the notes column
which you can type over to change, if you wish. You can also click the ‘Notes’ icon
(beside the Split icon) if you need a larger field to enter your notes.

The department you want to allocate this invoice to. This will default based on the
supplier settings but can be typed over to change.

Recording large volumes of outstanding invoices:

For large volumes of supplier opening balances, an import template is available. Please contact Brightbooks

accounts for further information on this.

Customer - a customer is an individual or a business that the school issues an invoice too. This is usually for the

rental or hire of a classroom, canteen, pitch or gym in the school.

1. From the ‘Customers’ module > select ‘Customers’.

2. Click the ‘New' icon, the following screen will appear (alternatively you can click the ‘Create New' icon from

the header, to the left of the company name and select Customer):

wee 21 Need Help?
i35 bBrightBooks

] Sales

Quotes &Orders  Invoices & Credit Notes  Recurring Invoices  Opening Customer Balances

@

ustomers
€0.00 €0.00 €0.00 B 0 INVOICES

E] MONTH TO DATE YEAR TO DATE UNPAID INVOICES DUE
Purchas

i Customers
B: -4

- : =
o BN
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it boreseco

New Customer

Generallnfo  Invoice Settings  Company Info
~ GENERAL INFORMATION

CUSTOMER NAME CUSTOMER CODE

AUTO
El
TTLE

FORENAME SURNAME
General

() DISPLAYING HAME AS surrx sawuTaTIon
CRM

(i CONTACT NAME POSITION
i

iy * CONTACT INFORMATION
Add-ins

> ADDITIONAL CONTACT INFORMATION

Cancel m

New customer

3. The customer name is a mandatory field i.e. the field must be completed/filled, or you will not be able to save/

setup the customer. All other fields are optional, but we would recommend that you fill in as much as possible
to get the most benefit from the system.

You will see 3 different tabs running across the top of the screen:

General Info:

this is the default screen and where you can enter the name, address and contact details of the supplier.

Invoice Settings:

this is where the default account code and department for postings for this customer are set.

Company Info:

thisis where you can categorise your customer or enter the system default other information. This does not
need to be completed by the schools.

4. Click '‘Save', the screen will close, and your new customer will be part of the customer listing.
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To record the full amount the customer owes the school when setting up Brightbooks accounts:

1. Goto ‘Customers’ and select ‘Opening Customer Balances’, the following screen will appear:

21 Need Help?

it bBrightBooks

Sales

Customers  Quotes & Orders

Invoices & Credit Notes  Recurring Invoices  Opening Customer Balances

Currene(0) v | Search Q

Opening customer balance

2. Select ‘Invoice’ if the customer owes the school money or select ‘Receipt’ if the customer has overpaid the

school.

3. Enter the details as follows:

Date

Ref. no.

Inv. No.
Customer
Customer Name
Gross

VAT Code

VAT

Net

Code

Notes

DEP

The date of the invoice.

A reference number.

The invoice number.

Select by clicking the lookup icon or typing in the customer code.

This will generate when the customer code is selected.

The amount of the invoice.

The VAT code will default to 0%.

This will be 0.00.

This figure will be the same at the gross.

As this is an opening balance this will default to 2710 Surplus brought forward.
The description of the account code will be entered by default in the notes column
which you can type over to change, if you wish. You can also click the ‘Notes’ icon
(beside the Split icon) if you need a larger field to enter your notes.

The department you want to allocate this invoice to. This will default based on the
customer settings but can be typed over to change.

Recording large volumes of outstanding invoices:

For large volumes of customer opening balances, an import template is available. Please contact Brightbooks

accounts for further information on this.
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1. Under ‘General Ledger’ > select Journals’.

2. Click the ‘New’ icon, the following screen will appear:

32 Need Help?
i bBrightBooks [ o e
28 General Ledger
ervien
Chartof Accounts  Journals VAT Returns  VIES  INTRASTAT
@
Customers
Journals
S|
Purchases
- JOURNALS DETAILS
Saniing oate Res NO e
@ Add Attachment
B 01/04/2024 = Opening Balance A )
General
Ledger
Code Description Notes Debit Credit DEP
@ 2260 Reverse VAT Control Account VAT Contral OP Bal VATS Jan/FE 0.00 1,050.00 AOD
CRM
2250 PAYE/PRSI/USC/LPT Control Account PAYE/PRSI Control P30 March 000 2,335.00 AOD
F,\I/ 2270 RCT Control Account RCT March 2024 0.00 125.00 ACD
Reports ~ -
2710 ) Surplus Brought Forward Opening Balances 3510.00 000 AOD ~
oo
88
Add-in:
[rcnorine
Total Debit Amount 3,510.00
Total Credit Amount 3,510.00
-
Add journal screen

3. Enter the following information in the journal screen:

Date The date you want to post the journal.
Ref. no A reference for the journal, up to 10 characters e.g. Open Bal.
Type Defaults to Journal. Select Opening Balance.

Add attachment Attach a file or enter notes (if applicable).
The nominal account code you want this part of the transaction to affect. Type in the
account code if you know it or click the search (magnifying glass) or type ‘?' to find the
account code you require:

2250 - PAYE/PRSI/USC/LPT Control Account -amount owed for payroll taxes.

Code
2260 - Reverse VAT Control Account — amount owed for VAT. 2270 — RCT Control
Account -amount owed for RCT.
Once amounts due to Revenue has been entered the last line is posted to code 2710 to
balance the journal.

Lo Having selected the correct account code, the description field will be filled with the

Description o L .
description of the account code, you cannot edit this description.

Notes A description for the transaction.

Debit The values for the nominal accounts to which you want to debit (see screenshot above)

i.e. Surplus Brought Forward.
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The values for nominal accounts to which you want to credit (see screenshot above) i.e.

Credit the reverse VAT control account, PAYE/PRSI/USC/LPT control account, RCT control
account.
Department Select the department to which this journal is to be allocated to.

4. Click ‘Save’ when you are finished, you will be brought back to the journal listing screen.

Once all the opening balances are entered into Brightbooks Accounts. It is recommended that a trial balance is
printed and that the figures are checked to ensure it is correct.

To run the trial balance:
1. Goto ‘Reports’.

2. Under the ‘General Ledger’ heading, > click ‘Trial Balance'.

3. Select the period in which the opening balances have been entered and click ‘Run’.

31 Need Help?

i bBrghtBooks BT

g

Overview .

®
Customers

PERIOD FROM PERIOD TO AccT. cope FRoM AceT. cope To oep

Purchazes H Apr2024 L Apr0z4 From Q| Te a Al

-

o

Banking

5 [Ctun I psvancedsecings
General

Ledger

]

CRM Simple Trial Balance Report

C&L Dema School Date Range: st Apr 2024 To 30th Apr 2024
= — ‘ ]
Code Description Debit Credit

Reports

Trial balance report
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Included in the Budget Template each year is a sheet called “Budget Import Sheet” which provides a summary of
the nominal codes and the total budget figures for the year.

1 Budget Import Sheet

2 Budget Year: OOOUXXXX Formula Check

3 School Name: Type school name The total of figures inthe i
4 School Address: Type school address A formula check has been ;
5 Roll No.: Type School roll

& School Type: Community & Comprehensive School: NON DEIS School Budget Total Per Import Sheet

7

3 1.The nominal codes here should be the same as in your Bright accounts. If you Note this is not the surplus

9 | added additional codes to your income & expenditure budget please add the

=
=]

codes and values into the budget below.

=
=

2. Values are formatted as "General"
3. Income values (codes 3000-3899) should show as a minus (-) figure

=
WM

4. The details in Column A & € must be then copied into a Bright Budget Import template for importing into BrightBooks

=
=

15 Subtotal per Import sheet
16 Copy Copy
17 A G
R L v
< » = 2Budget Grant Calculation 3.Income & Expenditure Budget [ 8.Budget Import Sheet ] 4.0pening B = + ! 4 S >

- — = mm = m

The details in Column A & C of this sheet can be copied into a template available in BrightBooks, and this will
enable the budget data to be imported into BrightBooks.

Download and save the budget import template

1. Onthe top menu to the left of the user icon, click on the icon for Settings.

2. The “Settings” page appears. Under the “DATA” heading, click “Imports”.

i Mesd Help?

Settings

) General Setup 7 Contacts 0 Data () Products b Stock
Business Detas Senp s Products
Users Categories Brgorts Product Categories
Manage Cumrenty (et Information YearEnd Stodk Setup
Manage Time Recording (redit Tenms homingl Oniy Recalculzton

Import Link

31



FSSU BrightBooks Section 2: Getting started

3. The Data Import page appears. Tick “Monthly Budget Import” and click “Next”.

Import Link

The Data Import page appears. Tick “Monthly Budget Import” and click “Next”.

Data Import

Selecr e type of the Sl you wishina impor
BrightBonks Sandsrd Import R

Cormacts - Cumomin/Suppln Presects Besinas & Pasonal (onmac

[— Sk e
Dowadend {usmomr brecsoes and Credic Nones: ‘Sumyrary Cescomes invoeces and Coadir Moo
) Catoroes e War Ctomes Bty -
G appher s an (e e Suspaerars e uppsar by
s ) Sege inajourrats

| 1 Ve Budges brport

4
=3 -

4. The Data Import screen for Monthly Budget Import page appears. Click “Template” to download the required
excel format to your machine and save the document.

Data Import »Monthiy Budget import

To/mport Monthly Budget Data o BrightBeoks you m&mficwdmm:-mﬂ, (Once you have filied in the informecian s your fle beiow and press the import Buman. I there are any issues with the impont
file the informecicn will net be imported then you must fx the prablems znd reimport

Select Period Select Department
No file chosen Seecopion v Seecopton v

Copy relevant information from the C&C Budget Template into the BrightBooks monthly budget

format import template
5. Open the C&C Budget Template

6. Select the tab “8. Budget Import Sheet”

7. Before copying the information, you can apply the filter in Column C.
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FSSU BrightBooks Section 2: Getting started

(1 Click here for full instructions for importing budget figures inm Surf

12 Copy Copy

3 A B

4| Code - -|Period 1
I5 3010 Non Pay Budget Grant

Untick the “0” box. This will ensure that you will not be including codes in the import sheet that may not be set up in
your BrightBooks chart of accounts.

21 Ssort Smallest to Largest

;7‘; l Sort Largest to Smallest

Sort by Color >
Sheet View i
i )
?
- Number Filters >
3 Search p
{
= (Select All) ~
J [« -21000
¥ -18375

9 [« -16000

Cancel

8. To copy the information in column A ‘Code’ from the C&C Budget Template - Highlight A19:Axxx (i.e. all the
nominal codes), right click and copy.

9. In the “BrightBooks monthly budget format import template”, click into A2 right click and paste

AutoSave (@ Off K) ~ R x< MonthlyBudgetF

File Home Insert Page Layout Formulas Data Review View Sage 50 Accounts

ED tg s Gl v 10 =Bl P~ 25 wrap Text
Copy ~ —

Paste " [ i s i —
U ~ —_—— = e =

~  <¥ Format Painter I u === = = Merge & Center
PO ~ ~ Alignment

A2
C E F G H I )

vPeriodZ Period3 Period4 PeriodS Period6 Period7 Period8 Period

20O ~NO0nswWN
w
:
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10. To copy the information in column C ‘Period 1’ which contains the total budget figures from the Budget
template - Highlight C19:Cxxx (i.e. all the values). right click and copy. Then In the “BrightBooks monthly
budget format import template”, click into B2 right click and paste as values.

Paste Special... | »

Note income values (codes 3000-3899) should have been entered as a minus (-)
11. Once you have completed the import template save the changes.

Import budget into BrightBooks

12. From the data import template page (as per step 4) choose the file you wish to import i.e. the BrightBooks
monthly budget format import template.

Data Import »Meathly Budget impeet

To import Menthily Budget Data inmo BrightBooks you must use the F2Iowing Template (Chck 0n Ik 32 downioad). Once you have filed in the informacion selec your Sle Delow and press the Import Bution. I there are 2y S5ues with the import
file the infarmacion yill 608 De IMpormed then you Must fix e Probiems nd reimparnt

m»d Department
[EYTT Copy of Nost 261 23.0s Carremt Perod v l 0

‘ e ‘ e ‘

Select the period you are importing the budget to.

Depending on the year end that you are currently in — if this before the year you wish to import the budget for,
then you should select to import the template for the ‘future period'.

If, when you come to import the budget you are in the same year you wish to import the budget for, then
select the ‘current period'.

To check what the current financial year is set to in BrightBooks go to “Settings” > click “Accounting Periods”.
13. Select *AOD?” for the department.
14. Then select ‘Import’.

15. Ifallisin order you will get a message “Monthly Budget data successfully queued for import. Your Queue
position is — xx”. This feature shows the user the queue at which they are placed while importing the required
file. The monthly budget import details start successfully being imported, once the turn-in queue comes. This
may take a short while.
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16. If you have the budget broken down between departments and wish to compare different department income
and expenditure against budget, you will need to prepare a separate import template for each department.
After each department balance has been imported the remaining balances should be entered under "AOD”.

17. This is not required for the board of management reports recommended by the FSSU and is at the discretion

of the school.

18. Run the Income & Expenditure report for September 20XX to verify the budget figures.

Editing the budget in BrightBooks

The Budget figures can be edited in BrightBooks in the general ledger section.

19. Go to the ‘General ledger’ module > ‘Chart of Accounts'. Click on the ‘Budget’ button and select either ‘Future
Period-Monthly’, or ‘current Period — monthly’ depending on which year you imported the budget into.

General Ledger

Chart of Accounts Journals VAT Returns VIES INTRASTAT

Chart of Accoun (IEEEE EEED [ oo - R

Current Period - Annual

Code Description Current Period - Monthily

v ert - Ann
Income and Expenditure Account uture = ua

[Fu!uv‘e Period - Monthily ]
Income

Budget view

Enter Next Year Monthly Budget | Back | [T # 02 A00-A v

[P — P Tl sap[] o«D Ua[l :«[l p-[] f«[] lhv[l ‘u[l lb,[] *"D

M
am 00 000 20 0% P} 00 000 )

0 =l

0 0

3010 Capiacion/Non Pay Busgee 00 -22EEIC

X0  DESGanr o 00 0o 000 o 0 00 000 000 o 00

20. Select the Department (DEP) ‘AOD-All Other Departments’ and make sure the ‘Suppress Zero' box is
unticked.

21. Select the cell under the Column ‘Sep’ for the particular nominal code you wish to edit. (Helpful hint: once you
have clicked on the cell hit ‘Ctrl+A to overwrite the existing value)

22. Note income values (codes 3000-3899 should be entered as a minus (-)

23. Hit ‘Save’ to save the budget figures.
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Introduction

Add a new quick customer invoice/credit note
Add a new customer receipt
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FSSU BrightBooks Section 3: Customer module

3.1

Introduction

This section covers how to record customer invoices and credit notes and their effect on the customer. The
customer module is used to record information about customers that the school have to invoice for use of school
facilities such as hire of the hall. In addition, receipts in full, part receipts and allocating credit notes will be covered.

Navigation

To go to the list of customer invoices, click ‘Customers’ and select ‘Invoices & Credit Notes'.

Searching

You will see a search box in the middle of the screen, you can use this search box to find customer invoices or
credit notes, type in a few characters and press enter or click the search icon, all invoices or credit notes matching
the search criteria will be displayed, to return to the full listing, delete the characters entered in the search box and
click the magnifying glass again.

Sorting
You can also sort the list of invoices and credit notes by any of the column headings e.g. date of the invoice, net

amount of the invoice, customer name etc. by clicking the column heading. You will see an arrow (up or down,
depending on whether they are sorted alphabetically A-Z or Z- A/ascending/descending).

Help

BrightBooks accounts offers online help, to access this you can click ‘Help’ (at the top right of the screen, beside
Settings).

If you are in an add/edit screen BrightBooks accounts can offer hints to use the features at the top of the screen.
To turn on these summary help notes go to ‘Settings’ > select ‘Users’ under the ‘General setup’ heading. From the
drop-down menu, select ‘Show Help Panel’ to turn on the summary help notes.

Email Forename Surname Status

cave ®

marthamurphy@fssiie Martha Murphy

A
lems ger g 0PN

pa
# Shaw Help Panel

Close

1-1af 1 Records

Remove

Show help panel

To turn these hints off, click the ‘X’ at the top right of the help/hint panel.
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FSSU BrightBooks Section 3: Customer module

Key Figures

At the top of the customer/sales module screen you will see a clear bar, in this bar there are 4 amounts with their
corresponding headings; Month to Date, Year to Date, Unpaid and Invoices Due. The first figure is the total value
of all customer invoices this month so far, the next figure is the total value of all customer invoices so far this year,
the third figure is the total value of all customer invoices that remain unpaid and finally the fourth figure is the

number of customer invoices due.

e :{ Need Help?
i bBrghtBooks
Bk Sales
Overviswr
Customers  Quotes&Orders  Invoices & Credit Notes  Recurring Invoices  Opening Custamer Balances
=
Customers
=P €0-00 €0.00 €0.00 i) O INVOICES
= MONTH TO DATE VEAR TO DATE UNPAID INVOICES DUE
Purchasss
i Customers
Bariding
» (N
Gl Code Name ~ Phone Balance
Ledger
Al

Sales invoices

Additional Options

As you move around the screen, you will see the invoices or credit notes being highlighted (the background
screen colour will be darker) and you will see an arrow to the far right of the invoice or credit note that you are
highlighting, this is called in the inline submenu or more button. Click on this arrow and you will see the following

additional options:

.ee :{ Need Help?
1 BrightBooks
28 Sales
Overview
Customers  Quotes&Orders  Invoices & Credit Notes  Recurring Invoices  Opening Customer Balances
=
Customers.
€0.00 €12,700.00 €12,700.00 2 INVOICES
E% MONTH TO DATE YEAR TO DATE UNPAID INVOICES DUE
Purchases
o
i Sales Invoices Current (2) e
Banking
General
Ledger Datz ~ Dac. No. Customer Net VAT Gross Code Due Date Paid
@ 10jan2024  INV 2% Chris McClosky 12,000.00 0.00 12,000.00 3B50 10)an 2024 No ')
o CHROO1
CRM
08Jan2024  INV1* Health Slater 700.00 0.00 700.00 3850 08 Jan 202 Open
= HEAOD1
Print
Reports
= 1-20f2 Records. Items 3 E Email
ES
Addins Copy
Pay
Delete
Ad(ditional options
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FSSU BrightBooks Section 3: Customer module

Open:
If you want to make changes to the invoice or credit note you can click the ‘Open’ icon.

Print:
If you want to preview the invoice or credit note you can click the ‘Print’ icon or click the Doc. No. of the invoice or
credit note.

Email:

Click the ‘Email’ option to open the send email screen, this will be populated with your customers email address in
the ‘To' field (if it was entered in the customer setup screen) and send either a link to the invoice or credit note or
a.pdf of the invoice or credit note, to your customer. To attach the .pdf go to Settings, Email Templates, and tick:
Attach Invoice.

Copy:
If you want to make a copy of an existing invoice or credit note then click the ‘Copy’ icon.

Pay:
If you want to record a customer receipt against a specific invoice then click the ‘Pay’ icon, the Customer Receipt
screen will open with the highlighted invoices marked as paid.

Delete:

If you want to delete an invoice or credit note you can click the ‘Delete’ icon, you will get a confirmation message
to delete and once you click ‘Delete’ the invoice or credit note will be deleted, providing it is not paid or in a closed
period.
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Section 3: Customer module

3.2 Add a new quick customer invoice/credit note

1. From ‘Customer’ > select ‘Invoices & Credit Notes', the customer invoices/credit notes already on the

system will be listed.

2. Toadd anew customer invoice, click the ‘Quick’ icon and then select ‘Quick Invoice’, see below:

:{ Need Help?

it bBrightBooks

2 Sales
Overview
Quotes & Orders | Invoices & Credit Notes | Recurring Invoices  Opening Customer Balances
o]
Customers.
= €0.00 €12,700.00 €12,700.00 2 INVOICES
@ MONTH TO DATE YEAR TO DATE UNPAID INVOICES DUE
Purchases.
- .
1} Sales Invoices Current(2) ~
Banking
> - o]
General
Ledger Datz + Doc. No. Customer Net VAT Gross  (Code Quick Invoice
I} 10jan2024  INV2* Chris McClosky 12,00000 000 1200000 3850 Quick Credit Note
o CHROO1
CRM
08Jan2024  INV1* Health Slater 700.00 0.00 70000 3850 08 Jan 2024 No
= HEAOD1 ©
Reports

it [yBrightBooks

Quick access options

i Need Help?

[}
=0

Tl Quick Sales Invoice
lo}
Fustomers Date Fef.No. I No.

S =l AUTO
Purchasss

-

i

Banking

or)

General
Ledger

[E]

R

Reparts

a8

- e

Customer

Customer Name

Gross VAT Code VAT Net Code Notes DEP k)
000 A2300% (Standar v 000 0.00 Q Q| AOw
0.00 0.00 0.00

Cancel Save

Quick invoice create
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3. Fillinthe details:

Field Details

Date The date of the invoice.

Ref. no. A reference number.

Inv. No. The invoice number, this will be AUTO i.e. automatically generate if in Setup you
selected AUTO for the sales invoice number.

Customer Select by clicking the lookup icon or typing in the customer code.

Customer Name This will generate when the customer code is selected.

Gross The amount of the invoice.

VAT Code The VAT code will default to 0%.

VAT This will be 0.00.

Net This figure will be the same at the gross.
The nominal account code to which the invoice relates. This will default based on the

Code customer settings but can be typed over to change.
If the invoice is not fully analysable to one account code then you will need to use the
‘Split’ icon (see the SPLIT details below)
The description of the account code will be entered by default in the notes column

Notes which you can type over to change, if you wish. You can also click the ‘Notes’ icon
(beside the Spliticon) if you need a larger field to enter your notes.

DEP The department you want to analyse this invoice to. This will default based on the
customer settings but can be typed over to change.

4, You can also attach documentation to the invoice, by clicking the ‘Attachments’ icon and selecting the
relevant file (see previous image).

SPLIT: For invoices/credit notes with multiple account codes/departments.

5. Once you have entered the amount of the invoice/credit note, then click on the ‘Split’ icon, the following

screen will appear:

“ee b4 ?

oz Quick Sales Invoice

@

Customers

Date Ref.No. Inv. No. Customer g = Nates DEP @

=l ozoaz024 B 125 AUTO CHROD1 a) Qo sow
Furchases. Gross VAT Code VAT Net Cade Notes DEP
= 25000 Z0.00% 0go 250.00 3420 Canisenincams ACD
Banking 250.| Z0.00% {Zer W 000 250.00 | 3350 Q Hireoffaciitesf  ADD WV
Genaral
Lecger
CRM
m m Adjust Tatal Total of Invoice 500.00
Total of Spiits 500.00

= Unallocated Amount 0.00

-

- I
' Cancel Save

Split
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For the first nominal code edit the first line and for each subsequent nominal code go to the next line and
enter the gross amount, both the vat code and vat amount will default to zero, then enter the nominal account
code, you can enter notes if you wish and select a department.

In the bottom right of the screen the ‘Total of Invoice’ and ‘Total of Splits’ should equal one another and the
‘Unallocated Amount’ should be zero, you will not be able to save until this is zero. If your split details are
correct but your ‘Total of Invoice’ is incorrect you can click on ‘Adjust Total’ and this will change the total of
invoices to equal the total of splits. Click ‘Save’ to save the split.

6. Click ‘Save’ when you are finished, you will be brought back to the invoices & credit notes listing screen.

Customer credit note

To enter a customer credit note, from ‘Customers’ select ‘Invoices & Credit Notes', the customer invoices/credit
notes already on the system will be listed, to add a new customer credit note, click the ‘Quick’ icon and then
select ‘Quick credit note’ and complete the fields.

Allocation: identifying the invoice which the credit note is
reducing

Once you have all the details relating to a credit note entered then you should click the ‘Allocation’ icon. All
currently outstanding invoices belonging to this customer will be displayed, as follows:

“ee :{ Need Help?
: bBrightBooks ——
o
2
o= Quick Sales Credit Note
=
Customers e S ¢ Allocations Netes e =
s v
8 ooy B Date Type DocNo.  Motes Amount Paid to-date Unpaid  Discount | Pay  + Q. Canteen Income Q| Ao
Purchazss
10/01/2024 Invoice 2 Other Income 12,000.00 000 12,00000 000 fooo [
-
s 02/04/2024 Imoice 3 500.00 0.00 500.00 000 | ooo [
Banking
General
Ledger
CRM
Totals 12.500.00 0.00 12,500.00 .00 .00
=
Loz @ Amount Left to Allocate 150.00
oo
B
e [ J s | i § e ] | [=]

Allocations

You can tick the box for the invoice the credit note relates to. The credit note could be for part of an invoice or part
of several invoices, if this is the case then you should enter the amount that the invoice/invoices are being reduced
by in the ‘Pay’ column. If you would like the system to allocate the credit note against the oldest invoice then you
can click the ‘Auto’ icon, and the amount will be automatically allocated from oldest to newest invoice. If you have
made an error and would like to start over then you can click the ‘Reverse’ icon and all allocations will be cleared.

You can leave the credit note unallocated if you wish, however this is not recommended as it can lead to confusion
later. Click the ‘Save’ icon to close this screen when the ‘Amount Left to Allocate’ is zero. Then click ‘Save’ again to
save the credit note.

42



FSSU BrightBooks Section 3: Customer module

3.3 Add a new customer receipt

As with many other tasks there are several ways to record a customer receipt.

Option 1:

1. From ‘Customer’ > select ‘Invoices & Credit Notes'.

2. You can find the invoice you want to record as being paid and click the down arrow to the far right of the row

(i.e. the more icon) and select the ‘Pay’ option.

T —

% Sales
Overview
Customers  Quotes&Orders  Invoices & Credit Notes  RecurringInvoices  Opening Customner Balances
@
Customers
€0.00 €13,050.00 €13,050.00 =) 3 INVOICES
= MONTH TO DATE YEAR TO DATE UNFAID INVDICES DUE
Purchases
— . Open
w Sales Invoices Curren
Sanking Print
B m s & m ew Credit Note l o
General Copy
Ledger Date + Doc. No. Customer Net VAT Gross Code Due Date
Pay
] 104pr2024 (RN 1% Chris McClosky 150,00 0.00 150.00 3420 # 4
T CHROO1
— Delete
022pr2024  INV3* Chris McClosky 500.00 0.00 500.00 Split 02 Apr 2024 - .
= CHROOT ~

Creating an invoice receipt

3. When you click the ‘Pay’ option the following screen will appear with the customer already selected, the
receipt amount entered (same amount as the invoice) and the invoice selected/ticked in the middle section
of the screen as being paid. Review the bank details at the top right of the screen and enter the lodgement

en 3{ Need Help? -
i3 bBrightBooks ’ ) C&C Demo School 1
S
o Customer Receipt
=
PAYMENT DETAILS © CHROD1 - Chris McClosky BANK DETAILS
E CusTOMER PAID BY SANK ACCOUNT
CHROOT . 0 - 1800 Current Account 1 v
o paATE AMOUNT LODGEMENT NO_ LODGEMENT DATE
® 3140512024 50000 31052028
. v
s Cash
_
@
ADD - All other departments. v
=
— — — S
o Inwoice 2 Other Income 11,850.00 0.00 0.00
ey Invoice 2 500.00 0.00 0.00 0.00 £00.00
25000 1500 s1am000 o sone

 evarse | Amount Left to Allocate: 000

Customer receipt

4, Click 'Save’'.
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Option 2:

Section 3: Customer module

1. From ‘Banking’ > select ‘Receipts’.

2. Click on ‘Quick receipt’ icon, you will see the following screen:

30 Need Help?

i1 [»BrightBooks

EH] Banking
Oveniew

Bank AccoUnts  Receipts  Paymems  BankReconciiation  Bank Fesds

@

Custormers
€0.00 €202,000.00 €0.00

El MONTH T0 DATE YEARTO DATE UNALLOCATED
Purchases

B Recens e I
Banking

Genara

3t Need Help?

2
uanien Quick Receipt

=2
P accau ewentwo.  looementoan

800 Current Account 1 31052024

S|
Furchases o Payment Type oer Rt Customer Notesipaid by Amount | VAT Code VAT Noen Cod Y

o || cash v| a0D v Q 0.00| 20.00% iZero) ~ 0.00 Q
Banking

B

B

General

Ledger

=

=

Repons

1

Agsing

008 om0
B O EEEE
=2

3. Fillin the details:

Quick add receipt button

Field Details

Bank Account

Ensure you have select the correct bank account for which the receipt relates to.

The default bank account will be selected; if you are lodging the receipt to a different
bank account then you can select another by simply clicking on the dropdown list and
selecting another account.

Date Date of receipt.
Payment Type Select the type of receipt i.e. cash, cheque, EFT etc.
DEP As this is a customer receipt you can skip over the DEP field.
Ref No Lodgement reference number.
Select the customer, whom you received the payment from, from the lookup
Customer:

(magnifying glass) or enter their code, if you know it.

Notes/Paid by

This will default to the customer name selected.

Amount: Enter the amount of the receipt.
VAT Code and VAT: | As thisis a customer receipt these fields will disappear.
Nom. Code This will default to the customer ledger control account nominal code 1700.

44



FSSU BrightBooks Section 3: Customer module

34

4. If you wish to attach a file (scanned copy of the cheque for example) then click the ‘Attachments’ icon and
click on ‘Add Attachment’ to browse to the location of the file. Select the appropriate file and then click ‘Close’.
5. Click '‘Save'.

Allocating a customer receipt

Allocating the customer receipt is an option both within the receipt itself and separately from the receipt listing, you

can click the inline submenu/more button and select ‘Allocation’, you will see the following screen:

aes il Need Help?
i bBrightBooks [ e ]
2
oz Allocation for Payment
o]
Fusamers Date Typs Dot No. Notes Amount Paid to-date unpaid Discount Py o
B 10/01/2024 Invoice 2 Other Income 12,000.00 150.00 11,850.00 000 o)l D)
u 02/04/2024 Invoice 3 500.00 .00 500.00 000 ooo)| )
-
m
Banking
Er 1250000 150.00 12,350.00 000 000
Lecger
(A} Amount Left to Allocate 12,350.00
R
i m
Reports

Allocation for paying invoices

What is allocating?

Allocating is where you identify which invoices are being paid by a receipt e.g. your customer could be paying just
one invoice with a receipt or paying several invoices with the one receipt; also, your customer could be part paying
one invoice with a receipt.

There are three different ways to allocate the receipt:
1. By typing the amount you wish to allocate into the ‘Pay’ box.
2. Byticking the E# field to the far right of the invoice row.

3. Byclicking on the ‘Auto’ box (this will allocate the receipt to the oldest invoice).

Click ‘Save’ once you have completed your allocation, the ‘Amount Left to Allocate’ should be zero.
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3.5 Recurring customer invoices

From ‘Customers’ > select ‘Recurring Invoices’, see the following screen:

——

88 Sales
Overview
Customers  Quotes&Orders  Invoices & Credit Notes  Recurring Invoices  Opening Customer Balances
ol

Accessing recurring invoices link

Any previously setup recurring invoices will be listed here. To add a new recurring invoice:

1. Click the ‘New' icon.

wee it Need Help?
i bBrightsooks
2 Sales
Overview
Customers  Quotes & Orders  Invoices & Credit Notes  Recurring Invoices  Opening Customer Balances
=
Customers
B Recurring Invoices m m ae ol &
Purchases
Add recurring invoice
wee it Need Help?
i bBrightsooks
28
i Recurring Sales Invoice
=
Customers
INVOICE DETAILS ADDRESSES
cusTomER co-oRDINATOR
Purchases Invoice Address  Delivery Address
~ Martha Murphy v
it}
- REFERENCE NO. QUOTE/S.O./INV NO.
Banking
Q
[E— RECURRING INFORMATION
Ledger
RECURRING REBEAT EVERY STARTS ON NEXT DUE staTus Enps
@ Weekly v v £ M| Prin v | Never v
CRM
Product. Description Quantity Price Discount % VAT % Nominal Code NetAmount DEP
=
Repors
=3
a8
Add-ins
EHEE== e 000
VAT @ 0.00
Total 0.00
-

Recurring invoice create screen

2. Fillin the details, enter the customer, Ref No etc. in the same manner as a standard sales invoice.

3. In addition to these you will also need to enter the recurring frequency of this invoice (Weekly/Monthly or
Yearly), then repeat e.g. every 2 weeks or every 6 months (1-30), enter the Start On (the date the first invoice
is to start on) and the Next Due date (these will be the same on setup), set the Status (Print/Email/On-Hold/
Closed) and set the Ends (Never, Number or Date) and specify the Number or Date depending on which is
selected.

4. You will need to enter a description, quantity and price for the invoice also.

5. You can also make any previous standard sales invoice entered into the system (not quick invoices) a
recurring entry by finding the invoice in the listing and clicking the inline submenu and selecting ‘Make
Recurring’.

To make changes to the recurring invoice click the inline submenu and select ‘Open’ or to delete the entry
altogether click ‘Delete’.
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Generate recurring invoices
1. From ‘Customers’ > select ‘Recurring Invoices' > select ‘Generate Invoices'.

———

88 Sales

Overview

=

Customers

g oo R N 2

Purchases.

-~ MextDate =  Code Customer Frequency Status Met VAT Gross

b= 01 May 2024 1ANOO1 lan Redpath 1-Monthiy Print 300.00 0.00 300.00 ©
N ad: 0 ~
General
Ledger 1-10f 1 Records. Items per page E
@

Clicking generate invoices

2. The following screen will appear showing the list of sales invoices that would be generated based on the
recurring entries setup up to today’s date. You can change that date by clicking on the calendar icon to the
right of the field that will update the list. After reviewing the list and when you are happy to generate/create all
the invoices listed, click ‘Generate’.

Customers il Need Help? e
Invoice List
Purchasss GENERATE RECURRING INVOICE UP T0 ¢
& 31/05/2024 =] Update List
ganking
Inv. Date Code Customer Recurring Nt VAT Gross Action
B 01/05/2024 1AN0O1T lan Redpath 1-Monthly 30000 000 300.00
General
Ledger
=]
CRM
=
Reparts
2o
1
Add-ins
-
E-Mail Invoices o 000 0.00 000
Print Invaices 1 200.00 0.00 20000
On-Hald Invaices : o 0.00 0.00 000
Skip Invoices o 0.00 0.00 0.00
Closed Invoices : o 000 0.00 000
Total Invoices to be generated (E-Mail & Print) 1 200.00 0.00 30000
-

Invoice list

3. The action selected will be performed during this process.

You can change the ‘Action’ at this point, per transaction. This is a loop, if the action is set to ‘Print’ and you
click it, it will toggle through to Email/On Hold/Closed/Skip and back to Print.

The Summary values at the bottom of the page, indicating the value of the invoices that will be generated will
be updated as you toggle through different actions.

If you put invoices on hold you will see the ‘Total Invoices to be generated (E-mail & Print)’ update.
4. Click ‘Generate’ again to complete the process then select “YES”.

In the list of sales invoices, they will have an invoice number followed by an R.
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3.6

Confirmation Message

1 Invoices to be generated with a total value

of : 300.00

Generation Confirmation

Information Message

Recurring Invoices generated successfully

Successful generation

Customer reports

Section 3: Customer module

Click on ‘Reports’ on the menu, under the ‘Customers’ heading the following reports are available:

Sales Invoice & Credit Notes
Customer Statements
Customer Activity

Aged Customer Balances (Detailed or Summary)

69 TABLE OF CONTENTS
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The following reports are particulary helpful when

3.6.1 Sales invoice & credit notes reports

Generates the details or summary of the customer invoice and credit notes raised by the school.

To generate the report:

1. Click ‘Sales Invoice & Credit Notes’ under the ‘Customers’ heading on the Reports page.

:{ Need Help? -

=2
Favounites 2
Customers
g Customers ~
Purchases

_ Aged Customer Bolonce Detaied PriceHistory
o
Banking Aged Customer Balance Summary Product Price List Sales Invoice Detailed
B Batch Sales Invoice Print Recurring Sales Invoice Sales Invoice Margin
General
Lecger Customer Activity Recurring Sales Invoice Detailed Sales Quotes / Orders Report
= Fecurting Tempiere
CRM
Reports selection page

2. On the sales invoice/credit note report page, enter the criteria as per the following. All fields are optional. If
you do not specify any criterion and retain the default settings, the details of all invoices will be shown.

Field Description

DATE FROM Specify the starting date in the time range.

DATE TO Specify the ending date in the time range.

TYPE Select the type of report you want to generate, for example, Invoice or Credit

Notes. Note the report heading changes based on the selection.
DOC. NO. START Document number starting range. You do not need to complete this.

DOC. NO. END Document number ending range. You do not need to complete this.

CO-ORDINATOR Co-ordinator name. You do not need to complete this.

Department. If you wish to run the report for a specific department, select the

DEP department from the drop down list. If you want to run the report for all the school leave
the field BLANK

3. Click ‘Run’ to generate the report.

3.6.2 Customer statements

Generates the customer statements based on the criteria you specify.
1. Click ‘Customer Statements' under the ‘Customers’ heading on the Reports page.
2. Enter the details as required.

3. Click “Run” to generate the report.
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3.6.3 Customer activity

Generates a summary of customer accounts.
1. Click ‘Customer Activity’ under the ‘Customers’ heading on the Reports page.

2. Onthe Customer Accounts Report page, enter the criteria as per the following. All fields are optional. If you do
not specify any criterion and retain the default settings, the details of all invoices will be shown.

Field Description

Field Description

DATE FROM Specify the starting date in the time range.

DATE TO Specify the ending date in the time range.

CUSTOMER EROM If you want to review the report within a range of specific customer, specifiy the first

customer within the range. If you want to see all customer, leave blank.

If you want to review the report within a range of specific customer, specifiy the last

CUSTOMER TO o
customer within the range. If you want to see all customer, leave blank.
Department. If you wish to run the report for a specific department, select the
DEP department from the drop down list. If you want to run the report for all the school leave

the field BLANK

3. Click 'Run’to generate the report.

3.6.4 Aged customers balances (detailed or summary)

Generates customer balances at frequencies of 30 days such as 30, 60, 90 and so on.

1. Click ‘Aged Customer Balances Detailed or Aged Customer Balances Summary’ under the ‘Customers’
heading on the Reports page.

2. Onthe Aged Customer Balances Report page, enter the criteria as per the following. All fields are optional. If
you do not specify any criterion and retain the default settings, the details of all invoices will be shown.

Field Description

DATE TO Date on which you want to view the report.

If you want to review the report within a range of specific customer, specifiy the first
CUSTOMER FROM o
customer within the range. If you want to see all customer, leave blank.

If you want to review the report within a range of specific customer, specifiy the last
CUSTOMER TO o
customer within the range. If you want to see all customer, leave blank.
CO-ORDINATOR Co-ordinator- You can leave this blank.

If you tick this, the DATE TO field is disabled and the report shows the customer balance

CURRENT AGING

on the current system date.

3. Click ‘Run’ to generate the report.
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4.1

Introduction

This section covers how to record supplier/purchase invoices and credit notes and their effect on the purchase
and nominal ledgers. The purchase/supplier module is used to record information about suppliers, such as
contact details and invoices received and paid for. A supplier can be either a company or a person you purchase
goods and services from.

Navigation

To go to the list of purchase invoices, click ‘Purchases’ and select ‘Invoices & Credit Notes'.

Searching

You will see a search box in the middle of the screen, you can use this search box to find sales invoices or credit
notes, type in a few characters and press enter or click the search icon, all invoices or credit notes matching the
search criteria will be displayed, to return to the full listing, delete the characters entered in the search box and
click the magnifying glass again.

Sorting

You can also sort the list of invoices and credit notes by any of the column headings e.g. date of the invoice, net
amount of the invoice, supplier name etc by clicking the column heading. You will see an arrow (up or down,
depending on whether they are sorted alphabetically A-Z or Z- A/ascending/descending).

Help

BrightBooks accounts offers on online help, to access this you can click '?’ (at the top right of the screen, beside
Settings).

If you are in an add/edit screen BrightBooks accounts can offer hints to use the features at the top of the screen.
To turn on these summary help notes go to ‘Settings’ > select ‘Users’ under the ‘General setup’ heading. From the
drop down menu, select ‘Show Help Panel’ to turn on the summary help notes.

Email Forename Surname Status

marthamurphy@fssule Martha Murphy Active ®

1-10f 1 Records

Show help panel

To turn these hints off, click the ‘X’ at the top right of the help/hint panel.
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Key figures

At the top of the invoice & credit note browse you will see a clear bar, in this bar there are 4 amounts with their
corresponding headings; Month to Date, Year to Date, Unpaid and Invoices Due. The first figure is the total value
of all purchase invoices this month so far, the next figure is the total value of all purchase invoices so far this year,
the third figure is the total value of all purchase invoices that remain unpaid and finally the fourth figure is the

number of invoices due.

VSR

8 Purchases

Suppliers  Payees  Orders  Invoices & Credit Notes  Opening Supplier Balances

@
Customers.
€0.00 €737.00 €12,385.39 B 9 INVOICES
[% MONTH TO DATE YEAR TO DATE UNPAID INVOICES DUE
Key headers
e b2 7
b Brightsooks
28 Purchases
Overview
Supgliers  Payess  Orders Opening Supplie Balances
@
Customers.
€0.00 €737.00 €12,385.39 B 9 INVOICES
[% = MONTH TO DATE YEAR TO DATE UNPAID INVOICES DUE
Purchasas
i Purchase Invoices Current (17)
Banking

Purchase invoices and credit notes

Additional options

As you move around the screen, you will see the invoices or credit notes being highlighted (the background
screen colour will be darker) and you will see an arrow to the far right of the invoice or credit note that you are
highlighting, this is called in the inline submenu or more button. Click on this arrow and you will see the following
additional options, amongst others:

Open:
If you want to make changes to the invoice or credit note you can click the ‘Open’ icon.

Copy:
If you want to make a copy of an existing invoice or credit note then click the ‘Copy’ icon.

Pay:
If you want to record a supplier payment against a specific invoice then click the ‘Pay’ icon, the supplier payment
screen will open with the highlighted invoices marked as paid.

Delete:

If you want to delete an invoice or credit note you can click the ‘Delete’ icon, you will get a confirmation message
to delete and once you click ‘Delete’ the invoice or credit note will be deleted, providing it is not paid or in a closed
period.
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4.2

2 Purchases
Overview
Suppliers  Payees  Orders  Invoices & CreditNotes  Opening Supplier Balances
2
Customers
€0.00 €737.00 €12,385.39 9 INVOICES
[% MONTH TO DATE YEAR TO DATE UNFAID INVOICES DUE
Purchases
-
o Purchase Invoices Current (17) v
Banking
B m B New Credit Note m
General
Ledger Date v Doc. No. Supplier Net VAT Gross  Code Due Date Faid
] 18jan2024  INVB975* Capital OIL Co 587.00 0.00 58700 4310  18Jan2024 No )
= CAPOOT
CRM
05 Jan 2024 Egan Bus Co 150.00 0.00 15000 4630  05)an 2024
= £GADDT
Repores 06Dec2023  CRNOET* Egan Bus (o 4500 0.00 4500 4690
EGADDT
=3
a8
e 05Dec2023  INV 51203+ Egan Bus Co 560.00 0.00 S60.00 4630  05Dec2023
EGADDT
10Nov2023  INV 789+ Dunne Electrical Ltd 375339 0.00 375339 5310 10Nev2023
DUNOOT
05 Nov2023  INV 1245+ Marshalls Supermarket 456.00 0.00 45600 4912 0SNov2023
MAROD1
0] 18Jul2023 NV SIS54987% Siacked Offce Suppiies 465.00 0.00 26500  Split  18Jul2023 Paid =

Ad(ditional options

Creating a new purchase invoice/credit note

1. From ‘Purchases’ > select ‘Invoices & Credit Notes'.

28 Purchases
Overview
Suppliers  Payses  Orders | Invoices & CreditNotes | Opening Supplier Balances

2
Customers
€0.00 €737.00 €12,385.39 9 INVOICES
[é_"l MONTH TO DATE YEAR TO DATE UNPAID INVOICES DUE
Purchases
-
o Purchase Invoices Current(17) v
Banking
B m @ m New Credic Note m
General
Ledger Date v Doc No. Supplier Net VAT Grass Code Quick Invoice
) 18Jan2024  INVB975+ Capital OIL Co 587.00 0.00 587.00 4310 Quick Credit Note

Purchases menu

The list of purchase invoices and credit notes already on the system will be listed.

EE] Purchases

Ovenview
Suppliers  Payees  Orders  Invoices & CreditNotes  Opening Supplier Balances

=

Custamers
€0.00 €737.00 €12,385.39 9 INVOICES

E] MONTH TO DATE VEAR TO DATE UNPAID INVOICES DUE
Purchases

-

o Purchase Invoices Current (17) v
Banking

General

Lecger Date ~ Doc. No. Supplier Net VAT Gress Code Quick Invoice

] 18Jan2024  INVB975* Capital OIL Co 587.00 0.00 58700 4310 | Quick Credit Note

& AP0

Quick invoice
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2. To add a new purchase invoice, click the ‘Quick’ icon at the top of the screen and select ‘Quick Invoice’.

The Quick Purchase Invoice screen will appear, below:

13 [yBrightBooks
8
T Quick Purchase Invoice
=2
Customers Date RefNo. Inv. No. Supplier Supplisr Name Gress VAT Code VAT Net Code Notes DEP L)
B v 000 A23.00% (Standar v 000 0.00 Q Q AOw
Fu
-
i
Banking
Genral
Ledger
@
=
=
Reparts
0.00 0.00 0.00
o
o8
m

Quick purchase invoice screen

3. Fillin the details:

Field Details

Date The date of the invoice.

Ref. no. A reference number.

Inv. No. The invoice number, this will be AUTO i.e. automatically generate if in Setup you
selected AUTO for the sales invoice number.

Supplier Select by clicking the lookup icon or typing in the supplier code.

Supplier Name This will generate when the supplier code is selected.

Gross The amount of the invoice.

VAT Code The VAT code will default to 0%.

VAT This will be 0.00.

Net This figure will be the same at the gross.
The nominal account code to which the invoice relates. This will default based on the

Code supplier settings but can be typed over to change.
If the invoice is not fully analysable to one account code, then you will need to use the
‘Split’ icon (see the SPLIT details below)
The description of the account code will be entered by default in the notes column

Notes which you can type over to change, if you wish. You can also click the ‘Notes’ icon
(beside the Split icon) if you need a larger field to enter your notes.

DEP The department you want to analyse this invoice to. This will default based on the
supplier settings but can be typed over to change.

4. You can also attach documentation to the invoice, by clicking the ‘Attachments’ icon and selecting the relevant file.

SPLIT: Forinvoices/credit notes with multiple account codes/departments.

5. Once you have entered the amount of the invoice/credit note, then click on the ‘Split’ icon, the following
screen will appear:
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e A iU Need Help? -
e I BrightBooks C&C Demo School
g8
T Quick Purchase Invoice
=2
Customers Date Ref.No. I No. Supplier oy ie o= = ®
B 14042024 B 248 057835 STADO1 aQ Q| a0 v
Purchases Gross VAT Code VAT Net Code Notes DEF
— Printing and
i 20000 Z0.00% 000 200.00 6300 Statanany ADD
[ Expenze
300.00| Z0.00% Zer W 0.00 30000 4315 Q SwdentPhowco  ADD W
General
Ledger
@
(=
m m ‘Adjust Total Tatal of Invaice 50000
Total of Splits 500.00
= Unallocated Amount 0.00
Reparts
=) -
e T
' Cancel Save

Split

For the first nominal code edit the first line and for each subsequent nominal code go to the next line and
enter the gross amount, both the vat code and the vat amount will default to zero, then enter the nominal/
account code, you can enter notes if you wish and select a department.

In the bottom right of the screen the ‘Total of Invoice’ and ‘Total of Splits’ should equal one another and the
‘Unallocated Amount’ should be zero, you will not be able to save until this is zero. If your split details are
correct but your ‘Total of Invoice' is incorrect then you can select ‘Adjust Total’ and this will change the total of
invoices to equal the total of splits. Click ‘Save’ to save the split.

6. Click ‘Save’ when you are finished, you will be brought back to the invoices & credit notes listing screen.

Purchase/supplier credit note

To add a new supplier credit note, from ‘Purchases’ > select ‘'Invoices & Credit Notes', the purchase invoices/
credit notes already on the system will be listed. Click the ‘Quick’ icon at the top of the screen and then select

‘Quick Credit Note' and complete the fields.

wen il Need Help?
i1 (3BrightBooks ’
EE] Purchases
Ovenview
Suppliers ~ Payees  Orders  Invoices & Credit Notes  Opening Supplier Balances
@
Custamers
€0.00 €737.00 €12,385.39 B 9 INVOICES
E] MONTH TO DATE VEAR TO DATE UNPAID INVOICES DUE
Purchases
-
o Purchase Invoices Current (17) v
Banking
General
Lecger Date ~ Doc. No. Supplier Net VAT Gress Code Quick Invoice
i) 18Jan2024  INVB975* Capital OIL Co 587.00 0.00 S8700 4310 Quick Credit Note
= €APOOT

Quick credit note
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Allocation: identifying the invoice which the credit note is
reducing

Once you have all the details relating to a credit note entered then you should click the ‘Allocation’ icon, all
currently outstanding invoices belonging to this supplier will be displayed, as follows:

b 34 ? -
.:E bBrigh‘BDOkS — HEIp

28
Eiaiz) Quick Purchase Credit Note
=
Customers Date RefN ¢ Allocations Nores DEF %
E CEnAnE % @ ] Date Type Doc No. Notes Amount Paid to-date Unpaid Discount it Paid 4 Q Overcharge Q i
Purchases
15/07/2023 Invoice INV 4569 Bus o Galway 600.00 0.00 600.00 0.00 0.00
-
s 05/12/2023 Invoice 51203 Bus Hire Expense 560.00 0.00 560.00 0.00 0.00
Banking
General
Ledger
@
CRM
Totals 1,160.00 0.00 1,160.00 0.00 0.00
=
s m Amount Left to Allocate 45.00
oo
28
e 21 £ = =3
“This transaction is locked.
Allocations

You can tick the box for the invoice the credit note relates to. The credit note could be for part of an invoice or
part of several invoices, if this is the case then you should enter the amount that the invoice/invoices are being
reduced by in the ‘Pay’ column. If you would like the system to allocate the credit note against the oldest invoice
then you can click the ‘Auto’ icon, and the amount will be automatically allocated from oldest to newest invoice. If
you have made an error and would like to start over then you can click the ‘Reverse’ icon and all allocations will be

cleared.

You can leave the credit note unallocated if you wish, however this is not recommended as it can lead to confusion
later. Click the ‘Save' icon to close this screen when the ‘Amount Left to Allocate’ is zero. Then click ‘Save’ again to

save the credit note.
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4.3 Purchase/supplier payments
As with many other task there are several ways to record a supplier payment.

Option 1:

1. From ‘Banking’ > select ‘Payments’.

2. Click the *Quick Payment' icon, the following screen will appear:

:{ Need Help?

it bBrightBooks
EH] Banking
Overvie
Bank Accounts Receipts Payments Bank Reconciliation Bank Feeds
=
Customers
€0.00 €2,022.00 €6,120.39
=] MONTH TO DATE YEAR TO DATE UNALLOCATED
Purchases
-
it Payments Payment
Baniing
B m searcn o m Quick Payment Create SEPAFile
General
Ledger Data + Doc. Me. Ref No. Supplier/Payae Bank Amount. Discount Allocated

Quick payment screen

3. Fillinthe details:

Field Details

Ensure you have select the correct bank account for which the payment relates to. The
default bank account will be selected; if you are making a payment from a different

Bank Account . S .
bank account then you can select another by simply clicking on the dropdown list and

selecting another account.

Date Date of receipt

Payment Type Select the type of receipt i.e. cash, cheque, EFT etc

DEP As this is a supplier payment you can skip over the DEP field

Ref No Cheque number etc. if applicable

Supplier Select the supplier to whom you are making the payment, from the lookup (magnifying
glass) or enter their code, if you know it.

Notes/Paid by This will default to the supplier name selected.

Amount: Enter the amount of the payment

VAT Code and VAT: | As this is a supplier payment these fields will disappear.

Nom. Code This will default to the supplier ledger control account nominal code.

4. If you wish to attach a file (scanned copy of the cheque for example) then click the ‘Attachments’ icon and click
on ‘Add Attachment’ to browse to the location of the file. Select the appropriate file and then click ‘Close’.

5. Click 'Save’.
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Option 2:

From ‘Purchases’ > select ‘Invoices & Credit Notes'.

Section 4: Purchases module

2. You can find the supplier invoice you want to record as paid from the list of invoices recorded and click the down arrow

to the far right of the row (i.e. the more icon) and select the ‘Pay’ option.

il Need Help?

13 [yBrightBooks

8 Purchases
Overview
Suppliers ~ Payees  Orders  Invoices & CreditNotes  Opening Supplier Balances
@
Customers.
€0.00 €1,237.00 €12,885.39 10 INVOICES
[..é..‘ MONTH TO DATE YEAR TO DATE UNPAID INVOICES DUE
Purchases
-
i Purchase Invoices Current(18) v
Banking
General
Ledger Date ~ Dac. No. Supplier Net VAT Grass Code Due Date Paid
@ 14 Apr 2024 INV 057895% Stacked Office Supplies 50000 0.00 500.00 Split 14 Apr 2024 Mo °
o STAODT
CRM
18Jan2024  INVESTS* Capital OIL Co 587.00 0.00 58700 4310 18Jan2024  Open
= CAPOOT
Reports Print
== 05)an2024  INVegids+ Egan Bus Co 15000 0.00 15000 4680  05jan2024
EGADO1
e Email
22
e 05Dec2023  CRN 98T* Egan Bus Co 45.00 0.00 4500 4630 Copy
EGADD1
Pay
05Dec2023  INV51203* Egan Bus Co 56000 0.00 56000 4630
EGADDT Delete
10Nov2023  INV 785+ Dunne Electrical Lid 375339 0.00 375335 5310 10Nov2023 e

Creating an invoice payment

3. All of the outstanding invoices for this supplier will be displayed, the one which you clicked ‘Pay’ on will be
automatically be selected in the column at the far right of the screen.

il Need Help?

it [yBrightBooks

B
Tz Supplier Payment
lo}
Custamers
PAYMENT DETAILS ©) CAPOD1 - Capital OIL Co BANK DETAILS
g SUPPLIER PavEE BANK ACCOUNT
Purchases
CARDOT v e v 1800 Current Account 1 v
-
u DATE AMOUNT
Banking % Add Attachment
31/05/2024 587.00 e
B PAYMENT TYPE REF. NUMBER
General Cazh -
Lecger
- oep
@ AQD - All other depsrtments v
=1
=
Date Type Doc o, Notes Amount Faid to-date Unpaid Discount Faid 4
Reparts
[ 18/01/2024  Invoice 3375 Teaching Aids Expense 587.00 0.00 000 0.00 SB7.00 )
B
Adg-nz
587.00 000 000 0.0 587.00
m m Amount Left to Allocate: 0.00 h

Supplier payment screen

Enter the date the payment was made (it will default to today’s date), the amount of the payment (this will
default to the amount of the invoice), enter a reference number, if paying by cheque enter the cheque number

and make sure to select the bank account that the payment is coming from.

You can click ‘Auto’ to allocate the payment against the oldest invoices.

Then click ‘Save’, this will return you to the purchase invoices listing.
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4.4 Allocating a supplier payment

Allocating the supplier payment is an option both within the payment itself:

VSR

2

oz Quick Payment
@

Customers

B

Purchases

BANK ACCOUNT
1800 Current Account 1 v
Dat= Payment Type DEP Ref. No. Supplier Nates/Payes Amount VAT Code VAT Mom. Cade LY

i & | cash v AOD w - - 0.00  Z0.00%(Zero) v 0.00 Q

Banking

o)

Genral
Ledger

213

a
]

D

Reparts

Add-ins

O B

Allocating a payment within the payment

or separately from the payment listing, by clicking the inline submenu arrow and selecting ‘Allocation’:

VSR

EE] Banking
Overview
BankAccounts  Receipts  Payments  Bank Reconciliation  Bank Feeds
@
Customers
= €0.00 €2,022.00 €6,120.39
r—% MONTH TO DATE YEAR TO DATE UNALLOCATED

Purchases

-
A Payments Payment “
Banking
Open
ur

Genral
Ledger Date ~ Doc. No. Ref. No. Supplier/Payee Bank. Amount D}
o Allocation
01Apra02a  PAY21% Cheque 501106 Offaly Co Ca Current Account 500.00 0

! Print

o)

213

a
g

Ol Apr2024 PAY22*  Cheque 501108 Our Lacal shop Current Accouns LY
mail
B 2710 1
Reports Make Recurring
18Jan2024  PAY 17% EFT Bus Co Egan Bus Co Current Account 0o
EGADOD 1
58 Delete
hddins 18J)an2024  PAYIS%  EFT Egan Bus Co Current Account 200.00 a0 - -

Allocating a payment from the payments listing

What is allocating?

Allocating is where you identify which invoices are being paid by a payment e.g. you could be paying just one
invoice with a payment or you could be paying several invoices with the one payment, also you could be part
paying one invoice with a payment.

There are three different ways to allocate the payment:

1. Bytyping the amount, you wish to allocate into the ‘Pay’/'Paid’ box.
2. By ticking the @l to the far right of the invoice row.
3. By clicking on the ‘Auto’ box (this will allocate the payment to the oldest invoice)
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4.5

it (yBrightBooks 32 Need Help?

Bk
= Allocation for Payment
@
Fustomers Date Type Doc No Notes Amount Paid todate Unpaid Discount Pay o
B 01/06/2023 Invoice 51147856 EBalance sheet suspense 320.00 0.00 32000 0.00 0.00
Purchiases 16/06/2023 Invoice 145678 Frinting and Srationery Expense 335.00 750.00 145.00 000 0.00
i 18/07/2023 Invoice STKA578 485,00 0.00 46500 000 000
Baniding 14/04/2024 Invoice 057895 500.00 0.00 500.00 0.00 0.00)
B
General 218000 750.00 143000 000 000
Ledger

(] Reverse (Amoun( Left to Allocate 1,052.00)
-
Reparts
20
a8

Adg-ins

Payment allocation window
A payment can also be allocated over several invoices/credit notes.

Click ‘Save' once you have completed your allocation, the ‘Amount Left to Allocate’ should be zero. Click ‘Save’
again when you have finished entering all the payment details.

Add a Payee

:Z Need Help?

it [»BrightBooks s

2 Purchases
Overview

Suppliers Orders  Invoices & CreditNotes  Opening Supplier Balances

lo]

Customers.
€4,550.00 €5,787.00 €13,035.39 =} 11 INVOICES

g MONTH TO DATE YEAR TO DATE unPaID INVOICES DUE
Purchases

s Purchase Invoices

Current (19) o

Payee menu

1. Under Purchases select “Payee”, the Payee page appears.

2. On the payee screen you have the option of “new” or “delete”

T —

28 Purchases
Overview

Suppliers ~ Payees  Orders  Invoices& CreditNotes  Opening Supplier Balances
@

Customers

S

Purchases -
Search Q
-
o

Code Name «

Payees

Phone Balance
Sanking

ALL Bank Interest - BOI
=

Payee screen
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4.6

3. Select “new” the screen below appears

“ee :{ Need Help?
i bBrightBooks T
8
Tl New Payee
o]
Customers
General Info Invoice Settings
Purchases ~ GENERAL INFORMATION
-
m
PAYEE NAME
B: -4
> CONTACT INFORMATION
General
Lecger
) » ADDITIONAL CONTACT INFORMATION
R
=
e m
oo
a8

New Payee screen

1. Under “general info” tab enter the Payee details
2. Under “invoice settings” tab complete the default nominal code setting and check the VAT rate is set to default 0%

3. Click “save” to complete

Accounting for RCT

If an invoice is subject to Relevant Contract Tax you may need to make a deduction on any payment to be paid over
to Revenue.

Steps required:

Set up the supplier on BrightBooks

Enter the invoice on BrightBooks

Record the VAT journal on BrightBooks
Record the supplier payment on BrightBooks
Record VAT payment to Revenue

Record RCT payment to Revenue

Review the RCT control account on BrightBooks

© N o ok~ w Nd =

Review the VAT control account on BrightBooks
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Example:

McBreen Environmental

Ex-VAT €2600
VAT 13.5% €351
RCT 20% €520
McBreen Environmental Drain Services Lid
% Enhu?rgrmmeriai Cotoni Rand
Cawvan, Co Cavan
1E
BILL T Eilling Invwcdcm
Type
HHRMBRICICH olling AOOGAET
b e
537 b Billing 16Mar2052a
Diate
Billing Dus G223
Duabe
Job Mame CCTV sursey & raporl Drainags Warks - Scaoil
P i Sl

e

Jab 0O M T O OGRS 7

(AT will be accounled for by the Principal Contractar.” )

PFRODILCT COMMEMT QUANTITY LINIT PRICE SUB-TOTAL TaAX AMOLUNT TOTaL
Kainline 1010 4 450,00 £ 450.00 € .00 £ 450,00
Manlng 1.00 € 575.00 € 57500 E 0.00 & 575,00
Per Tonne 200 55,00 & 119,00 & 000 & 110,00
B ainli ree 1.00 & BS0.00 € BS0.00 LR il & AR0UO0
Bramch Lines 1.0:0 & QES 00 @ BES DO & Dy & 36500
Dlissaurl 1.00 CEZS0.00) CEZS0.00) € 000 [E2E0.00]

Saib-Tolal € 2600000
Sales Tax €& 0a
Total £ 2,600,100
Amount Paid [ A=Kl
Cradt Amount & 0LD0)

Auma Ut D

Sample Invoice

Step 1: Set up a new supplier in the purchases module

1. Goto ‘Purchases’ > select ‘Suppliers’ > ‘select’ new to open the supplier account details
2. On general Info Enter supplier name, contact etc
3. OnlInvoice Settings tab

@ Tick the box for RCT subcontractor

@® Choose the default nominal code (i.e 5310 for our example)

® Check the default VAT code is now RCT 0.00%

@® Choose the default department (i.e NPG)
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il |»BrightBooks

31 Need Help?

Section 4: Purchases module

-
CA&C Demo School

McBreen Environmental

Edit Supplier

- Generalinfo | InvoiceSetsings | Companyinfo | | Sub-Contacts
B
~ ACCOUNT INFORMATION
G cREDIT TERMS
Le -
] war e,

= S -

~ DEFAULT INFORMATION

v View Alc History

Der

BePARTMENT
NPG - Non pay grant

~ INTRASTAT

AL cane

RCT 0.00% {RCT VAT CODE)

@

BEFAULT ARRIVAL TERMS OF DELIVERY

DEFAULT ARRIVAL MODE OF TRANSPORT

0 Invoices
verouE

€0.00

15an

DEFAULT NATURE OF TRANSACTION =

Invoice settings for suppliers

Step 2: Enter the invoice on BrightBooks

I» BrightBooks

2a Purchases

Suppliers  Payees
@

Purchase Invoices

: m Delete
Date Doc. Mo,

@ €587.00

3 Need Help?

@ €11,920.39

B 8 INVGIC_ES

NVOICES BUE

1. Choose Quick Invoice

Enter invoice details

Invoice & credit notes screen

The VAT code should automatically default to RCT 0.00% after ticking the box in step 1 (setting up the
supplier) & Nominal code & Department will prefill as these were input on supplier set-up

:% Need Help?

-
C&C Demo School

I» BrightBooks
g8
Quick Purchase Invoice
=
Customer:
Date Ref.No. Inv. No. Supplier Supplier Name Gross VAT Code VAT Net Code Notes DEP
B 16/10/2023 B J5440 MCBOO1 ¥ McBreen Environm  2,600.00  RCT0.00%( ¥ 000 260000 5310 Q DRAINAGE Q| NPC v
Purchases
1
Banking
™

4, Save Invoice

Quick invoice screen
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Step 3: Record the VAT journal

1. Goto General Ledger, select Journals'

i1 Need Help?

¢ yBrightBooks

General Ledger

Chart of Accounts VAT Returns VIES INTRASTAT

= Code Description 203 2022

and Expenditure Account Debit Credit Debit Credit

Income

Department of Education

3010 Capitation/Mon Pay Budget 14,000.00
E 3020

3021 als/Equipment/Parental Development Grant

302
oo
&8 3030 9,000.00

Journals screen

2. Select ‘New'

i [yBrightBooks

25 General Ledger
T
Chartof Accounts  Journals VAT Rewurns  VIES  INTRASTAT
@
Customers
E|
Furcha:
yirs Date Period Tran Type Dac. No. Ref. No. Nominal Account Debit Credit
i 015202022 Sep2022  Qpening 1 o8 18055487 18055487
B 05 May 2023 Journal
31 Aug 2023 Journal z Vizad 3010
12)an2023  Jan2033  Journal E] VAT 5310 575.00 57500 (D)

New journal button

3. EnterJournal details
@ Enter date, a reference no. and select a journal type
Enter nominal code to which the VAT relates to (example is 5310 Repairs-Buildings/Grounds)
Enter description in ‘Notes’ (Vat on McBreen Inv J5440)
Enter VAT amount on debit side - €351
Hit the ‘Return’ key to move onto the next line
Enter nominal code of VAT control account ‘2260’

Enter description in ‘Notes’ (Vat on McBreen Inv J5440)

Enter VAT amount on credit side — €351
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:{ Need Help?

i |yBrightBooks

Section 4: Purchases module

g8 General Ledger
Overvien
Chartof Accourts Journals VAT Returns  VIES  INTRASTAT
([0
Customers
Journals
Furchase:
. JOURNALS DETAILS
iy
Baning baTE REF O Tvee
A 16/10/2023 Journal
General
Ledger
Code Description Notes
2 5310 Repairs to Buildings and Grounds Expense VAT on McBreen Inv J5440
CRM

2280 Q | |Reverse VAT Control Account VAT on McBreen Inv 5440

Adg-ins

[ [ oo

Debit Credit DEP

Total Debit Amount 351.00

Journal entry screen

Copy journal function feature

1. From‘General Ledger’ > select Journals'.

Hover over the journal you want to copy.

The ‘More' Icon will appear on the right-hand side. Click on the arrow and select copy.

Need Help?

i1 IyBrightBooks

% General Ledger

Chart of Accounts Journals VAT Returns WIES INTRASTAT

@
Custmmers
=] Journals m
Purchase:
= Date Feriod Tran Type Doc. No. Ref No Nominal Account
Bansing Opening . o8
&) Journal
General S i
e Journal z Je ad] 3010
= Jen2023  Journal 3 VAT 531C
e 0ct2023  Journal 4 5310

1-50f5 Records

Adg-ins

All(3) ~

Current(S) v

Debit Credit

180,554.87 180,55

351.00

4. Update the journal with the current details.

5. Click save.
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Step 4: Record the supplier payment on BrightBooks

Example - ROS payment notification, RCT deduction rate of 20%;

RCT @ 20% €2600 x 20% = €520
Invoice J5440 €2600
Less RCT (20%) €520
Payment to McBreen €2080

Section 4: Purchases module

Banking

Bank Accounts Receipts Payments Bank Reconciliation Bank Feeds

€0.00 €1,052.00

MONTH TO DATE YEAR TO DATE

Payments

€5,920.39

UNALLOCATED

m Quick Payment Create SEPA File

Payments screen

Under ‘Banking’

Select ‘Quick Payments’

Select bank account from dropdown menu

Enter payment date

Payment type i.e EFT

Enter applicable dept i.e NPG

Select supplier from dropdown menu — McBreen

Enter invoice amount in amount box i.e €2080

© o N o o~ wND

was deducted at;

10. Select RCT rate from dropdown, for example 20%

Click the ‘allocation’ button at bottom left of screen You now have the option of selecting what rate the RCT
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Section 4: Purchases module

Quick Payment
BANK ACCOUNT
1800 Current Account 1 ™,
Date Payment Type DEP Ref. No. Supplier Motes/Payes Amount
EFT v NPG W MCE001 ~|| McBreen Enwironmerit 2080.00
2.080.00
o ] s [ ] e | s |
Quick payments screen
On the allocation screen select the RCT rate from dropdown, which for our example is 20%
Allocations
IRCT [ RCTZ0 20.00 hd
Date Type Dot MNo. Motes Amaount Paid to-date Unpaid Discount Paid RCT o
DRAIMAGE
181072023 Invoice 15440 SURVEY & 2,600.00 0.00 2,600.00 .00 0.00 0.00 W
REPAIRS
Totals 2,600.00 0.00 2,600.00 0.00 0.00 0.00
m Heverse Amount Left to Allocate 2,600.00

Supplier payment allocation including RCT deduction

Tick the RCT box on right hand side

CO TABLE OF CONTENTS
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Allocations

RCT | RCT2020.00 A
Date Type Doc Moo Notes Amount Paid to-date Unpaid Discount Paid RCT o
18M072023 | | Invoice 15440 DRAINAGE £ 2600.00 000 0.00 0.00 2.020.00 520
Totals 2.600.00 0.00 2.600.00 0.00 000 0.0

m Amount Left to Allocate D.DDI

Completed allocation

You can allocate the payment and RCT deduction against the invoice, & save x2
Note: The RCT will automatically be posted to 2270 (RCT Control Account)

Step 5: Record the VAT payment to Revenue
To record the payment made to Revenue for VAT

1. Goto ‘Banking’ > ‘Payments’ > ‘Quick Payment’ > select bank account

Banking
Bank Accounts Receipts Payments Bank Reconciliztion Bank Feeds
€0.00 €1,052.00 €5,920.39
MONTH TO DATE VEAR TO DATE UNALLOCATED
Payments Payment ~
Search Q m Quick Payment Create SEPA File

Payments screen

2. Enter the payment details and post to nominal code 2260 (VAT control account) and select ‘Save’ to finish

El
28

oz Quick Payment
=
BANK ACCOUNT
Customers
1800 Current Account 1 v
BUEHazes Date Payment Type DEP Ref. No. Supplier Notes/Payee Amount VAT Code VAT Nom. Code LY
ﬁ 23/11/2023 M EFT v AOD v ™| Revenue VAT Sept 351  Z0.00% (Zero) v 0.00 2260 Q

Banking

QUiCk paymen ts screen
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Section 4: Purchases module

Step 6: Record the RCT payment to Revenue

1. To record the payment made to Revenue for RCT

2. Goto ‘Banking’ > ‘Payments’ > ‘Quick Payment’ > select bank a/c

Banking
Bank Accounts Receipts Payments Bank Reconciliation Bank Feeds
= €0.00 €1,052.00 €5,920.39
MONTH TQ DATE YEAR TO DATE UNALLOCATED
Payments Payment ~
Search a m l Quick Payment l Create SEPA File

Payments screen

3. Enter the payment details and post to nominal code 2270 (RCT control account) and select save to exit

a0
Erzzy Quick Payment

=

BANK ACCOUNT
Customers
1800 Current Account 1 v

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

ﬁ 23/11/2023 M EFT ¥ AQC ¥ October RCT ™| Revenue " 520 Z0.00% (Zero) 0.00 2270 Q
Banking

Quick payments screen Cancel Save

Step 7: Review the RCT control account monthly Nominal ‘2270’

Go to ‘General Ledger’ > ‘Chart of Accounts’

Scroll down to nominal ‘2270’

Balance should be zero (After payment is made to Revenue) or current Revenue liability if there have been

further transactions

28
Zzepien General Ledger Card
= 2270 - RCT Control Account m m Pered N custem
& Select Code
Customers
E Date Period Description Notes Product
Purchases
Payment 15 Dunne
ﬁ 24 Oct 2022 Oct-2022 Dunne Electrical Ltd @ Electrical Ltd
Banking
Payment 14 McB
B 250ct2022  Oct-2022 McBreen Environmental @ csreen
Environmental
General 788
Ledger
Payment 19
E] 23 Nov 2022 Nov-2022 Revenue @ Revenue
= October RCT
CRM
Total
=
Reports

Sep-2022 ~ Nov-2022 ~
Debit Credit Balance
520.00 -520.00

520.00 -1.040.00

1.040.00 0.00
1.040.00 1.040.00 0.00
0.00

BALANCE

RCT control account
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4.7

Step 8: Review the VAT control account monthly Nominal ‘2260’

Section 4: Purchases module

1. Goto ‘General Ledger’ > ‘Chart of Accounts’
Scroll down to nominal ‘2260’
Balance should be zero (After payment VAT bill is paid) or current Revenue liability if there have been
additional transactions
o
Erzzy General Ledger Card
@ iizgl:"':mm VAT Control m m Period . Custom .| Sep2023 . | Augzoad o
Customers Select Code
B
Purchases Date Period Description Notes Product Debit Credit Balance
I Nominal Journal 4 VAT on
o 16 Oct 2023 Oct-2023 VAT on McBreen Inv |5440 McBreen Inv - 351.00 -351.00
Banking J5a40
[E] Payment 12 Revenue
Genersl 23 Nov 2023 MNov-2023 Revenue VAT Sept/Oct @ VAT 351.00 - 0.00
Ledger Sept/Oct
@ Total 351.00 351.00 0.00
R 0.00
EALANCE
=
VAT control account

Purchases/supplier reports

Click on ‘Reports’ on the menu, under the ‘Purchases’ heading the following reports are available:

Purchase Invoice & Credit notes

Supplier statements

Supplier Activity

Aged Supplier Balances (Detailed or Summary)

4.7.1 Purchase invoice & credit notes

Generates the details or summary of the purchase invoices, opening balances and credit notes raised by the

school.

To generate the report:

1.

Click 'Purchase invoice & Credit Notes’ under the ‘Purchases’ heading on the Reports page.

Purchases

Aged Supplier Balsnce Detailed # | Purchase Invoice & Credit Notes #  Purchase Price History

Aged Supplier Balance Summary Purchase Invoice Detailed Supplier Activity

Batch Invaice Print Purchase Order Report Supplier Statements

Bank Recondliation % Payments Report % Recelpts Report *

Reports screen
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On the Purchase Invoice & Credit Notes Report page, enter the criteria as per the following. All fields are optional. If
you do not specify any criterion and retain the default settings, the details of all invoices will be shown.

28
Overview
Purchase Invoice & Credit Notes Back
o]
Customers
B DATE FROM DATETO TvRE DOC. NO. START DOC. HO. END oER
Furchasss & fom & o @ « | From To
-
o
e m Advanced Settings

Purchase invoice & credit notes reports screen

Field Description

DATE FROM Specify the starting date in the time range.
DATE TO Specify the ending date in the time range.
Select the type of report you want to generate, for example, Invoice or Credit

TYPE
Notes. Note that the report heading changes based on the selection.

DOC. NO. START Document number starting range. You do not need to complete this.

DOC. NO. END Document number ending range. You do not need to complete this.

DEP Department. Leave BLANK for all school invoices/credit notes.

4.7.2 Supplier statements

Generates supplier statements based on the criteria you specify and the information entered on the system.

1. Click ‘Supplier Statements’ under the ‘Suppliers’ heading on the Reports page.
2. Enter the details as required.

3. Click “Run” to generate the report.

4.7.3 Supplier Activity

Generates a summary of supplier accounts.

1. Click ‘Supplier Activity' under the ‘Purchases’ heading on the Reports page.

Purchases

‘

Aged Supplier Balance Detailed * | Purchase Invoice & Credit Notes * | Purchase Price Histary
Aged Supplier Balance Summary Furchase Irvnice Detailed Supplier Activity *

Batch Invoice Print Purchase Order Report Supplier Statements. *

Bank Reconcil liation % Payments Report *  Receipts Report *
=
Reports screen
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2. Onthe Supplier Activity Report page, enter the criteria as per the following. All fields are optional. If you do
not specify any criterion and retain the default settings, the details of all invoices will be shown.

Field Description

DATE FROM Specify the starting date in the time range.

DATE TO Specify the ending date in the time range.

SUPPLIER EROM If you.wan’F tc? review the report within a range of specific suppliers, specify the first
supplier within the range.

SUPPLIER TO If you.wan’F tc? review the report within a range of specific suppliers, specify the last
supplier within the range.

DEP Department. Leave BLANK for all school invoices/credit notes/payments.

e Supplier Activity

DATE FROM

Purchasss E o1/05/2023

3 =3 B3 B3

DATETO SUPPLIER FROM SUPPLIER TO e

= 3107203 8| | From Q|| To @

[Cran | rovorce e

Supplier activity report

3. Click ‘Run’ to generate the report.

4.7.4 Aged

supplier balances (detailed or summary)

Generates supplier balances at frequencies of 30 days such as 30, 60, 90 and so on.

1. Click ‘Aged Supplier

Balances’ under the ‘Purchases’ heading on the Reports page.

Aged Supplier Balance Detailed
Aged Supplier Balancs Summary

Batch Invoice Print

Purchases ~

* | Purchase Invoice & Credit Notes * | Ppurchase Price Histary
Furchase Invoice Detsiled Supplier Activity *

Furchase Order Report Supplier Statements *

Aged supplier balances reports

2. Onthe Aged Supplier Balances (detailed or summary) report page, enter the criteria as per the following.
All fields are optional. If you do not specify any criteria and retain the default settings, the balances for all

suppliers will be shown.

Field Description

DATE TO Date on which you want to view the report.
SUPPLIER FROM If you.wan’F to' review the report within a range of specific suppliers, specifiy the first
supplier within the range.
SUPPLIER TO If you.wan'F tc? review the report within a range of specific suppliers, specifiy the last
supplier within the range.
If you tick this, the DATE TO field is disabled and the report shows the supplier balance
CURRENT AGING
on the current system date.
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o=
£

Ovenview
=
Customers
Purthases.

-
i

Banking

General
Ledger

Aged Supplier Balance Detailed

DATETO

E 31/07/2023

SUPPLIER FROM

From

3 3 3 e

SUPPLIER TO

al Q

Currant Aging

[Cun [ rovrce e

Aged supplier balances report screen

3. Click ‘Run’ to generate the report.

Aged Supplier Balance Detsiled
CAC Demo Schoal Date Range: To 31st Jul 2023
Code Name Current Balance 30 days 60 days 90 days 120 days 150 days 180 days
DUNODT Dunne Electrical Lid - 6,000.00 6,000.00 - - - - -
Date Type Inv. No. Ref. No. Met VAT Gross Dutstanding
220062023 Invoice 324 4,000.00 - 4,000.00 4,000.00
29062023 Invoiee 327 2,000.00 - 2,000.00 2,000.00
Totals: 6,000.00 - 6,000.00 6,000.00
EGADOT Egan Bus Co 600.00 600.00 - - - - - -
Date Type Inv. No. Ref. No. Met VAT Gross Dutstanding
15072023 Invoice INV 4569 £00.00 - £00.00 600.00
Totals: 600.00 - 600.00 £00.00
MCBOD1 McBreen Enviranmental - - - - - . . -
MCBO01 McBreen Enviranmental - - . . . . . .
RCTO01 RCT Test Co - . . . . . . .
RCTO01 RCT Test Co - . . . . . . .
STADOT Stacked Office Supglies 46500 330.00 300.00 165.00 - - - -
Date Type Inv. No. Ref. No. Met VAT Gross Dutstanding
ODE2023  Invoice SH4TESE OB 32000 - 320,00 185.00
16062023 Invoice SI45678 B85.00 - 895.00 300.00
18072023 Invoiee STK457E 465.00 - 485.00 485.00
Totals: 1,680.00 - 1,680.00 830.00
Totals: €1,065.00 €7.530.00 €6.300.00 €165.00 - - - -

Sample aged supplier balances detailed report
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Bank payments

Recurring payments
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Bank Reports
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Section 5: Banking module

5.1 The banking menu

To help you to manage and maintain all school bank accounts, when you click ‘Banking’ on the menu the following

list of relevant options will appear

5 bbiontons

E Overview

€0.00 €0.00 €1,000.00 €311,718.00 €13,350.00 €165.00
saLts - Jun cns an TURNGVER YTD creormons

—r.. Y - | S
S .
-

€150

Overview screen
37 Need Help?
b Brightsooks
2 Banking
Overview
Bank Accounts  Receipts  Paymems  BankReconciliation  Bank Feeds
2
Customers.
Bank Accounts Heow to add Bank Accounts & Connect for Automatic Feeds ? € m
E
Purchasas
i
o DSP School Meal Bank — Adult Education Account -
Banking Account 111 . 11
B
General
@

CRM

Banking menu

Bank Accounts

Shows all nominal bank and cash accounts that have been set up on the system

Receipts

Record details of Department of Education and Skills grants, school generated income
and other school income

Payments

Record school payments made by cheque, direct debit, EFT etc.

Bank Reconciliation | Match the activity on your bank account record to those on your bank statement.

Bank feed

This allows for the import of bank feeds or statements from linked bank accounts.
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5.2

Receipts

To record a bank lodgement or cash receipt:

1. From ‘Banking’ > select ‘Receipts’.

2. Click the ‘Quick Receipt” icon to record a receipt/lodgement.

:{ Need Help?

it bBrightBooks

EH] Banking
Overview
Bank Accounts Paymenis  BankReconciliation  Bank Feeds

@
Customers.
€0.00 €214,350.00 €0.00
Eéj MONTH TO DATE YEAR TO DATE UNALLOCATED
Purchases

- . :
A Receipts Receipt v

ganking
= m s & m e
General
Ledger Date + Doc. Mo Ref No. Customer/Paid by/Notes Bank Amount Discount Allocated
(] 30Apr2024 RCPT13* Cash Chiris McClosky Current Account 2,350.00 0.00 Yes
cRm -
01Apr2024 RCPT12%  Cash101 Mock Exarms Current Account 000.00 0.00
= 2710 -
Reparts
f3EehoM34  BrpTES EET a4 s bdnien nenmp A Ediesrin  sonnann non

The following screen will appear:

il Need Help?

it [yBrightBooks

B
Overview Quick Receipt

=
BANK ACCOUNT LODGEMENT No. LODGEMENT DATE
Customers

B

Purchases

1800 Current Account 1 hd 28/06/2024

Date Payment Type DEP Ref. No. Customer Notes/Narrative Amount VAT Code VAT Nom.Cade KY

W B2 Cash V| AOD v - Q 0.00  Z0.00% (Zer v 0.00 Q

Banking

o)

General
Lecger

2=

o
g

D

Reparts

Add-ins

(=] = (= =) (===

Quick receipt screen

3. Fillin the details:

Field Details

Ensure you have select the correct bank account for which the receipt relates to.

The default bank account will be selected; if you are lodging the receipt to a different
Bank Account . L .
bank account then you can select another by simply clicking on the dropdown list and

selecting another account.

Date Date of receipt.
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Field Details

Payment Type Select the type of receipt i.e. cash, cheque, EFT etc.
DEP The department. If this is a customer receipt (i.e. payment on an invoice recorded) you
can skip over the DEP field.
Ref No Reference number if applicable.
If this is a customer receipt, select the customer from whom you received the payment,
Customer: from the lookup (magnifying glass) or enter their code, if you know it. If you have not

recorded an invoice for this receipt on the system leave this blank.

Notes/Paid by

You can enter details of the receipt in this field e.g. government grant, insurance claim,
voluntary contribution, etc. If you have selected a customer this will default to the
customer name selected.

Amount: Enter the amount of the receipt

These will be zero unless you have selected a customer in which case these fields will
VAT Code and VAT: ,

disappear.

Enter the nominal account code you wish to analyse the receipt into. In the case of a
Nom. Code customer receipt this will default to the customer ledger control account nominal code

1700.

4. Move on to the next line to enter another receipt.

5. Click ‘Save'.

For customer receipts see also Section 3.3 Add a new customer receipt.

Recurring receipts

Where there is an agreement in place for someone (customer or not) to pay you on a recurring weekly or

monthly basis you can set this up as a recurring receipt.

1. From ‘Banking’ > select ‘Receipts’, then “Recurring receipts” from dropdown menu.

it bBrightBooks
28 Banking
Ovenview
Bank Accounts Receipts
o)
Customers €0.00
MDNTH To DATE
E] i
Purchases
= .
it Receipts
Banking
-
General
Ledger Date ~ Dac. No.
@ 304pr2024  RCPT13+
=
01 Apr2024 RCPT12+
=

Payments

Ref. No. Customer/Paid by/Nates. Bank Amount

Casn Cnvris MecClosky

Cash 101

:{ Need Help?

Bank Reconciliation Bank Feeds

€214,350.00

YEAR TO DATE

€0.00

UNALLOCATED

Filter Receipt

Receipt
Search Q Lodgement
Recurring Receipt
Qiscount Anocatea

Current Account 2,350.00 000 Yes

Mack Exams Current Account 1,000.00 0.00

Recurring receipts on dropdown menu
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2. The following screen will appear. Click ‘Add'.

wee 21 Need Help?
55 bBrightBooks
28
Recurring Receist ) «| [ searen a
2
Customers.
NextDate = Code Customer Frequency Status Net VAT Gross
g
-
o
Banking
Recurring receipts

The following screen appears:

oo 31 Need Help?
it [yBrightBooks
28
ez Recurring Customer Receipt
2
Customers.
Customer x
g Ifthe G er exists and you know their code. typeiit here. Otherwise. diick the lookup button to select
Purchases PAYMENT DETAILS BANK DETAILS
o cusTomER PAID BY BANK ACCOUNT
Bariding > ~ 1800 Current Account 1 v
B AMOUNT PAYMENT TYPE REF. NUMBER ' Auto Allocate
General Casn v
Ledger
o
(5 AOD - All other departments v
CRM
= RECURRING INFORMATION
Repoms
RECURRING REPEAT EVERY STARTS 0N NEXT DUE STATUS EnDS
==3
ELl Weekiy v v = % Generate v Never v
Add-ins
Amount Left to Allocate: 0.00

Recurring customer receipt

3. Under the Payment Details heading, select the appropriate customer (if applicable), enter the agreed amount
to be paid (each month/week), enter the payment type, a reference number (if required), tick the ‘Auto
Allocate’ checkbox if you want the system to allocate the receipts against the oldest invoice in the system or
leave it un-ticked if you want to allocate the receipts against the invoices yourself at a later stage.

Under the Bank Details heading select the bank account that the receipt will be lodged to (using the
dropdown arrow).

Under the Recurring Information heading enter the recurring frequency of the receipt (Weekly/Monthly or
Yearly), then repeat e.g. every 2 weeks or every 6 months (1-30), enter the ‘Starts On’ date (the date the first
receipt is to start on) and the ‘Next Due’ date (these will be the same on setup), set the Status (Generate/On-
Hold/Closed) and set ‘Ends’ (Never, Number or Date) and specify the Number or Date depending on which is
selected.

If it is a non-customer receipt you will also need to enter the gross amount of the receipt, the nominal code
and the department. The VAT code should default to 0%.
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PAYMENT DETAILS

CUSTOMER PAID BY

Q Ann Other

BANK DETAILS

BANK ACCOUNT

1800 Current Account A

AMOUNT PAYMENT TYPE REF. NUMBER Auto Allocate
500.00 Cash ~ Hall 5
RECURRING INFORMATION
RECURRING REPEAT EVERY STARTS ON NEXT DUE STATUS ENDS
Weekly T 1 4 £ 5] Generate L Never 4
Gross Amount VAT Code VAT Amount Nom. Code Description DEP
500.00| | Z0.00% (Zero) g 0.00 [3350 Q| | Hire of Facilities Rental Income AQD v

Non-customer receipt

4, Click ‘Save'.

5. Click ‘Open’ from the inline submenu to make changes to recurring receipt or click ‘Delete’ to delete it altogether.

inline submenu.

@ You can also make any previous receipt entered into the system a recurring entry
by finding the receipt in the listing and clicking the ‘Make Recurring’ option in the

Generate recurring receipts

1. From ‘Banking’ > select ‘Receipts’, then “Recurring receipts” from dropdown menu.

2. Select the ‘Generate’ icon, the following screen will appear:

e :{ Need Help?
it bBrightBooks
28
Ovenview 5 .
Recurring Receipts Generate
@
Custamers
MextDate v Code Customer
01 5ep 2024 1ANOOY lan Redpath
Purchases = -
-
s 015ep 2024 HEADOT Health Slater
Sanking No. Posted: 0
e 1-20f2 Records
General
Ledger
@
CRM
=
Reparis
2o
o
Add-ins

All2) - Search Q
Frequency Status Met VAT Gross
1-Monthly Generate 500.00 0.00 500.00
1-Monthiy Generate 300.00 0.00 300.00 ()
remsreroge [ ] [E1]

Generate recurring receipts

3. The receipts that would be generated, based on the recurring entries setup, up to today’s date, will be listed.
You can change that date by clicking on the calendar icon ‘Generate Recurring Receipts Up To’ field, then click

‘Update List'.
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4. The last column has an ‘Action’ heading; it will default to ‘Generate’. You can change the ‘Action’ per transaction. This
is a loop, if the action is set to ‘Generate ' and you click it, it will toggle through to On Hold/Closed/Skip and
back to ‘ Generate'.

The summary values at the bottom of the page, indicating the value of the receipts that will be generated, will
be updated as you toggle through different actions.

If you put receipts on hold you will see the ‘Total Receipts to be generated (Generate)' update.

5. Afterreviewing thelist and when you are happy to create all the receipts listed, click the ‘Generate’ icon at the
bottom of the screen.

6. Once you have generated some recurring receipts you will then have another icon on the inline sub-menu;
‘History'. If you click the ‘History’ icon you will see the list of individual receipts generated for the specific
recurring receipt.

In the list of receipts they will have a Receipt number followed by an ‘R

5.4 Bank payments
To post a bank or cash payment:

1. From ‘Banking’ > select ‘Payments’.

i Need Help?

it [yBrightBooks

EE] Banking
Overview

Bank Accounts  Receipts Bank Reconciliation  Bank Feeds

@

Customers
€4,550.00 €6,572.00 €6,270.39

E% MONTH TO DATE YEAR TO DATE UNALLOCATED
Purchases

-

A Payments Payment
Banking

B B3 a [ new [ cuickpeymen Create SEPA File
General

Banking payments on menu

2. The following screen will appear. Click ‘Quick Receipt'.

37 Need Help?
i bBrightBooks
Bk Banking
Overview
BankAccounts  Receipts  Payments  Bank Reconciliation  Bank Feeds
@
Customers.
€4,550.00 €6,572.00 €6,270.39
MONTH TO DATE YEAR TO DATE UNALLOCATED
B
Purchases
-
B paymens e
Banking
B m Search Q m Quick Payment Create SEPA File
General
Ledger Data = Doc N Baf N Bank it D llocated

Payments quick add option
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The following screen appears:

il Need Help?

it [BrightBooks

Date Payment Type

m B2 Cash

v AOD w

DEP Ref. No. Supplisr Netas/Payee Amount VAT Code VAT Nom.Code L)

0.00 | Z0.00%(Zer v 0.00 Q

3. Fillinthe details:

Quick payment screen

Field Details

Ensure you have select the correct bank account for which the payment relates to. The
default bank account will be selected; if you are making a payment from a different
Bank Account . . .
bank account then you can select another by simply clicking on the dropdown list and
selecting another account.
Date Date of payment.
Payment Type Select the type of payment i.e. cash, cheque, EFT etc.
DEP The department. If it is a supplier payment you can skip over the DEP field.
Ref No Cheque number etc. if applicable.
If this is a supplier payment, select the supplier to whom you are making the payment,
Supplier from the lookup (magnifying glass) or enter their code, if you know it. If you have not
recorded an invoice for this payment on the system leave this blank.
You can enter details of the payment in this field e.g. Wages and Salaries, Bank Charges,
etc. If you have selected a supplier this will default to the supplier name selected. You
Notes/Payee .
can also use the lookup (magnifying glass) to select a payee (see below for payee set-
up).
Amount: Enter the amount of the payment.
These will be zero unless you have selected a supplier in which case these fields will
VAT Code and VAT: ,
disappear.
Enter the nominal account code you wish to analyse the payment into. In the case of a
Nom. Code customer receipt this will default to the supplier ledger control account nominal code
2100.

4. You can allocate the payment against an invoice by clicking “Allocation” at the bottom of the screen.
For further information see Section 4.4 Allocating a supplier payment.

5. Click ‘Save’ when you have finished entering payments.
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5.5 Recurring payments

Where there is an agreement in place for you to pay someone (supplier or not) on a recurring weekly or monthly

basis you can set this up as a recurring payment.

1.

From ‘Banking’ > select ‘Payments’. then “Recurring payments” from dropdown menu.

Ce—

Payment
m Quick Payment l Recurring Payment
Amount Discount Allocated
Account 800.00 0.00 Yes

Recurring payments on dropdown menu

2. Click ‘Add'.

3. Under the Payment Details heading, select the appropriate supplier (if applicable), enter the agreed amount

to be paid (each month/week), enter the payment type, a reference number (if required), tick the ‘Auto
Allocate’ checkbox if you want the system to allocate the payments against the oldest invoice in the
system or leave it un-ticked if you want to allocate the payments against the invoices yourself at a later stage.

Under the Bank Details heading select the bank account that the payment comes from (using the dropdown
arrow).

Under the Recurring Information heading enter the recurring frequency of the payment (Weekly/Monthly
or Yearly), then repeat e.g. every 2 weeks or every 6 months (1-30), enter the Start On (the date the first
payment is to start on) and the Next Due date (these will be the same on setup), set the Status (Generate/
On-Hold/Closed) and set the Ends (Never, Number or Date) and specify the Number or Date depending on
which is selected.

If it is a non-supplier payment you will also need to enter the gross amount of the receipt, the nominal code
and the department. The VAT code should default to 0%.
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Recurring Supplier Payment

Start On Date

PAYMENT DETAILS

SUPPLIER PAYEE
Q Ann Other Q

AMOUNT PAYMENT TYPE

REF. NUMBER

200.00 Chegue v 1052

RECURRING INFORMATION
RECURRING REPEAT EVERY STARTS ON NEXT DUE

Weekly v 1 v &

BANK DETAILS

BANK ACCOUNT

1800 Current Account i

Include in SEPA Auto Allocate

STATUS ENDS

s Generate ~ Never v

Gross Amount VAT Code VAT Amount Nom. Code Description DEP
200.00 Z 0.00% 0.00 6010 Secretarial: Wages AOD
Recurring payment

4, Click ‘Save'.

5. Click ‘Open’ from the inline submenu to make changes to recurring payments or click ‘Delete’ to delete it

altogether.

option in the inline submenu.

@® You can also make any previous payment entered into the system a recurring
entry by finding the payment in the listing and clicking the ‘Make Recurring’

Generate recurring payments

1. From ‘Banking’ > select ‘Payments’, then “Recurring payments” from dropdown menu.

2. Select the ‘Generate’ icon, the following screen will appear:

Payment List
SEPAPAYMENTDATE:  GENERATE RECURRING PAYMENT UP TO: sea BANK
28052019 B 27052019 B Non-Seps (13) v
Pt Date code Suppier Recurring
2600272019 fileen 1-Weeky
05/03/2019 Eileen 1 - Weekly
1200372019 fileen 1-Weeity
19/03/2019 Eileen 1 Weekly
26/03/2019 Eileen 1 - Weekly
o2arzong fileen 1-Weekty
09/04/2019 Eileen 1 - Weekly
16042019 fileen 1-Weekty
N
o
0
0
Total Paymants to be generated N
SEPA Payments to be generated: o

13 6.500.00
PAYMENTS. VALUE

Net VAT Gross
500.00 000 500.00
500.00 000 500.00
500.00 o000 500.00
500.00 000 500.00
500.00 0.00 500.00
500.00 000 500.00
500.00 000 500.00
500.00 000 500.00

650000 0.00 6.500.00

0.00 0.00 0.00

000 000 0.00

000 000 0.00

650000 0.00 6500.00

000 000 0.00

Recurring payments

CO TABLE OF CONTENTS
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5.6

3. The payments that would be generated, based on the recurring entries setup, up to today’s date, will be listed.
You can change that date by clicking on the calendar icon ‘Generate Recurring Payments Up To' field, then
click ‘Update List'.

4. The last column has an ‘Action’ heading; it will default to ‘Post’. You can change the ‘Action’ per transaction.
This is a loop, if the action is set to ‘Post’ and you click it, it will toggle through to ‘On Hold/Closed/Skip’ and
back to ‘Post'.

The summary values at the bottom of the page, indicating the value of the payments that will be generated,
will be updated as you toggle through different actions.

If you put payments on hold you will see the ‘Total Payments to be generated’ update.

5. After reviewing the list and when you are happy to create all the payments listed, click the ‘Generate’ icon at
the bottom of the screen.

Once you have generated some recurring payments you will then have another icon on the inline sub- menu;
‘History'. If you click the ‘History’ icon you will see the list of individual payments generated for the specific
recurring payment.

In the list of payments they will have a payment number followed by an ‘R’.

Reconcile bank accounts

It's important that the transactions in your BrightBooks bank accounts match what has actually gone through your
bank account, so that you know your bank balances are correct. This also helps you to ensure you manage your
cash flow effectively.

BrightBooks accounts has a reconcile option within the banking module to help you easily match each transaction
in BrightBooks accounts to your bank statements.

Step1: From ‘Banking’ on the menu select ‘Bank Reconciliation’, the following screen will appear:

wee i1 Need Help?
i bBrightBooks

EE] Banking
Ovanie

Bank Accounts Receipts Payments Bank Reconciliation Bank Feeds

=2

Customers
Bank Reconciliation m Search Q
El
ases

Bank reconciliation

Step 2: Previous bank reconciliations will be displayed, to create a new bank reconciliation, click the ‘New’ icon,
the following screen will appear.
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Banking

Bank Accounts Receipts Payments Bank Reconciliation Bank Feeds Dext Prepare

Bank Reconciliation m New Bank Reconciliation Search

Statement Date Bank Account
Reconciled Date v Bank Account 31/07/2025 ] 1800 Current Account 1 ~ Statement Balance Created By Recon|
19 Nov 2024 1800 Current Account 1 Opening Statement Balance Closing Statement Balance 0.00 Eileen Ahern
19 Nov 2024 @ 11:37 AM
18,000.00 22,000.00
12 Nov 2024 1800 Current Account 1 Notes 20,000.00 Eileen Ahern

12 Nov 2024 © 05:58 PM

30 Apr 2024 1802 Current Account 3 -2,500.00 Eileen Ahern
06 Mar 2024 © 05:57 PM

31 Mar 2024 1802 Current Account 3 -1,500.00 Eileen Ahern
06 Mar 2024 © 06:03 PM

07 Feb 2024 1802 Current Account 3 -500.00 Eileen Ahern
07 Feb 2024 © 02:17 PM

New reconciliation
Note: You will need a Bank Statement in order to be able to perform a bank reconciliation.

Step 3: The statement date will default to today’s date, enter the date that you are reconciling the bank account up
to here.

The default bank account will be selected, select from the dropdown listif you are reconciling a different bank
account.

When you are doing the first bank reconciliation on the system the ‘Opening Statement Balance’ should be zero. It
will be automatically populated in subsequent bank reconciliations from the previous bank reconciliation’s closing

balance.

Enter the ‘Closing Statement Balance’ as you see it on the bank statement. Notes are optional.

Then click ‘Open’.
13 [yBrightBooks

8
Overvien .
Bank Reconciliation Group un-presented Lodgements | S€arch Q
=2
Customers
B 1803 DSP Sehool Meal Bank Aczount 30.n-2024 Bank Recondiliation Complete
Purchases Balance as per BrightBooks on 20/06/2024 g 1
&5 Ealance per Bank Statement 873161
Banking Less un-presented Payments 81200
B Fiuz un-presented Lodgmen: 13.760.00
Geners! Reconciled Balance 21,672.61
Ledger
Difference -12,941.00
@
=
Select All
~ Date = RefNo Lodg No.  Type Description Payments  Receipts  Balance v
e 03Jan-2024 Balance Forward 420933 -
oo Journal 000 1126000 Vi
Add-ins DSP Grant Receipt 000 250000 rd
Inctalmant
May are Payment Marshalls Supermaricet 35400 000 7z
Cash & Carry Fayment 455,00 000 V

Reconciliation Screen
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The Bank Reconciliation screen, below, will open showing all the previously unreconciled payments and receipts
up to the statement date.

The Balance as per BrightBooks accounts on ‘Date’, will show the balance on the account code of the
selected bank account.

The Balance per Bank Statement is as you entered it on the previous screen.

The Un-presented Payments/Lodgements and Reconciled Balance amounts will keep changing as you are
reconciling the individual payments and receipts.

The Reconciled Balance is the Balance per Bank Statement less un-presented cheques plus un- presented
lodgements.

Difference is the difference between the ‘Balance as per BrightBooks accounts on ‘Date” and the ‘Reconciled
Balance’.

The middle section of the screen will show alist of all the unreconciled payments and receipts recorded in the
system, as you see these entries on the bank statement, once the date and amount are verified as agreeing with

the entry to the system then tick the checkbox at the end of the row.

Step 4: Place atick next to the transactions as they appear on the bank statement.

@  CreateNew - Elcac school test | @)
Bank RECOnC"iatiOn Group un-presented Lodgements Search Q
1800 Current Account 30-5ep-2019 Bank Reconciliation Complete
Balance as per Surf Accounts on 30/09/2019 -3,319.00
Balance per Bank Statement -2,719.00
Less un-presented Payments -600.00
Plus un-presented Lodgment 0.00
Reconciled Balance -3,319.00 v
Difference 0.00
Select All
Date ~ Ref.No Lodg.No.  Type Description Payments  Receipts Balance v
214un-2019 Balance Forward 0.00
214un-2019 Payment RCT Test 1,300.00 000  -1300.00 @
01-5ep-2019 Payment Nominal Code Test 650.00 000  -2,602.00 @
01-5ep-2019 123456 Payment Wages 652.00 000  -1,952.00 @
05-5ep-2019 Payment stuff 32.00 000  -2,634.00 @
06-5ep-2019 Payment stuff 85.00 000  -2719.00 @
01-5ep-2019 321654 Payment expenses 600.00 0.00

In the first reconciliation you will need to tick the opening journal first. This is the balance you entered for the bank
at the start of the month.
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e

Bank Reconciliation Group un-presented Lodgements  Ses7Ch Q

B 1802 DSP School Meal Bank Aczount 30Jun-2024 Bank Racondiliation Complete

Purchases Balanze a5 per BrightBooks on 301062024 £73161

k Seazemen

2d Payments 000
B Plus un-presented Lodgment 000

General Reconciled Balance 8,731.61

Difference 0.00

Select All v

= Date v RefNo Lodg.Mo.  Type Description Payments  Receipts Balance v
-

Balance Forward 420333 &

Journal 000 1126000  7.05061

(<]

Receipt 000 250000 353080

<

Payment Marshalls Supermarket 25400 000 919661

AV YR Y

<]

21un-2024  CashCamy Paymen: 465.00 000 &7360

Reconciled transactions

The receipt and payments within bank reconciliations are listed from oldest to newest by default. When you
reconcile (tick) a specific transaction it will move to the top of the list. After that, if you tick any other transactions,
they will also be listed at the top of the list in date order to correspond to your physical bank statement. Any
unticked transactions will be listed at the bottom of the screen also in date order. These represent transactions
entered in BrightBooks accounts that have not yet been declared on your bank statement. These transactions will
also appear in the next bank reconciliation you do.

Note a balance figure appears next to the transaction once it has been ticked. This balance should agree with the
balance on your bank statement at all times.

If you recorded several receipts but they formed one lodgement, then you can opt to show the entry just as one
lodgement by ticking the ‘Group un-presented Lodgements’ checkbox.

If the amount of the transaction is incorrect you will need to go back to the original entry (banking receipt/
payment), open the relevant transaction and change the amount to the correct amount, as appearing on the bank
statement.

If when looking at the bank statement you see additional entries, you will need to save and exit the bank
reconciliation and go to banking receipts/payments and add the new transactions.

Step 5: Once your ‘Balance per BrightBooks accounts’ and your ‘Reconciled Balance’ are the same (the red x

will change to a green tick) and you think it unlikely that any more changes will be required then you can click
the ‘Bank Reconciliation Complete’ checkbox, then click ‘Save'.
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5.7

s (@ htpsy/bosksbrightsgcom
Edit Bank Recondiliation Form | BrightBooks

i1t (BrightBooks 2 Need Help?

Bank Reconciliation Group un-presented Lodgements | Search Q
©
ustomers
= Schoo! Meal Bank Account 30un-202 | Bank Reconailiation Completa
Purchases  BrightBooks on 30/052024
i 873161
Saning 200
oo
eral Reconciled Balance 873161 v
Difference 0.00
s3]
crm
Setect All [
=~ Ref Mo Lodg No.  Type Paymen Receipts  Balance
Repors 20838 -
Y 000 1126000  7.05061 -
SIS 000 250000 555061 &
Payment Marshalls Supermarket 35400 000 s1%ser 7
Casn & Camy Payment 6500 000 arsier 7

Completed bank reconciliation

You can save a bank reconciliation part way through and re-open it later to finish the reconciliation.

Once reconciled you can print the bank reconciliation report, export it to excel or to a pdf or email it (with an
attached pdf), by selecting from the options at the top right of the screen.

See 5.7.1 Bank reconciliation report for more on printing the bank reconciliation report.

Bank Reports

Print the bank reports for all bank, credit card and cash accounts at end of each month and file in your bank file.

5.7.1 Bank reconciliation report

1. Click ‘Reports’ on the menu bar.

2. Under the heading ‘Banking’ > click on ‘Bank Reconcilation’.

= Business Selection | Surf Accounts s B oo —

= https;//books.brightsg.com
x o Reports | BrightBooks

L» BrightBooks 12 Need Help?

] Report
Overview

= -

Favourites =

Customers

g Customers 2
Purchases

i

7 Purchases 2
Banking

I

Reports screen
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The following screen opens;

T

28

@

Customers

B Banks J— [R—
Furchazes 1803 D3P School Meal Ba... v | 30/06/2024 Unreconciled -
-
i
"

B

Genral
Ledger

Bank reconciliation report screen

You can also navigate to this screen by going to ‘Bank reconciliation’ under ‘Banking’ on the menu and selecting
‘Print’ from the inline sub-menu for any particular bank reconciliation.

T —

EH] Banking
Overisi
Bank Accounts Receipts Payments Bank Reconciliation Bank Feeds
2
Customers
= Bank Reconciliation m Search Q
Purchases
= Reconciled Date v Bank Account Noes Statement Balance  Craarsd By Reconciled
Baniing 30)un 2024 1803 DSP School Meal Bank Account 873161 Martha Murphy Yes °
03 Jul 2024 0 03:47 AM
—_ 03 Jan 2024 1803 DSP Scnool Meal Bank Account -4,20939  Martha Murphy Open
Ledger 05 Jan 2024 0 0508 PV
print
o 30 Sep 2023 1870 Online Payments Solution Clearing Account 50000 Martha Murphy

Opening bank reconciliation report from bank reconciliation screen

3. Select the report by statement by date, nominal bank code and name. Under report type select
‘Unreconciled’. Then select ‘Run’.

Bank Reconciliation Report
C&C Demo School

1803 DSP School Meal Bank 30-Jun-2024
Account

Balance as per BrightBooks 8,731.61

Balance per Bank Statemant 8.,731.61

Less un-presanied Payments 0.00

Plus un-presented Lodgment 0.00

Reconciled Balance 8.731.61

Date Ref.No Lodg.No. Type Description Paymaents Receipts

Totals: - -

Bank reconciliation report

4. You can print the bank reconciliation report, export it to excel or to a pdf or email it (with an attached pdf), by
selecting from the options at the top right of the screen.
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5.7.2 Receipts report

For a list of lodgements/receipts for each bank/cash account:

1. Goto ‘Reports’ on the menu.
Under the heading ‘Banking’ > select ‘Receipts Report..

Enter the following criteria, as required. Note that all fields are optional. Even if you do not enter any criterion, you
can generate the report based on the default settings.

Field Description

DATE FROM Specify the starting date in the time range.

DATE TO Specify the ending date in the time range.

TYPE E.g. Customer/Non-customer etc. To see a full list of receipt, select ‘All".
PMT. TYPE Payment method. To see a full list, select ‘All".

If you want to view the report within a range of specific document number, specify the
DOC. NO. FROM , . .
first document number within the range. No need to complete this.

DOC. NO.TO If you want to view the report within a range of specific document number, specify the
last number within the range. No need to complete this.
CO-ORDINATOR Select the value. No need to complete this.

BANK Bank account.

DEP Department, leave blank to see all transactions.

4. Click ‘Run'’to generate the report.

il Need Help?

it [yBrightBooks

EE]

Owe .

@
Customers

El ™ wr. v 0. rrom o

Purchases [ . o[ 1o @A v Al w || From To - - -
-

s

Banking m Advanced Settings
B

General

Leager

- Receipts Report

2 ipts Repo

CRM C&C Demo Schoo!

Date Doc.No. Code Name Net VAT Gross

7

Report: Totals

oo

]

wtein

Report generated

5. You can print the report, export it to excel or to a pdf or email it (with an attached pdf), by selecting from the options
at the top right of the screen.
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5.7.3 Payments report

For a list of payments for each bank/cash account

1.

Go to ‘Reports’ on the menu.

Under the heading ‘Banking’ select ‘Payments Report'.

Enter the following criteria, as required. Note that all fields are optional. Even if you do not enter any criterion, you

can generate the report based on the default settings.

Field Description

DATE FROM Specify the starting date in the time range.

DATE TO Specify the ending date in the time range.

TYPE Select the entity for which the receipts were generated. Select All from the dropdown
menu to see all payments.

PMT. TYPE E.g. Supplier payments/Non-supplier payments etc. Select All from the dropdown
menu to see all payments.
If you want to view the report within a range of specific document number, specify the

DOC. NO. START

first document number within the range. You do not need to complete this.

DOC. NO. END

If you want to view the report within a range of specific document number, specify the
last number within the range. You do not need to complete this.

CO-ORDINATOR

Select the value. You do not need to complete this.

BANK

Bank account.

DE

P

Department, leave blank to see all transactions.

4. Click ‘Run’to generate the report.

il Need Help?

it [yBrightBooks

Py
'C&C Demo School

=
Customers
= oate e boc. No. sTART
Purch:
e B e To Al ~ | A From To . .
-
w
s m (e
General
Ledger
@ Supplier/Non-Supplier Payments Report
cRM C&C Demo Schoo!
Date Doc.No. Code Name Net VAT Gross
|7
Reparts 30/06/2023 Pay 1 STADD1 Stacked Office Supplies 1,060.00 1.080.00 .
oo 05/06/2023 Pay2 DUNODT Dunne Electrical Ltd 960.00 - 960.00
22
Addirs 07/07/2023 Pay3 EGAOD! Egan Bus Co 500.00 - 500.00
200772023 Fay4 - Egan Bus Co 600.00 - 600.00
211172023 Fay5 - 18wk 45 MS 22500 - 22500
Pay6 DUNODT Dunne Electrical Ltd 375339 - 375339
Pay7 MARDDT Marshalls Supermarket 456.00 - 456.00
29/09/2023 Fays - Chgs 500.00 - 500.00
-
Report generated

5. You can print the report, export it to excel or to a pdf or email it (with an attached pdf), by selecting from the options at
the top right of the screen.
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5.8 To cancel old cheques

To cancel old outstanding cheques:

1.

Section 5: Banking module

Make a list of the cheques that need to be cancelled. The list should state the cheque / payment reference,

payee, amount, nominal code and department.

Go to ‘Banking’ > select ‘Payments’

Enter the details of each payment on the cancel list as a negative payment.

When reconciling the bank account match the outstanding cheques to the negative payments.

Payments

200.00
-500.00
500.00
500.00
0.00

0.00

Receipts

0.00
0.00
0.00
0.00
50.00

50.00

Select All

Balance

0.00

500.00

0.00

L4

& §EN L1

1|

[

Match negative payments against old outstanding cheques
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FSSU BrightBooks

6.1

Introduction

A general ledger contains all the accounts for recording transactions relating to a school’s assets, liabilities,
revenue, and expenses. The general ledger is the backbone of any accounting system which holds all the financial
data. It is a great place to see information about transactions affecting specific nominal codes. Under the general
ledger section, you can access the chart of accounts.

Within the general ledger module, you can access your chart of accounts, edit nominal codes and enter
journals.

@® From ‘General Ledger’ > select ‘Chart of Accounts’. You will now see the full list of existing nominal/
account codes, their descriptions, and balances for this year and last.

What is a Chart of Accounts?

A Chart of Accounts is a list of accounts used by a school to define each class of item for which money or the
equivalent is spent or received. It is used to organise the finances of the school and to segregate expenditure,
revenue, assets and liabilities in order to give interested parties a better understanding of the financial health of
the entity. These groupings will enable the school to produce an income and expenditure account report i.e. a
report indicating if the school has a surplus of money, if its income is greater than its expenses; and a balance
sheet report i.e. a report indicating whether the school assets are greater than the school liabilities. In order to
achieve this each entry in the system is analysed/assigned to an account code. Each of these codes are referred
to as a nominal code.

Chart of Accounts

Functions you can carry out within the chart of accounts are set out below:

Section 6: General Ledger module

General Ledger

Chart of Accounts Journals VAT Returns. VIES INTRASTAT

=

D et N R - —— <
Furchases

= Code  De prion 004 2023

Banking

xpen

| e

.......

Ledger Department of Education
P - C

o 3020

= 3021

Repes

Chart of accounts views
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6.2

6.3

Section 6: General Ledger module

Print Prints the chart of accounts.

New Create a new nominal account record.

View Opens the period view options.

Budget Opens the budgets window. (Note that the import budget function under settings will

be used to import the annual budget for the school).

Suppress Zero

Tick to suppress all the nominal accounts with zero transactions.

Search

Allows you to search the chart of accounts by name or code.

FSSU Chart of Accounts — Nominal Groups

The chart of accounts is available here.

Creating new nominal codes

To create a new nominal code:

1. Goto ‘General Ledger’ > select ‘Chart of Accounts’

2. Click on ‘New'.

3. Enter the nominal account details as follows:

Account group

You will need to select an account group by clicking on the lookup icon, once you have
selected an account group then the account type will be populated. See Section 6.2
‘FSSU Chart of Accounts — Nominal Groups’ on nominal account groups.

Account code

A unique reference code used to identify the nominal account. You can't change this
once you have saved a transaction. The code must be numbers only and have four
digits. You should allocate a code to a nominal account group with associated accounts.
For example, group all your income nominal accounts within a specific range. This
ensures the nominal account is included and used in the correct financial report.

The name of the nominal account

Description . ) . .
Tip: This appears on all financial reports.
Tick the box if you are setting up a new bank nominal code
Bank Account
If the new account code is a bank account then you need to select the ‘Bank and Cash
Accounts’ account group and then tick the ‘Is this a Bank Account’ checkbox, you will
then see some additional fields.
The additional fields only need to be entered if you are going to use the Bank Feed
Is this a bank Function or the SEPA Payments Function.
account

Bank Feed Type: Click on the dropdown for a list of available bank feeds, select the
feed that your Bank provides.

Currency: Select from the dropdown list the currency for this bank account.
BIC: Enter your banks BIC code (Bank Identifier Code: available on your bank
statement).

IBAN: Enter your bank account IBAN (International Bank Account Number: available

on your bank statement)
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Bank Reference Number: Enter your Bank reference number (available on your bank
statement/if applicable).

Advanced

Advanced - unless you are familiar with year-end coding and debit/credits, we
recommend you do not use the advanced settings

Year End Code: If appropriate, enter an account code that the balance on this account
code will transfer into during the year end process e.g. motor vehicles additions to
motor vehicles carried forward. Motor vehicles carried forward itself will not have
ayear-end code as the value will remain as is during the year end. All income and
expenditure accounts are set to year end code of 2710, the retained profit account
code.

Default sign: Select either “Debit” or “Credit” depending on the expected balance

on the account. This generally refers to accounts that may move from their expected
balance e.g. VAT (2260) is normally expected to be a credit, however in some cases or
for some schools the balance on this account is a debit e.g. VAT repayable.

4. Click ‘Save'.

To open/view an account code

Highlight the account row (by clicking on the row anywhere except the ‘blue’ account name), you will see the row

background colour change/highlight. Click the ‘More’ icon and select ‘Edit’, this will allow you to edit the setup of

the account code.

To delete an account code

Highlight the account row, click the ‘More' icon and select ‘Delete’, you will be asked to confirm that you want to
remove the account code, you will not be able to delete an account code if there are transactions on the ledger.

To view an account ledger card

To see the transactions that have been posted to this account code, click the space around the account name/

description (appearing on screen in blue), the ledger card will be displayed, and you will have an option to print

the ledger card and to open the individual entries.
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6.4 Entering a nominal journal

You can use journals to transfer balances between nominal codes. You can also use journals to correct balances if

they don't affect customer or supplier accounts.

Journal transactions are always posted with an equal value in the debit and credit columns, with at least one journal

debit and one journal credit per journal posting.

To post a journal

1. Under ‘General Ledger’' > select Journals' > ‘New’

2. Enter the following information:

Date The date you want to post the journal.
Ref. No A reference for the journal, up to 10 characters.
Type Defaults to Journal'. Other options are ‘Opening Balance’, ‘Accrual’ or ‘Pre-payment’.
Add Attachment Attach a file or enter notes (if applicable).
The nominal account code you want to affect with this part of the transaction. Type in
Code the account code if you know it or click the search (magnifying glass) or type ‘?’ to find
the account code you require.
Lo Having selected the correct account code, the description field will be filled with the
Description . L .
description of the account code, you cannot edit this description.
Notes A description for the transaction
Debit Enter any debit value here.
Credit Enter any credit value here.
Department Select the department to which this journal is to be allocated to

3. Repeat step 2 until you've entered all the lines of the journal. The ‘Total Debit Amount’ and the ‘Total Credit Amount’

should equal one another, if they do not then you will not be able to save and close the screen.

4. Click ‘Save’ when you are finished, you will be brought back to the journal listing screen.

Any journals showing in a red font in the journals listing are not complete and have not been posted to

the general ledger. Any such journals should be completed and saved, or deleted.
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6.5 Posting a VAT journal

Introduction

School boards of management are principal contractors for the purposes of RCT as schools fall within the
definition as defined by legislation “any board or body established by or under statute ... and funded wholly or
mainly out of funds provided by the Oireachtas”.

School boards of management can be involved in a range of activities including:

Construction Projects, Summer Works, Emergency Works, Major Devolved Projects, Additional Accommodation
Schemes as well as day-to-day repairs that bring them within the scope of Relevant Contracts Tax (RCT) and,
consequently, Value Added Tax (VAT).

Journal entries will be used to process the VAT to
BrightBooks accounts

Example

Mr Joe Bloggs has provided electrical repair services to the school for €10,000 and has given an invoice to the
school excluding VAT.

@ The school as principal contractors must pay the VAT to the Revenue and the VAT is
Reverse Vat @13.5% = €10000*13.5% = €1,350

Step 1: Enter the VAT liability using a nominal journal.
1. Goto ‘General Ledger’ > Journals' > and select ‘New'.
2. Enterthe journal details based on the subcontractor’s invoice on which the VAT is due

Debit: The account code as per the expense code used for the original invoice, e.g. Repairs to building and
grounds expense 5310

Credit: VAT control account code 2260

3. Click ‘Save’
Journals
Code x
If the Nominal Code exists and you know its cade, type it here. Otherwise, click the lookup button to select.
JOURNALS DETAILS
uuuuu
Add Actach
05/07/2024 ] Journal v O AddAuachment
Code Description Notes Debit Credit DEP
5310 Repairs to Buildings and Grounds Expense Murphy Electrical 1.350.00 0,00 AOD
2260 Reverse VAT Control Account Murphy Electrical 0.00 1.350.00 AOD
0.00 0.00 AOD
Total Debit Amount 1,350.00
Total Credit Amount  1,350.00
Balance 0.00

VAT journal entry
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Step 2: Record the VAT payment to Revenue:
1. Goto ‘Banking’ > ‘Payments’ > and select ‘Quick Payment'.

2. Enter the payment details and post to nominal code 2260 (VAT control account).

VAT Control Account

The VAT control account records the VAT payable to Revenue on subcontractors and the payments to Revenue.
The balance on the control account is the amount owed to Revenue. To verify the balances owing to Revenue for
VAT:

1. Goto ‘General Ledger’ > ‘Chart of Accounts’.

2. Enterthe nominal code 2260 in the search box to bring up the VAT control account.

The entries in the VAT control account 2260 must be checked and the balance due entered on the VAT 3 form on
ROS and the amount settled with the Revenue on a bi-monthly basis.

6.6 Posting a payroll journal

Journal entries for processing the payroll deductions in
BrightBooks accounts

If you are posting net wage payments directly to the relevant wages cost codes (e.g., Clerical Officer
Wages, Caretakers Wages), it is recommended that you post a payroll journal at the end of the month
to account for payroll-related taxes.

Step 1: Summarise the payroll deductions from the month end payroll reports in the following format:

Category/Department Nominal code | Amount Debit/Credit
Caretakers 5010 € Debit
PAYE/PRSI/USC/LPT

Clerical Officers 6010 € Debit
PAYE/PRSI/USC/LPT

Cleaners 5110 € Debit
PAYE/PRSI/USC/LPT

Study PAYE/PRSI/USC/LPT 4190 € Debit
Total of the PAYE/PRSI/USC/LPT deducted 2250 € Credit
Caretakers ASC 5010 € Debit
Clerical Officers ASC 6010 € Debit
Cleaners ASC 5110 € Debit
Total of the ASC deducted 2230 € Credit

You can record other deductions such as the single public service pension scheme payments or union fees in the
same manner.
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Step 2: Post the journal:
1. Under ‘General Ledger’ > Journals’ > select ‘New'

2. Enterthe information as detailed in your table from above:

JOURNALS DETAILS

DATE REF NO. TYPE

30/04/2024 i APR Pay Tl o ¥ ’A'dd Allachr)n’e’nﬂt

Code Description Notes Debit Credit DEP

5010 Caretaker Wages Expense Caretakers Payroll Taxes Apr 24 257.00 0.00 NTP

6010 Clerical Officers/Secretarial Wages Expense Clerical Officers Payroll Taxes Apr 24 359.00 0.00 AOD

2250 PAYE/PRSI/USC/LPT Control Account Total Payrll Taxes Apr 24 0.00 616.00 AOD

5010 Caretaker Wages Expense Cartakers ASC Apr 24 62.00 0.00 AOD
6010 Clerical Officers/Secretarial Wages Expense Clerical Officers ASC Apr 24 46.00 0.00 AOD

2250 Q  PAYE/PRSI/USC/LPT Control Account Total ASC April 24 0.00 108.00 AOD v

Add New Line Disallow Tax

Total Debit Amount 724.00
Total Credit Amount 724.00
Balance 0.00

Payroll deductions journal entry

PAYE/PRSI/USC/LPT control account

The PAYE/PRSI/USC/LPT control account records the payroll taxes payable to Revenue on wages paid to
employees. The balance on the control account is the amount owed to Revenue.

To verify the balances owing to Revenue for PAYE/PRSI/USC/LPT:
1. Goto ‘General Ledger’ > ‘Chart of Accounts’.

2. Enter the nominal code 2250 in the search box to bring up the PAYE/PRSI/USC/LPT control account.

The entries in the PAYE/PRSI/USC/LPT control account 2250 must be checked to the balance due on the
monthly revenue statements.

Step 3: Once the monthly revenue payment has been processed in the bank account it should match against the
PAYE/PRSI/USC/LPT liability posted. Post the payment to the PAYE/PRSI/USC/LPT control account 2250.

Please contact the FSSU to help you set up the payroll journal, as there are a number of different options and we
will help you find the best option for you.

101



FSSU BrightBooks Section 6: General Ledger module

6.7

6.8

Copy journal function

To copy a journal that has already been posted:

1. From ‘General Ledger’ > select Journals'.
Hover over the journal you want to copy.

2
3. The ‘More’ Icon will appear on the right-hand side. Click on the arrow and select copy.
4. Update the journal with the current details.

5

Click save.

Departments

A department can be used where the school needs to monitor the expenditure of a particular type of grant or
income across a number of different expense headings.

The school must monitor the expenditure of the book grant, supervision and substitution grant, ICT grant and
non-teacher pay grant as these are ring fenced grants i.e. can only be spent for the purpose for which the grant has
been given. A number of other departments have been set up which a school typically wants to track the expense,
example SSSF, TY and Non-Pay Grant. A school can add a department where it needs to monitor the expense of a
particular grant or income within its own school e.g. canteen, breakfast club, adult education.

From ‘Settings’ select ‘Departments’ under the ‘Accounts’ heading, the following screen will appear:

vee . :{ Need Help? N
ee I’ B"ght Books ) Test School Sing
23
Cveiew Departments
(O]
Customers.
Departments Sub Departments
Jse Departments
Purchases 17 Use Department
SHORT LONG
=
iy TITLE
DEP Department
Banking
E COoDE DESCRIPTION DEFAULT
General ® a
Ledger DEPARTMENT 1 AOD All other departrr .
@ DEPARTMENT 2 NTP Nonteacher pay; O 1 Delete
CRM .
=
oo
oo
Add-ins

Departments

There are default departments set up for schools are:
@ Non pay grant (NPG)

® Non teacher pay grant (NTP)

@ SSSF (SSSF)
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Transition year (TY)

Supervision and substitution (SS)

o
o
@ Book grant/rental (BGR)
@ ICTgrant (ICT)

]

All other departments (AOD)

To add more departments:

1. Click the ‘Add’ icon (at the bottom left of the screen) and scroll to the bottom.
2. Entering a code and description.
3. Click‘'Save'.

Every transaction entered on BrightBooks accounts has to have a department reference. The default department
is AOD.

Department Reports

Click on ‘Reports’ and select the report you wish to print, for example the general ledger account details report or
income & expenditure report.

Click on the drop-down arrow under ‘DEP’ to select the department for which you want to run the report. Then
click on ‘Run’ to generate the report.

PERIOD FROM PERIOD TO DEP

& jan202 +  Feb2024 . v

All m Advanced Settings

AOD

BGR

Income & Expenditure NPG

Department selection for reports
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7.1

7.2

Lock period date

Once you have produced your monthly reports in BrightBooks accounts, you can prevent transactions from being

posted before a set date, which means that no more transactions can be posted back into earlier months.
For further information on this feature, see Section 1.5.2 Accounting periods.

Board of management and finance sub-committee re-
ports

Afull set of reports should be generated at least 3 days before the scheduled board meeting. The following reports
must be printed or saved as PDF documents every month and filed in the monthly management report file.

The following reports and supporting documentation should be provided in advance to the finance sub-committee:

® N o o p wbhd=

©

10.
11.
12.
13.
14.
15.
16.
17.

Balances on all school bank accounts

Bank reconciliation statement for each bank account including outstanding payments/receipts
Payments and receipts listings for each bank account

Income and expenditure account showing actual versus budgeted figures

Balance sheet

List of all creditors/outstanding invoices/accruals

Supplier invoices and statements since the last committee meeting

Summary of income/grants received in advance for the next school year

List of prepayments

Gross to net payroll reports since the last committee meeting

List of employees showing their approved gross annual/weekly/monthly/hourly pay
Capital income and expenditure account report

Bank Statements

Credit card statement and supporting documentation approved by the chairperson.
Nominal/general ledger activity report

RCT & VAT returns since last committee meeting

FSSU Financial Guidelines issued since last committee meeting

The following reports should be provided to the board of management:

N o g s e dhd=

Balances on all school bank accounts

Bank reconciliation statement for each bank account including outstanding payments/receipts
Income and expenditure account showing actual versus budgeted figures

Balance sheet

List of all creditors/outstanding invoices/accruals

Summary of income/grants received in advance for the next school year

Capital income and expenditure account report
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Section 7: Monthly reports

7.2.1 Bank account balances

A list of all the schools’ bank accounts together with their balances.

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

Field Description

Specify the starting date in the time range, for the board of management report always
PERIOD FROM ,
print from September.

PERIOD TO Specify the ending date in the time range i.e. the current period you have reconciled.
ACCT. CODE FROM | Specify the nominal code for the first bank account in your chart of accounts.

ACCT. CODE TO Specify the nominal code for the last bank/cash account in your chart of accounts.
DEP Select the department you want to print, for the board of management report leave

blank.

7.2.2 Bank reconciliation statement

The bank accounts must be reconciled each month and the bank reconciliation report printed for each account.
Copies of the bank reconciliation reports must be included as part of the reports for the board.

1. From ‘Reports’ > the following screen will appear:

3
E]

General Ledger

Audit Trail

LR

Balance Sheet

§ o

4

Budget Details

Budget Periodic Comparison

General Ledger Account Activity

Income&Expenditure

CRM

Income&Expenditure - Periodic

* Intrastat Details

Journal Listing

055 Sales VAT Report

Return of Trading Details

*  Trial Balance

Reports screen

Trial Balance - Formatted

Trial Balance - Periodic

VAT Return

VIES Details

Yearly Budget Comparison

) 30 Need Help? -
(51 bBrightBooks I © 08 0@ | s
% Report
Overview
O] ,
Favourites
Customers
8 Customers
Purchases
o
- Purchases
Banking
B Banking
General
Ledger
® Bank Reconciliation Payments Report Receipts Report
@

106



FSSU BrightBooks Section 7: Monthly reports

2. Select ‘Bank Reconciliation’.

BANKS STATEMENTS REPORT TYPES

1800 Current Accou... v 13/06/2024 ~  Unreconciled v

Bank Reconciliation Report
Test School Sinead

Date Ref.No Lodg.No. Type Description Payments Receipts

Totals:

Bank reconciliation report screen

3. Select the report by the statement date, bank nominal code and name and under report type select
‘Unreconciled’. This will show a summary of the bank reconciliation along with any unreconciled payments/

receipts.
Bank Reconciliation Report
Eileen's School
1800 Current Account 31-Mar-2019
Balance as per Surfaccounts 206,855.00
Balance per Bank Statement 213,055.00
Less un-presented Payments -6,200.00
Plus un-presented Lodgment 0.00
Reconciled Balance 206,855.00
Date Ref.No Lodg.No. Type Name Payments Receipt
17/03/2019 Payment Top il 700.00 -
04/02/2019 Payment EA 500.00 -
04/02/2019 Payment 5,000.00 -
Totals: €6,200.00 -

Bank reconciliation report

7.2.3 Payments and receipts listings for each bank
account

For a list of payments for each bank account go to ‘Reports’, and ‘Payments Report’ under the ‘Banking’
heading.

For a list of lodgments for each bank account go to ‘Reports’, and ‘Receipts Report’ under the ‘Banking’
heading.

For further information on bank reconciliation, receipt and payments reports see Section 5.7 Bank reports.
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7.2.4 Income and expenditure account

The income and expenditure account summaries the school’s activity for the period specified in the report.

1. From ‘Reports’ > under the ‘General Ledger’ heading select 'I&E Report'.

2. For this report we suggest for the following heading layout: Code > Description> Current Period> Budget>
Variance >Comp.balance

3. Ifyou don't have these headings, you can edit as follows:

@® Underneath the criteria selection, go to Advanced settings,

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

Purchases B 01/09/2024 B 31/05/2025 oAl - All - From To 1800 Current... . All -
.
s

Banking m Advanced Settings
IE]

@ On the screen that opens here the column order is given, the list on the left are those excluded from the
report and the list on the right are included.

Advanced Settings x
COLUMN ORDER
Exclude Include
LodgNo. “ | Dae -
ype RefMo.
Notes DocNo.
Allocated Code ]
Ourstanding G] Name
Discount Nominal Code
VAT Code Mominal Desc.
VAT Rate hd Department hd
SORTING FEATURES
1. None - Total QOurstanding Only
Show Splits RCT Onk
2. None - Total  Show Spl ny
Total Only

® To move headings from one side to the other highlight the name then click the arrow in the middle to
move on or off the column you want.

@ To change the order of the titles, highlight the title and then with the arrows at the bottom move the title to
the order recommended - then click “update” to finish. The screenshot below is the layout on the report
that will be produced.

4. Select the report criteria:

Field Description

Specify the starting date in the time range, for the board of management report always
PERIOD FROM pecity 9 9 9 P Y
print from September.
PERIOD TO Specify the ending date in the time range i.e. the current period you have reconciled.
DEP Select the department you want to print, for the board of management report leave
blank.
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7.2.5 Balance sheet report

The balance sheet report is a snapshot of the school’s financial position at a single point in time.

1. From ‘Reports’ > under the ‘General Ledger’ heading select ‘Balance Sheet Report'.

2. Select the report criteria:

Field Description

Specify the starting date in the time range, for the board of management report always
PERIOD FROM pecify ng cate fnfhe fime fang 9 portalway
print from September.
PERIOD TO Specify the ending date in the time range i.e. the current period you have reconciled.
Select the department you want to print, for the board of management report always

DEP

leave blank.

7.2.6 Aged supplier/creditor balances

Schools using the purchases module should print an aged creditors report at the end of each month. This
generates supplier balances at frequencies of 30 days such as 30, 60, 90 and so on.

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

Report

Favourites

Customers

Purchases

[Aged Supplier Balance Detailed ] *  Purchase Invoice & Credit Notes % Purchase Price History

Aged Supplier Balance Summary *  Purchase Invoice Detailed Supplier Activity *

Batch Invoice Print Purchase Order Report Supplier Statements

Banking

Reports screen

2. Onthe Aged Supplier Balances report page, enter the criteria as per the following. All fields are optional. If
you do not specify any criterion and retain the default settings, the balances for all suppliers will be shown.

Field Description

DATE TO Date on which you want to view the report i.e. the current period you have reconciled.
SUPPLIER FROM If youlwan’F t? review the report within a range of specific suppliers, specifiy the first
supplier within the range. Leave blank for the board of management report.
SUPPLIER TO If youlwan’F tc? review the report within a range of specific suppliers, specifiy the last
supplier within the range. Leave blank for the board of management report.
If you tick this, the DATE TO field is disabled and the report shows the customer balance
CURRENT AGING
on the current system date.

3. Click ‘Run’ to generate the report.
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7.2.7 Other reports

List of Accruals

Section 7: Monthly reports

Alist of any expenses that have been incurred by the school, but the invoice has not yet been received/recorded
on the system. This report will need to be produced manually, not by the BrightBooks accounting package.

Prepayments

Alist of monies paid in advance must be listed e.g. Insurance. This report will need to be produced manually, not

by the BrightBooks accounting package.

Income received in advance

Many schools request advance payments from incoming first year and other students.

Detailed records must be maintained, and a summary of the advanced income prepared for the board.

Capital income and expenditure account

A manual report for any capital expenditure programs the school is running, e.g.:

Buildings Projects Report

| School Name Insert name here

| Roll Number 12645)

| Project description Building project
Date 31/12/20XX

3900 |Department grants

I 3901 |Fundraising Income

3903 | Trustees/Patron contribution

3902 Parents Funding

Past Pupils Union contribution

3907 | Donations

Restricted /Designated Funds

3904 |Other (sports grant, lottery etc.)

3940/ Professional Fees

[=Hi=Ri=Hi=Ni=Ni=]

3940 |Building Contractor bills

3940 |RCT/VAT payments

1420 |Furniture and Fittings

1460 |iCT (including wifi)

3940|Insurance

3940 |Building Bond

3940 |Retention payment

3940| Other

l=Ri=Ril=Ri=Hi=Hi=Ri=NHi=N|=]

CQ TABLE OF CONTENTS
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7.3 Other financial reports

Section 7: Monthly reports

In order to assist you in understanding the figures further the following reports can be of assistance.

7.3.1

Trial balance

The trial balance is a list of all nominal accounts that have a balance at the period date requested. It is a checking

report and its main purpose is to make sure that the sum of all debit balances equals the sum of all credit

balances.

The trial balance report can be found on the ‘Reports’ page under the ‘General Ledger’ heading.

Simple Trial Balance Report
Date Range: 1st Sep 2019 To 31st Aug
2020
Code Description Debit Credit
3010 Mon Pay Budget 450.00 -
3150 Book Grant - 8,000.00
3310 Transition Year Students - 15,760.00
3335 Classroom Books - 21,100.00
3350 Hire of Facilities Rental Income - 33,000.00
4730 School Books 100.00 -
5510 Heating 800.00 -
6250 Telephone - 100.00
6500 Travel and Subsistence 1,000.00 -
1800 Current Account 219,255.00 -
1950 Cash Control Account - 150.00
2100 Purchase Ledger Control - 7,513.81
2200 Met Wages Control 625.00 -
2250 PAYE/PRSI Control 3,500.00 -
2260 WAT Control Account - 5,971.14
2700 Retained Surplus - 5,256.50
2710 Surplus Brought Forward - 123,878.55
2711 Reserve BGR - 5,000.00
Totals: €225,730.00 €225,730.00

Trial balance report

If the totals on your trial balance do not balance this may indicate that your data is corrupted. Call BrightBooks

support if this is the case.
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7.3.2 General ledger account activity

Section 7: Monthly reports

The general ledger accounts activity report lists all the nominal codes showing the balances and all the transactions

that make up these balances for the dates selected.

The general ledger accounts details report can be found on the ‘Reports’ page under the ‘General Ledger’

heading.

In Advanced settings you can select whether you wish to include balances brought forward by ticking the Show

balances brought forward box.

ACCT. CODE FROM
~ | | 2700 Advanced Settings
COLUMN ORDER
Exclude

Ref.MNa.

Product

Period
Customer Code
Supplier Code
Sub Department

Type
SORTING
1. None

2.| Mone

Total Only

ACCT. CODE TO

Total

Total

S o e o

v|‘ V|

Include

Code

Date
Doc.Ne.
Type
Department
Details
Debit

Advanced Settings

Date Range: 1st Sep 2019 To 30th Sep 2019

Credit
Debit

Credit Balance

FEATURES

Suppress Zeros

+| Show Balance Forward

Show Opening Balance Journals

General ledger account details report advance settings

7.3.3 Audit trail report

The audit trail is a list of all transactions entered into BrightBooks accounts. To run the audit trail report in the
‘Reports’ module, under the ‘General Ledger’ header select the ‘Audit Trail Report'.
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7.4 Report checklist

Section 7: Monthly reports

Listed below are reports that you should use regularly. You will find these in the ‘Reports’ module.

Banking reports

Receipts report

2. Payments report
3. Bank reconciliation report
General Ledger Reports | 1. Trial Balance
2. General ledger accounts activity
3. Income & Expenditure
4. Balance Sheet
5. Trial Balance - Formatted
Purchases /Supplier/ 1. Purchase invoice & credit notes
Creditor Reports 2. Supplier activity (tick all transactions in Advanced settings)
3. Aged supplier balance detailed
4. Aged supplier balance summary
Customer Reports 1. Sales invoice &credit note
2. Customer activity (tick all transactions in advanced settings)
3. Aged customer balance detailed
4. Aged customer balance summary
Finance sub-committee 1. Balances on all school bank accounts
2. Bank reconciliation statement for each bank account including outstanding
payments/receipts
3. Payments and receipts listings for each bank account
4. Income and expenditure account showing actual versus budgeted figures
5. Balance sheet
6. List of all creditors /outstanding invoices/accruals (mix of manual and
system reports)
7. Supplier invoices and statements since the last committee meeting
8. Summary of income/grants received for next school year (prepare manually)
9. List of prepayments (mix of manual and system reports
10. Gross to net payroll reports since the last committee meeting (payroll
system)
11. List of employees showing their approved gross annual/weekly/monthly/
hourly pay (prepare manually/payroll system)
12. Capital income and expenditure account (prepare manually)
13. Bank Statements
14. Credit card statement and supporting documentation approved by the
chairperson.
15. Nominal/general ledger activity report
16. RCT & VAT returns since last committee meeting
17. FSSU Financial Guidelines issued since last committee meeting
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Section 7: Monthly reports

Board of Management

~N o

Balances on all school bank accounts

Bank reconciliation statement for each bank account including outstanding
payments/receipts

Income and expenditure account showing actual versus budgeted figures
Balance sheet

List of all creditors /outstanding invoices/accruals (mix of manual and system
reports)

Summary of income/grants received for next school year (prepare manually)

Capital income and expenditure account (prepare manually)

Year End Reports

—_

© © N o o &~ w N

Trial Balance

General ledger accounts details

Audit trail

Income & Expenditure

Balance sheet

Bank reconciliation report (with unreconciled transactions)
Receipts and payments reports

Aged supplier balance detailed

Aged customer balance detailed (only for schools using the Customer
module)
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FSSU BrightBooks Section 8: Year end procedures

8.1

Introduction

BrightBooks accounts works on a 12 month accounting period, referred to as the financial year. This was entered
when the school was set up.

It is very important to make sure this date is correct, when you record transactions, their values update to an
accounting period on your nominal accounts based on your financial year date and the transaction date.

At the end of the 12 month period you run the year-end to change this date for the new financial year.
BrightBooks accounts allows for two financial years to be open at a time, therefore you have up to twelve months
after your financial year end to run the year-end process.

Preparation for year-end

Before running your year-end, you should post all day-to-day transactions for the year. This ensures that your
management reports and year end postings are as accurate as possible.

Enter all payments and receipts.

Reconcile all bank accounts.

Enter all purchase invoices and credit notes.

Correctall errors.

All year-end adjustments should be posted (Income received in advance etc.)

All balances should be reviewed and agreed.

Confirmed with the external school accountant that all adjustments are completed.

Print out your financial reports:

Reports To run reports

Trial Balance Click ‘Trial Balance' under the ‘General ledger’ heading on the ‘Reports’ page.

Income & expenditure  Click ‘Income & Expenditure’ under the ‘General ledger’ heading on the ‘Reports’
report page.

Balance sheet report Click ‘Balance Sheet under the ‘General ledger’ heading on the ‘Reports’ page.

Audit trail Click ‘Audit Trail Report’ under the ‘General ledger’ heading on the ‘Reports’ page.

General ledger account Click ‘General Ledger Account Activity’ under the ‘General ledger’ heading on the
details ‘Reports’ page.

Bank reconciliation
with unreconciled Click ‘Bank Reconciliation’ under the ‘Banking’ heading on the ‘Reports’ page.
payments

Click ‘Aged Supplier Balance Detailed’ under the ‘Purchases’ heading on the

Aged supplier reports ‘Reports’ page.

Aged customer report
(only for schools using
the customer module)

Click ‘Aged Customer Balance Detailed’ under the ‘Customer’ heading on the
‘Reports’ page.
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From ‘Settings' > select ‘Year-End’ under the ‘Data’ heading, the following screen will appear:

oo . Need Help?
::: I»BrightBooks Test School

EE Year-End
Overview Settings
Current Financial Year: 01/09/2023 to 31/08/2024
- (i
Customers ® General Setup ® Contact ® Products & Stock
You are about to run the year-end on your business.
E Business Details Setup This will close the current financial year [From: 01/09/2023 To: 31/08/2024] Products
meaning no further changes or additions will be possible.
Purchases T @ . ©
sers. ategories roduct Categories
& You should only run this option if you are certain that no further changes or 8
I additions are required in the current financial year.
- Manage Currency Other Infe Stock Setup
Banking We strongly recommend that you run off all relevant reports in advance and
Credit Ter  discuss the procedure with your accountant beforehand
B This will roll your Financial Year forward by 12 months.
General
Led, 5
ecger ® Accounts ® VAT ® Banking
_ Copy this year's Budget figures to next year
=
_ Setup VAT Basis 1 the above ion and this operation PayPal Account Details
@Ry cannot be reversed
Accounting Periods VAT Rates Bank Import Rules
~ “
Reports Departments VAT Codes
22 Intrastat VAT Change Wizard
Add-ins.
Standard Notes Change VAT Basis

Running year-end
Make sure to read all of the above information, as the year end is NOT REVERSIBLE.
Make sure to extract all reports and discuss this process with your accountant before you proceed.
When you are happy to proceed, tick the box acknowledging the information provided, type “Run year end” into the

box indicated, and click the ‘OK’ button. You will then see the following message, click ‘Yes' to proceed or ‘No’ to
cancel.

Confirmation Message

Are you sure you want to run the year-end

routine ?

Year-end confirmation
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Once complete you will get the following message:

Information Message

Year-End has completed successfully.

Close

Year-end complete
When you look at the accounting periods now they will have been updated to the new year dates.

To amend your accounting period you can go to ‘Settings’ and ‘Accounting Periods’ under the ‘Accounts’
heading:

{ Need Help?

[» BrightBooks

4 Year ended 31 Aug 2024

o8 START DATE END DATE
Overview Settings 01/09/2023 31/08/2024
® NO. OF PERIODS

Customers © General Setup © Contact 12 Products & Stock
To

E| Business Details Setup Period Eom Locked 'roducts
Purchases
Users Categories Sep-2023 01 5ep 2023 305ep 2023 ’roduct Categories
= 0ct-2023 01 Oct 2023 31 0ct 2023
— Manage Currency Other Info itock Setup
5 Nov-2023 01 Nov 2023 30 Nov 2023
Banking
Credit Teri Dec-2023 01 Dec 2023 31 Dec 2023
B Jan-2024 01 Jan 2024 31)Jan 2024
General
- Feb-2024 01 Feb 2024 29 Feb 2024
8 ® Accounts ® VAT Banking
Mar-2024 01 Mar 2024 31 Mar 2024
=
- Setup VAT Basis = Apr-2024 01 Apr 2024 30 Apr 2024 ’ayPal Account Details
CRM
May-2024 01 May 2024 31 May 2024 v
':l Accounting Periods VAT Rates 3ank Import Rules
~

| S—

oo Intrastat VAT Change Wizard

Add-ins.
Standard Notes Change VAT Basis

Accounting periods

You can also lock year ends temporarily, to prevent additional transactions being posted while waiting for any
adjustments from your accountant.

To temporarily lock a period tick the box under the locked column. This can be unticked to post adjustments
before running the year-end.
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8.4

Understanding the year-end routine

Income and Expenditure account balances are cleared and the year-to-date figures on these codes are
transferred to the retained earnings nominal code using journals.

Balance Sheet balances are brought forward to the new financial year and included in the year-to-date values
on the balance sheet report.

The audit trail is updated with the ledger year end journals that are posted to clear the income and expenditure

accounts.

The Chart of Accounts is updated with the balances to the Prior Year column. Any future transactions in the
previous year become current year actuals.

The Financial Year rolls forward to the next year.
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