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1. Getting started & Settings

Add New Business Add Trial Active v | Search Q
Demonstration Company

Use your Demonstration Company to try out features and get familiar with BrightBooks

MNo. Business = Year End Plan Bureau Last Accessed

1 C&CDemo School 31 Aug 2024 Enterprise Yes Martha Murphy - marthamur

- 0O
05 Jul 2024 © 01:00 PM Pen

Details

Remove

Inanclal Support
Services Unit

v



Getting familiar with screen layouts

General
Ledger

L BrightBooks

Overview
<cO. 00 «cCO. 00
SALES - JUL ORDERS

Casnboar TN RN

Sales Analy=sis by Procduct Category - 20249

P | TN

Services Unit



Getting familiar with screen layouts

-2 MNeed Help?
I» BrightBooks i

g5 Purchases

Cverview
Suppliers Payees Orders Invoices & Credit Notes Opening Supplier Balances

1Led

Customers
€0.00 €5,787.00

El MONTH TO DATE YEAR TO DATE

Purchases

Services Unit



Getting familiar with screen layouts




Getting familiar with screen layouts

MNeed Help?
I» BrightBooks °

20 Banking
Cheerwiew
Bank Accounts Receipts Payments Bank Reconciliation Bank Feeds
€=
Customers
Bank Accounts How to add Bank Accounts & Connect for Automatic Feeds 7 €
=
Purchases
Tir
T DSP School Meal Bank Adult Educatio
Banking Account
Reconciled: 30t Cpen
E Staterment
General
Ledgsr €8,7/731.61 Connect to my Bank Reconcile
=] Connect to my Bank
R Delete

Financlal Support
Services Unit

mte e e - o
.{# FSSU



Getting familiar with screen layouts

=]
a0

Chernview

=

Customers

=

Furchases

:+ Need Help?
> BrightBooks ’

General Ledger

Chart of Accounts Journals VAT Returns VIES INTRASTAT

Services Unit



Settings

() General Setup

Business Details
Users
Manage Currency

Manage Time Recording

() Contacts

Setup
Categories
Other Information

Credit Terms

C&C Demo School




Settings — General Tab

Settings

20 General Setup (2) Contacts

Business Details Setup Imports

Users Categories Exports

Manage Currency Other Information Year-End

Manage Time Recording Credit Terms Mominal Only Recalculation

>} Accounts ) VAT ) E-Mail

Setup VAT Basis Basic Settings

Accounting Periods VAT Rates Advanced Settings

. Financlal Support
Services Unit

@
Departments VAT Codes E-Mail Templates (, FSSU



Settings — General Tab - Users

=) General Setup

Business Details

U=sers ]

Email Forename Surname External User Status
[ marthamurphy@fssu.ie Martha Murphy No Active ] ()
1-10of1 Records Iltems per ps, Open
Show Help Panel

Close

» Rernowe

LN
.(Q FSSU

Financlal Support
Services Unit



Settings — General Tab - Add a new user

Inwvite Usear

E- A NIL

O REMAMME

Custormer Setup
Zpen a business

Delere a business
HAccess dashboard
SAocess contacts
Aurcess the Diary
HAuocess AcTiviies

A

marthEanmurnpineEissu i

SR IMLE B E

Cancel

Ieibe Paooouanband

JE- AL TIL

1D EE LA R E

Custormer Setup
Dpeaen a business

Delete & bhusiness
Huocess dashboarnd
SuooceEss Ccontacts

SAocess the Diary

LUK

Arress AcTivities

MartnamurnpnyErssu_is

5 LR MNARME

Camnvcel

i

o

&9 FSSU

Financlal Support
Services Unit



Settings — Accounts tab - accounting period

Wear ended 51 Sug 2025

) Accounts

Setup 4

Accounting Periods

Departments

Financlal Support

LN
.ii FSSU

Services Unit

Fariod
Sep-2033F
- A0
P ore- 210035
Dac-20z2
Jan-202=
Feb-Z202=3
Far-202=
Sor-20ES
Fellzne- 200
Jan-202=2

Jul-20232

Fraom

01 Sep 2022
o1 Qo 2027
O1 PMlow 2000257
01 Dec 2022
o1 J=n 2022

o1 Feb 2023
o1 har 20ZF=
o1 Sspr 2023
O1 hay 202=
o1 jun 2023

o1 Jpul 2023

Close

T Locked

30 Sep 2022
31 Oce 2022
30 Mow 2022
31 Dhec 2022
31 Jan 2023

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

31 Jul 2023

= R




Settings — Accounts tab - departiments

Departments
Departments Sub Departments
W LUSE Departments
SHORT LONG
TITLE
DEP Department
CODE DESCRIPTION DEFAULT

DEPARTMENT 10 DEIS DEIS G @ Delete
DEPARTMENT 11 O @ Delete
-

, FSS

Financlal Support
Services Unit

»




Settings — Data tab

() Data

Imports “

Exports
Year-End

MNominal Only Recalculation

Data Irmport

S=lect thh= Twppe of The Tille o wwish o irmyp=-oar T
ErighrctBook=s STtandard Irmporte File

3 Conmtact=s - Cuestormeerd SupplisrS PFrospectrs S BEusimness

" Prodwcts List

] Chetamileaed Custermeaer lnwveasiceaes @ Credits PRlotaes
0 Cwustormeaer @amd PMNoon Cuastormeer Receipes

0 Suarmmvrmanry Supplier Imnmvcoices ared Credis Mooes

Jrarma=il=

FArmnchhly Bundeet lrmappasrs

Financlal Support

LN
.(Q FSSU

Services Unit



Settings — Data tab

Wear- Emd

Current Financial Year - D109y 2022 to 1082023

Imports ﬁ

Youw are about oo run e yesr-=nd omn your business.

This will clo== thve cuarrent finarncial yesar Frome 01 /0920057 To: 21 ,0820023]
meaning Nno furcher changes or additions wwill be possibl=e.

You shyowld oy run theis option iT you arse certain that no furtder changes or
addidons are reguired in the oarrent fimancial year.

Woe =tronghy recommeEnd that yoe run oft all relevant reports in sdeance and
discuess the procedure wwithy your accocwuntant beforshand.

MNominal Only Recalculation

Thi= will rodl your Amancial Year fornward by 12 months.

https://www.fssu.ie/app/uploads/20
24/01/BrightBooks-Accounts-Quick-
reference-guide-closing-out-year-
end-22-23-Jan-24.pdf

Cuapeyr This ypear's Budget fEgures o nesxt yesr

| scknowledes thie sbowe information and understand this operaticn

cannot be reverssd

S

Services Unit



2. Purchases

Module

> BrightBooks

20 Purchases

Cverview
suppliers Payees Orders Invoices & Credit Notes Opening Supplier Balances

L=

Customers
€0.00 €5,787.00

= MONTH TO DATE YEAR TO DATE

Purchases

Need Help?




Adding a new Supplier

New Supplier

Senexalllfo )| | Iwoice Sertings | | oAy ko GeneralInfo  Invoice Settings  Company Info

~ ACCOUNT INFORMATION
¥ GENERAL INFORMATION

CREDIT TERMS
C.0.0.(0)

SUPPLIER NAME
VAT MO.

SUPPLIER CODE

«* RLT Subcontracior

= DEFAULT INFORMAT

" \iew Afc History

SEND STATEMENTS DEFAULT NOMINAL CODE EFAULT VAT CODE

Always w Search Q

RCT 0.00% (RCT VAT CODE)

Create Mew

Purchases Banka

Supplier Receipt
Inwoice Payrment °
LD ervices Unit



Set-up a new Payee (Non-Supplier)

Purchases

Ssuppliers Orders Invoices & Credit Notes

New Payee General Info Invoice Settings

* DEFAULT INFORMATION

General Info Invoice Settings

DEFAULT MOMIMAL CODE
~ GENERAL INFORMATION 7450 Bank Charges Expense Q

DEFAULT VAT CODE

Z 0.007% (Zero)
PAYEE NAME |
DEPARTMENT

Bank Charges BOI
A0D - All other departments
g % FSSU
.{J FIS rwloesu it




Recording Supplier Invoice or Credit Note

N
.( ‘. Financlal Support

Purchases

Suppliers ~ Payees  Orders  Qlnvoices & Credit Notes |  Opening Supplier Balances

€0.00 €14,034.39 €10,818.39 ) 6 INVOICES
MONTH TO DATE YEAR T0 DATE UNPAID INVOICES DUE
Purchase Invoices Current (9

FSSU g

Services Unit



Recording Supplier Invoice

Quick Purchase Invoice

Date Ref No.

Inv. No.

Supplier

Supplier Name

Gross VAT Code

VAT

Net Code

s B o

987857

EGADDT

* ganBus Co

50000 Z0.00% Zero)

v

0.00

50000 4690 ]

Cancel

Services Unit



Recording Supplier Invoice RCT Supplier

Quick Purchase Invoice

Date Ref Mo,

s B o

v, No. Supplier Suupplier Name (ross VAT Code VAT Net Code

97l DUNODDT ¥ Dune Blectrical Lt 00004 RCTO.00% (RCTVA v i 000 5310

(7

rvices Lin:

coreer ) (D)




Recording Supplier Credit Note

Quick Purchase Crealt Note

Grogs YA Code

Suppler Namg

bt I T v

New Credit Note ‘m‘

Code

Quick Invoice

0.00 4740 Quick Credit Note ©)

Lross

W Net (ode Notes

1 T




Allocating a Supplier Credit Note

Purchase Invoices

Date =

(06 Dec 2023

05 Dec 2023

10 Nov 2023

05 Nov 2023

18 Jul 2023

Doc. Mo.

CRN 987+

INV 51203*

INV 785+

INV 1245%

INV 51654387+

Search Q

Supplier

Ezan Bus Co
EGADDT

Eman Bus Co
EGADODT

Dunne Electrical Ltd
DUNDDT

Marshalls Supermarket
MARDD

Te.T.Y.]

Net

45.00

560.00

375339

456.00

465.00

Current (11) v

New Credit Note

VAT

0.00

0.00

0.00

0.00

0.00

{ross

4500

560.00

375339

456.00

465.00

{ode

4550

4650

5310

4912 ‘ Allocation

Split

Due Date

05 Dec 2023 Open

10 Nov 2023

18 Jul 2023

Faid

Print

Email

Delete

o




Allocating a Supplier Credit Note

Allocate Credit Note

Date Type Dioc Mo. Motes Amount Paid to-date Unpaid Discount Pay .

150772023 Imvaice INV 4569 Bus to Galway £00.00 0.00 600.00 0.00 0.00

—

05122023 Inviice 51203 Bus Hire Expense 560.00 0.00 515.00 0.00 »45.9:&

' 1.160.00 0.00 1.160.00 0.00 0.00

m m Amount Left to Allocate 0.00

o Cancel
g, Fssv
. Flnanc_lal Sum:_lm'l
Services Unit




Recording VAT for RCT Supplier

Journals

JOURMALS DETAILS

% Add Attachment
05/05/2023 |

ode Description Motes Debit Credit DEP
5310 Repairs to Buildings and Grounds Expense WAT on Dunne Electric May Irreice 162.00 .00 ACD
2260 o] VAT on Dunne Electric May Inv 000 16200 ACD

Total Debit Amount

Total Credit Amount

Cancel

Balance

Financlal Support
Services Unit

LN
.ii FSSU




Webinar Recording

RCT VAT
overview
training and

the capital

project Accounting
webinar for Capital

Grants
hitps://www.fssu.ie/post-
primary/topics/surf- FSSu
accounts/training-videos/capital-
projects/




3. Banking
Module

» BrightBooks

Banking

Bank Accounts

Receipts

Payments

Bank Reconciliation

Services Unit




Add a new bank account

Banking | New

Bank Accounts  Receipts  Payments  Bank Reconciliation

(P Add Bank Account

Simply Enter in the Details Below and Press Sawe

AAAAAAAAAAAAAAA

EEEEEEEEEEEEE




Add a new bank account

“ ADVANCED

DEFAULT IMPORT FILE

Select option

BANK REFEREMCE NOMINAL CODE

190]  <u—

BN )




Banking Menu

Banking

Bamk Accounts prexDEpeS Faymems
Banking
Bank Accounts Receipts Payments Bank Reconciliation Bank Feeds
€0.00 €1,052.00 €5,920.39
MOMTH TO DATE YEAR T DATE UNALLOCATED

Payments

m Delete search Q, m Quick Payment

o

FSSU J
g ® T

o)



Recording Supplier Payment - Option 1

Quick Payment

BAMK ACCOUNT

[ 1800 Current Account 1

]

Date

Fayment Typs

DEFP Ref. Mo. Supplier Motes/Fayse Amoumnt W

[ 15/12/2023

e

EFT

W AOD W | 1875401232 EGAOOT ~  Egan Bus Co - 1115

][ e

Services Unit



Recording Supplier Payment - Option 1

Allecations

Date
155072023

D&M 252023

Totals

FSSU

Financlal Support
Services Unit

Type

Imeoice

Inewaice

IA.utuI Rewearse

Do Mo

INW 4569

51203

Motes

Bus to
Gahway

Bus Hire Expe

SAurmiow it

00, 0D

5&0.00

1. 160000

FPaid to-date

0.0

45 D

45 {0

Unipaid

000

00D

51500

Amount Left to Allocate

Discount

0.00

0.00

LLRb

Faid o«

60000

£15.00
600.00

| - |




Recording Supplier Payment - Option 2

Purchases

Suppliers  Payees  Orders

€515.00

MONTH TO DATE

Purchase Invoices

Date = Doc. Mo,

06 Dec2023 (RN 987+

05Dec2023  INV31203*

Opening Supplier Balances

€14,549.39 €11,333.39
YEAR TO DATE UNFAID
Search Q
Supplier
Egan Bus Co
EGADD?
Egan Bus Co

| ol FaTak)

4500

560.00

0.00

0.00

7 INVOICES

IMVOICES DUE

Current(11)

Net VAT

C
Gross Code Due Date

4500 4650

o oD

Open
Print
Email

Copy

Pay

Financlal Support

LN
.ii FSSU

Services Unit



Recording Supplier Payment - Option 2

Supplier Payment

PAYMENT DETAILS © DUNOOT - Dunne Electrical Ltd

SUPFPLIER

DUMNDDT

DATE

-' 22/12/2023

PAYMENT TYPE

Cash

DEPM

AQD - All other departments

Diate Type
22/06/2023  Invoice
29/06/2023  Invoice
1011172023 Invioice
23M11/20253 | Payment
Auto Rewverse

Doc Mo.

324

327

789

Motes

Dunne Electrical Ltd

PAYEE

AMOUNT

REF. NUMBER

BANK DETAILS

BANK ACCOUNT

- 1803 DEASP School Meal Bank Account

RCT
# 4 EDDD- RCT2020.00

% Add Attachment

Amount

Paid to-date

Unpaid

Discount Paid

3,753.3%

3,753.39

13.506.78

0.00

0.00

0.0

3,7533%

3,753.39

7.506.78

000 0.00
000 0.00
0.00 4,800.00

Amount Left to Allocate:

750.68

i.*_

FSSU

Financlal Support
Services Unit



Banking Menu

Banking

Bk Sucoooeumns e S
Banking
Bank Accounts Recesipts Payments Bank Reconciliation Bank Feeds
€0.00 €1,052.00 €5,920.39
MOMTH TO DATE YEAR T DATE UNALLOCATED
Payments Payment w

m Quick Payment Create SEPA File

L
.{Q FSSU

. Financlal Support

Services Unit



Payments - Non supplier PAYEE

Quick Payment
BANK ACCOUNT
1802 Current Account 3 v
Date Payment Type DEP Ref. No.
2N22023 v AMLDwv

Supplier

Notes/Payee

¥ HomebcTeacher

Revenue

Amount VAT Code

25700 20.00% (Zera)

VAT Mom. Code ]

0.00) 6500

Travel & Subsistence

Services Unit



Banking Menu - Posting a Receipt

Banking

Bamk Accounts lzli-:ept:'.l Faymems

Bank Accounts  Receipts Payments  Bank Reconciliation Bank Feeds

€0.00

MONTH TO DATE

€216,850.00

YEAR TO DATE

Receipts

€0.00

UNALLOCATED

m

(N



Banking Menu - Posting a Receipt

Quick Receipt
BANK ACCOUNT LODGEMENT NO. LODGEMENT DATE
[ 1800 Current Account 1 v ] 10/04/2024 i
Date Payment Type DEP Ref. No. Customer Notes/Narrative Amount VAT Code VAT Nom. Code
10/04/2024 2 EFT ¥ AODw DEGrant ref 12454¢ v Inst2NTPE Q 45788 Z0.00% (Zerc v 0.00 3030 ] Q
- M Alocation M Attachments

]
-

iﬂ' FSSU

O®



Bank reconciliation

Banking

Bank Accounts Receipts Payments Bank Reconciliation Bank Feeds

Bank Reconciliation m
Staterment Date Eank Account
20/06/2024 _ = 1802 DSP School Meal Eank:_ sr:

Opaening Statement Balance Closing Statement Balance

8,737 .61 14, 22347 _

Moites

2%, FSSU
S "



Bank Reconciliation

1803 D5P School Meal Bank Account
Balance as per BrightBooks on 30/06/2024
Balance per Bank Statement

Less un-presented Payments

Plus un-presented Lodgment

Reconciled Balance

30-un-2024

1472361

1472361

5379.00

273,312.00

32,656.61 X

Difference

-18,433.00

Bank

reconciliation
process




Bank reconciliation process

Date = Ref.Mo Lodg. No.  Type Description Payments Receipts Balance
03-an-2024 Balance Forward -4 209,39 A
01-Apr-2024 Journal 000 11,260.00
03-jun-2024 D5P Grant Receipt 0.00 2,500.00

Ineralment
17-un-2024 May Afc Payment Marshalls Supermarket 354.00 0.00
21-un-2024 Cash & Carry Payment 4685.00 0.00
28-jun-2024 June Payment Marshalls Supermarket 4 5a0.00 0.00
28-jun-2024 D5P June Receipt 0.00 0 10,052.00

Cancel

Financlal Support
Services Unit

Totals 5,379.00 23,812.00 A” FSSU
L8



Bank reconciliation process

Reconciled Date *  Bank Account Notes Statement Balance  Created By Reconciled
30)Jun 2024 1803 DSP Schoal Meal Bank Account 1422361 Martha Murphy [ Yes

12]ul 2024 20251 M /
03 )an 2024 1803 DSP School Meal Bank Account 420939 Martha Murphy Yes

05 Jan 2024 05:08 PM




Bank reconciliation process

Bank Reconciliation Report | Back |
EAaRKS STATERMEMTS EPORT TYPES
120= DhsP school A, — = Sl e — Unreconciled

Bank Reconciliation Report
CEAC Dermo Schaeae]

18203 DSP School Meal Banl ZO0-un-2024
Acocounrit

Ealance as per BrightBooks 14,223 .61
Ealance per Bank Statement 14,223 a1
Less un-presenmted Payrments O 00
Plus un-presented Lodoment OO
Reconciled Balance 14,223 .61

Financlal Support
Services Unit

LN
iﬁ FSSU



4 General Chart of Nominal
Ledger

accounts Codes

Copy journal

Post a journal feature




General Ledger

General Ledger

Chart of Accounts  Journals

VATReturns ~ VIES  INTRASTAT

Services Unit



General Ledger

@ Suppress Eeml Search (3 I

General Ledger

Chart of Accounts  Journals VAT Returns  VIES  INTRASTAT

-
Chart of Accounts m m Budget ~ This Year
\




FSSU Chart of Accounts

FSSU Chart of Accounts

Revised September 2023 Wt

(Effective for the year ended 31st August 2024) the chart of
accounts
from our

website here

Income and Expenditure Codes

AT No Description Type

3010 Capitation/Mon Pay Budget Income _arffrentoe_ Alion
30210) DEIS Grant Income ‘Diepartment of Edutation
3021 Eary Start Programime MatenalsEqupment’Parental Imvvolvement Grant Income  Income Department of Educatiion
3022 Early Start Programme Capitation Income Department of Education

Services Unit


https://www.fssu.ie/post-primary/search-a-z/chart-of-accounts

FSSU Chart of Accounts

Nominal Groups

Mominal Codes
1000-9999

-

Income Codes from

3000 to 3899 &

Expenditure Codes from

4000 to 8999

-

Codes from
Assets 1400 to 2999 &
Reserves 3900 to 3999



Add new nominal code

Chart of Accounts

ACCOURFRT GROC-LPE ACCCFIPIFMNT COD E

Educationmn Otheer Excperndimuars 7=

A CODOURNRT TYEFE CODE RAMGE

Frorm =00 Toe SJaamch

Imcorme Se Exxppermnditure

DRNESC RIPFTICR

I= rthi= a Bank fcocowuemt

Free Schoolbook Gramnt BEexpenss

- Sgtwarmceod

: el -
{Q- FSSU ‘
- P aorrioos @




Delete a nominal code

chartof Accounts [T (IEE p.

» WA - e Frr Doald arasrmart s - p—
3284 COVID Funding for Replacement Caretaker Hours ; °

3285 COVID Funding for Replacement Secretanial Mours

Edit
3286 COVID Funding for Replacement Cleaner Mours

Delete
3287 COVID Funding for Replacement Bus Escort Mours




Change description on a nominal code

General Ledger

Chart of Accounts Journals VAT Returns VIES INTRASTAT

Code Description 2024
Income and Expenditure Account Debit
Income

Department of Education

3010 Capitation/Non Pay Budget
3020 DEIS Grant -
3021 Early Start Scheme Materials/Equipment/Parental Development Grant -

Suppress Zero  Search Q
2023
Credit Debit Credit
98,450.00 14,000.00 -9
25,400.00 )
Edit
Delete

Financlal Support
Services Unit

LN
.(Q FSSU



Change description on a nominal code

Edit Account

ACCOUNT GROUPF ACCOUNT CODE
Department of Education 1, 254
AECCOUNT TYFE CODE RARMGE
Income & Expenditure From 3000 To 3294
DESCRIPFTIOK
DO MOT USE - COVID Funding for Reg s this a Bank Account

w Adeanced

— ) (=)

Services Unit



View a nominal code - Ledger card

\ 4

00 Cantaton/Non Pay Bt : B0 1400000

it DELS e - LA




View a nominal code - Ledger card

General Ledger Card

3010 - Capitation/Non Pay m m Periad . FrencalYesr v SepdB . AwdM .

Budget

Select Code

Date Period Description Notes Product Debit Credit Balance
Receipté

2jan2024  Jan-2024 | DENPGA DENPG - 4200000 -42000.00
Jan 24 - 15t Mojety
Receipt PG 1

M4jan2024  Jan-2024 NG st Maiery @ Vo - 5045000 -93430.00

Qs



Enter a journal - What type of Journal?

Journals

JOURNALS DETAILS

DATE

30/06/2024

Code Description

REF NO.

TYPE

CE—

Journal

Opening Balance

Motes CCcrua
Pre-payment

5ingle Line

‘

L

{
FSSU

Services Un




Enter a journal

General Ledger

Chart of Accounts  Journals VAT Returns  VIES

INTRASTAT

Services Unit



Enter a journal

JOURNALS DETAILS

DATE

U0 _

(ode Destription

=

REF NO. TYRL

4§ Add Arachment
Jourmd v

otes

o

Financlal Support
Services Unit

rvice:



Nl AN Oy ] I 90 O
ik

3

NlB SR e I Do

) T t!l!!!}liiil ﬁ%ﬂlll’}ﬂ

Il a0 pmd | Confirmation Message

Do you wish to copy journal?

2, FSSU
.(J. N ortces G



I» Bright Books

285 Report

5-Reports in -:._.;l_is-—g ‘ Favountes

BrightBooks =

Furchases Customers
TiL
San=ing Purchases
[=]
SeEre=ral
Ledger Banking
=
— N General Ledger
|
Feports ) CRM




61

Generating reports in BrightBooks - favourites

Report
Aged Supplier Balance Detailed *
Balance Sheet *
Bank Reconciliation *
General Ledger Account Ativity *
ncomedExpenditure *
Payments Report *
Receipts Report *
Trial Balance - Formatted *
% FSS S ®
.( ‘. Flnsanc_lal Stll.lpprﬂ




Board of Management Reports: Further

Information/Training

v' For Webinars that
covered board
reporting extensively
see the links to these
on the right here

v' The short training
videos section has a
session on Monthly
reports the link is in
the picture on the
right here too

FSSU

—

Preparing & reviewing Board of
Management Repodts in SURF

Community & Comprehensive
Schools

Presenter: Breda Murphy

——
[ ~

B

e T

a8 HOEE
TTIILTT

H L

-~
'

4

Monthly Reporting
in Surf Accounts

w

Flnanc upport
5 it


https://www.fssu.ie/post-primary/topics/surf-accounts/training-videos/monthly-reporting-in-surf-accounts/
https://www.fssu.ie/post-primary/training/training-resources-for-new-accounts-personnel/monthly-financial-reports/
https://www.fssu.ie/post-primary/topics/surf-accounts/training-videos/monthly-reporting-in-surf-accounts/

The Monthly reporting checklist

Report Titde

Monthly
Accounts
file

Finance sub- Board of

committee Management
meeting meaeting

v
v~

https://www.fssu.ie/post-
primary/topics/surf-
accounts/guide-on-
preparing-month-end-
reports/



https://www.fssu.ie/post-primary/topics/surf-accounts/guide-on-preparing-month-end-reports/

The full list of « List of all school bank & cash accounts

. . « Bank reconciliation reports
flnanIGI » Receipts & Payments listings for all bank & cash
reports to be accounts

* Income & Expenditure Report

prepared and * Balance sheet report

reviewed - General ledger activity report
 Trial balance

every month » Payroll reports
are « List of Creditors/Supplier balances
* List of accruals & prepayments
e List of income received in advance &
« Capital Grants Income & Expenditure Account
Report if applicable




Final accuracy checklist

Run the Simple TB to ensure
the totals match for debits
and credits

If for any reason the totals do
not agree

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

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

Run the Nominal Only Recalculation
under settings / Data

If there is still a problem, contact

the BrightBooks support team for a
resolution




Final accuracy checklist - DATA CHECKS

General Ledger

Trial Balance

Tria Batance ] (=) (] e

[ PERIOD FROM PERIOD TO ACCT. CODE FROM ACCT. CODETO DEP

(=) | sep-2022 . || Aug-2023 « || From a || 1o Q Leave Blank]

m Advanced Settings
-
.( .. FSSU



) General Setup

Business Details
Users
Manage Currency

5
Manage Time Record

i

ns

>} Contacts

Setup

Categories

3

Recalculation

This Recalculation routine will
recalculate the current year
nominal balances OMLY. It will NOT
recalculate the comparative year Recalculation
or the customers & suppliers

ledgers. teca

There is no nominal validation for
% this business.

Basic Settings
Financlal Support
Services Unit

) F-Mail

LN
.(Q FSSU



Final accuracy checklist

A list of balances on all

school bank and cash
accounts

Bank Reconciliation

Bank reconciliation report
for all school bank
accounts

Income & Expenditure
report

Bank codes in the simple trial
balance

Check that the balance as per
BrightBooks agrees to the
relevant bank balance in the
Balance sheet & in the Simple
Trial Balance report

Outstanding items reviewed
for accuracy. Duplicates or
errors are corrected

The final Net Profit/ Loss
should agree to the Income &
expenditure figure showing at
the end of the Capital &
Reserves section at the
bottom of the Balance Sheet

. . Financlal Support
Services Unit



Generating reports in BrightBooks

A list of balances on all school bank and cash accounts
From ‘Reports’ > under ‘General Ledger’ heading select ‘Trial Balance’.

Trial Balance I

nnnnnnnnn M
Sep-2023

PERIOD TO
- Jan-2024

ACCT. CODE FROM
- 1800

} [ Leave Blank ]

(s

-
5220



Generating reports in BrightBooks

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

Banking

Bank Reconciliation

[ Bank Reconciliation Repcrt]

EANKS STATEMENTS REPORT TYPES

[ 1802 Current Acco... }[ 31/08/2023 ] - [Unreu:nnciled - ]




Final accuracy checklist - Cross checks

Simple Tral Balance Report
Sample C & C School

Date Range: 1st Sep 20X To 31st Oct 2000

Code Description

Curment Soccount

Eank Reconciliatiom Report
Sample O & T Scihaoaosl
TEOD Coarmsrt Socss=ourvt

Bamlmnoce == paer BrnghhiEochk= FE_ 420
Eoml=mncea per Bamis Stethesmme=rrt FE_ A29
Less un—pressesrt=d F=wrre=rnt= — ¥ _ OO

R econiciled Ealasno—=

Debit Credit

7E,438.00 -

(»

Ssu

ervices Unit



Generating reports in BrightBooks

Income and Expenditure Account report General Ledger

From ‘Reports’ > under ‘General Ledger’ select I&E | incomesexpenditure

Report’.

Income & Expenditure

PERIOD FROM
Sep-2023

PERIOD TO

Oct-2023

] [ Leave Blank ]

= e




Generating reports in BrightBooks

Payments listings for each bank account

Payments Report

From ‘Reports’ > under ‘Banking” select ‘Payments report’.

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

H 01/04/2023 = | 30/04/2023 = - 1800 Curren... .

m Advanced Settings




Generating reporits in BrightBooks

Receipts listings for each bank account

From ‘Reports’ > under ‘Banking” select ‘Receipts report’

Receipts Report

Receipts Report

DATE FROM DATETO TYPE

PMT. TYPE

DOC. NO. FROM

DOC. NO. TD

3 23 3

CO-ORDINATOR

BAMNEK DEP

@[m;m;zoa | 31/01/2023 B Al

"\-J"

All

L

From

0

g 1801 Curr... .

Advanced Settings

(v

nclal Support
rvices Unit

Fina
Se



Final accuracy checklist

Balance sheet report

List of Supplier balances

List of Accruals/Income in
advance/prepayments

Capital Income & Expenditure
account report (if applicable).

Cumulative balances to the
month end being reported on.

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

should always be cross
checked

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

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

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

Financlal Support
Services Unit

@ FSSU



Generating reporis in BrightBooks

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

Balance Sheet

General Ledger

Balance Shee: ] () (=) (e

S T ‘Leave Blank

m Advanced Settings

Lo

Flnanclal Support
Services Unit



Generating reports in BrightBooks

Balance Sheeat
Test Schoal Date Range: 15l Sep 2022 To 31s1 Aug
2023
2023 2022
Code Description Current Comparative
Balance Sheet
Fixed Assets
Current Assets
Debtors & Prepayments
1720 Pregaymenis 12,520.00
€12.820.00




Generating reporis in BrightBooks

Purchases

Aged creditors/suppliers listing report

Aged Supplier Balance Detailed

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

DATETO SUPPLIER FROM SUPPLIER T

El[ To ]— [F ]q [Tc ]‘1[ Do-tot tick |




Generating reporis in BrightBooks

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

‘General Ledger Account Activity’

General Ledger

General Ledger Account Activity

General Ledger Account Activity

ASED ON PERIOD FROM pirRIOD TO AFCT. CODE FROM AQCT. CODETO ] 2 ! LL
m Period " hep-2023 - Fep-2023 " rorm Q. o -

o
-

Jeo

FSSU

nnnnnnnnnn



Generating reporis in BrightBooks

School income received in advance report

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

Account Activity’.

General Ledger Account Activity

BASED ON PERICD FROM
H Period - Sep-2022

S

FERIOD TO

Aug-2023

o

ACCT. CODE FROM

2105

Q

ACCT. CODE TO

2105

. SALL

]

Services Unit



Generating reports in BrightBooks

Sochvanceaed Settimogs

COLUMMNM ORDER
Excliude

Ref Moo

FProduct

Feriod
Custoneer Code
Supplier Code
WAEAT Raos

[ FLETISryT

SORTIMNG

1 Codde

}

Tortal

= Deparomsnc

w Total

Total Orly

Imnvclucle

}

Code
Crate

e S Tnetl] Y [
Type
Cr=rails
Cr=bit
Credit

Ealanmnc=

FEATURES

Suppress feras

Showe BEzlamncs Forvward

Showe Opening Balance Jourmals
Showe Future Opening Balances

Page Break

=

Financlal Support

L
.{*ﬁ FSSU

Services Unit



I ++ Need Help? I

6. More Help
How can we help you?

Please select the process you need help with:

E Help

. How to set up a new supplier




On screen help on Brightbooks

Click into the Business to Start the Walk
Through

hases

Click Purchases

o

Financlal Support
Services Unit

rvice:




More Help

.( J ¢Y FSSU

Financial support POST-PRIMARY

Services Unit




More Help

4(

CONTACTUS

FS SU About Us 4 | Circulars | SearchA-Z |  Publications / Manuals
Financial Support POST-PRIMARY
services Unit Search

https://www.fssu.ie/post-
primary/training/training-
resources/

Services Unit



Contact Us

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

o e
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