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Training video for 

BrightBooks New Users
in Community & Comprehensive 

schools

Presenter – Martha Murphy



Agenda
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1. Getting started - Settings

2. Purchases Module 

3. Banking Module 

4. General ledger Module

5. Reports

& More help 



1. Getting started & Settings
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Getting familiar with screen layouts
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Getting familiar with screen layouts

4
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Getting familiar with screen layouts
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Getting familiar with screen layouts
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Getting familiar with screen layouts
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Settings
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Settings – General Tab 
10



Settings – General Tab - Users 
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Settings – General Tab – Add a new user 
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Settings – Accounts tab – accounting period
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Settings – Accounts tab – departments
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Settings – Data tab
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Settings – Data tab
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https://www.fssu.ie/app/uploads/20

24/01/BrightBooks-Accounts-Quick-

reference-guide-closing-out-year-

end-22-23-Jan-24.pdf



2. Purchases 

Module
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Adding a new Supplier
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TIP



Set-up a new Payee (Non-Supplier)
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Recording Supplier Invoice or Credit Note
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Recording Supplier Invoice 
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Recording Supplier Invoice RCT Supplier
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Recording Supplier Credit Note
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Allocating a Supplier Credit Note
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Allocating a Supplier Credit Note
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Recording VAT for RCT Supplier
26



RCT VAT 

overview 

training and 

the capital 

project 
webinar

https://www.fssu.ie/post-

primary/topics/surf-

accounts/training-videos/capital-

projects/
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3. Banking 

Module
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Add a new bank account
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Add a new bank account
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Banking Menu
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Recording Supplier Payment – Option 1
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Recording Supplier Payment – Option 1
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Recording Supplier Payment – Option 2
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Recording Supplier Payment – Option 2
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Banking Menu
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Payments - Non supplier PAYEE
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Banking Menu – Posting a Receipt
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Banking Menu – Posting a Receipt
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Bank reconciliation
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Bank 

reconciliation

process
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Bank reconciliation process
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Bank reconciliation process
43



Bank reconciliation process

44



4 General 

Ledger
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Chart of 
accounts

Nominal 
Codes

Post a journal
Copy journal 

feature



General Ledger
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General Ledger
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FSSU Chart of Accounts 
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Download 

the chart of 

accounts 

from our 

website here

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


FSSU Chart of Accounts 
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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
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Delete a nominal code 
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Change description on a nominal code 
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Change description on a nominal code 

DO 

NOT 
USE



View a nominal code – Ledger card
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View a nominal code – Ledger card
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Enter a journal – What type of Journal?
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Enter a journal
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Enter a journal
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Handy Tip: Copy Journal feature
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5.Reports in 
BrightBooks
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Generating reports in BrightBooks - favourites
61



Board of Management Reports: Further 
Information/Training
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✓ For Webinars that 

covered board 

reporting extensively 

see the links to these 

on the right here

✓ The short training 

videos section has a 

session on Monthly 

reports the link is in 

the picture on the 

right here too

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/


63

The Monthly reporting checklist

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/

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


The full list of  

financial 

reports to be 

prepared and 

reviewed 

every month 

are

64

• List of all school bank & cash accounts

• Bank reconciliation reports 

• Receipts & Payments listings for all bank & cash 

accounts

• Income & Expenditure Report

• Balance sheet report
• General ledger activity report

• Trial balance 

• Payroll reports 

• List of Creditors/Supplier balances

• List of accruals & prepayments

• List of income received in advance &

• Capital Grants Income & Expenditure Account 
Report if applicable



Final accuracy checklist
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Final accuracy checklist – DATA CHECKS
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Leave Blank



Final accuracy checklist – DATA CHECKS
67



Final accuracy checklist

68



Generating reports in BrightBooks

A list of balances on all school bank and cash accounts

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



Generating reports in BrightBooks

A bank reconciliation statement for each bank account

From ‘Reports’ > under ‘Banking” select ‘Bank reconciliation’.
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Final accuracy checklist – Cross checks
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Generating reports in BrightBooks
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Income and Expenditure Account report  

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

Report’.

Leave Blank



Generating reports in BrightBooks

Payments listings for each bank account

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

Receipts listings for each bank account

From ‘Reports’ > under ‘Banking” select ‘Receipts report’
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Final accuracy checklist
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Generating reports in BrightBooks
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Balance Sheet report

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

Sheet Report’.

Leave Blank



Generating reports in BrightBooks
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Generating reports in BrightBooks
78

Aged creditors/suppliers listing report

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

Balance Summary.

Do not tick



Generating reports in BrightBooks
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The nominal/general ledger activity report

From ‘Reports’ > under ‘General Ledger’ select 

‘General Ledger Account Activity’

ALL



Generating reports in BrightBooks
80

School income received in advance report

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

Account Activity’.

         ALL



Generating reports in BrightBooks
81



6. More Help
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On screen help on Brightbooks
83



More Help
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More Help

https://www.fssu.ie/post-

primary/training/training-

resources/
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Contact Us

Post Primary Team 
01 2690677 

email: 
info@fssu.ie

86
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