E2ReceiptBank + Sfreeagent

FREEAGENT:
THE DATA JOURNEY

Applicable if using Receipt Bank Extract

Once a client’s account has been integrated to publish data to

will extract and send your clients’ bookkeeping data to the
cloud accounting software for reconciliation. This document takes you through each
stage of the process.

1. SUBMITTING

Encourage your clients to submit expense documents
on their own as soon as they receive them. This
will guarantee:

M Reduced chasing of items

& Healthy, real-time information about your
clients’ accounts

[ Clients have control and confidence in the
submission process

2. EXTRACTING

Once an item has been submitted, Receipt Bank’s will extract all of the
available data and present it in your client's Receipt Bank /nbox:

= - - .
=/ Lionel's Lemon Farm (SIS ) Archive @ Addltems Account Settings @ H

Al 3 Not Ready for Export @ | Ready forExport N

USER TYPE DATE SUPPLIER TOTAL CATEGORY NOTE  STATUS

Lionel Le Man Other 07-Feb17 Nando's ZAR 4,543.00 Cost of Goods e Publish

Grace Miller Receipt 09-Apr-17 WE Brought Beer GBP 2470 e Not Ready
Grace Miller Receipt 07-Apr-17 Ghost Whale USD 14.50 e Not Ready
Grace Miller Receipt 05-Oct-16 Eat GBP 6.63 g Not Ready
Grace Miller Receipt 18-May-17 Boots UsD 9.99 ° Not Ready
Lionel Le Man Invoice 07-Feb-17 Nande's ZAR 10.00 Accounts Pay 9 Publish

Per page 50 100 250

* Receipt Bank’s extracts document information with a higher rate of
accuracy than manual data entry.

* Every item will be available for you to review and edit before publishing
to FreeAgent.

3. REVIEWING AND PUBLISHING

Access your client’s Inbox in Receipt Bank. You can
view all of their submissions here, and assess which
items require review using the Status column on the
right-hand side.

CATEGORY NOTE STATUS

Publish

Cost of Goo...

Not Ready

@ Not Ready

Validation errors:

No Category has been selected. If you
select a Category then we will be able to

publish this item.

50 100 250

Tip: Use the Inbox tabs, the Filter options and the Advanced Search
to organize similar items. This can make the review and editing
process more efficient.

.
PPy
=7 Lionel's Lemon Farrr gl i MIRISTO)Y QM = Archive @ Add ltems Account Settings  [) &

Al B Not Ready for Export 1Bl =0

. Without tax . With tax
. Without a note . With a note
DATE . Not merged . Merged CATEGORY

. Default currency . Foreign currency

USER

NOTE  STATUS

Advanced Search

Lionel Le Man Other 07-Feb-17

. Last 30 days . Last 7 days Bisefie [P Em
Grace Miller Receipt 09-Apr-17

Amount

. Unread . Read
Grace Miller Receipt 07-Apr-17 Date

. Not Flagged . Flagged
Grace Miller Receipt 05-0ct-16 Receipt ID

. 0ld Suppliers . New Suppliers

Grace Miller Receipt 18-May-17 , .
’ . e . Not Paid . Paid

Lionel Le Man Invoice 07-Feb-17
Rese‘

Supplier

Item type

IIIIIII | |

From the Inbox, click on an item link in the Type column to access the
corresponding Receipt Details page, where all of the item’s extracted
iInformation is viewable and editable. From here, you can fill any gaps or
alter any data relating to the item.

Py .
:—? Lionel's Lemon Farm Inbox & Archive Q@ AddItems Account Settings D :

4/6 { GBP&6.63 at Eat on the 5th Oct > NotReadyfor Export @B | Readyfor Export (B

Receipt Details Advanced Messages

Receipt Details

Type Receipt
Date * 05-0ct-2016
Supplier Eat
Amounts
Currency GBP - United Kingdom, Pounds Category
e W IO NS TR Total amount 6.63 Description
yr i
w22
“Buits Sea Salt Crisps - a
¥ maﬁ?m £ | Tax Extracted Amount 4
3 Ttems
Tax amount 1.1
VAT at\lsm Rate
VAT at'Standard Rate
Net amount
Total amount (USD) 843
Tax amount (USD) 1.41

Tip: The ‘Publishing’ section on the bottom of the Receipt Details
page shows you the location that the item will be published to.
When you're ready, you can publish the item to FreeAgent using
any of the green Publish buttons.

Publishing

Publish to Bill

e Publish e Split @ Archive o Flag Delete

4. Add Payments in FreeAgent

Log into FreeAgent and access the Bills tab for your client's account. Your
client's submissions will be posted here, complete will all of the data
confirmed in Receipt Bank.

Receipt Bank Demo

Overview Contacts Work ses Banking VAT Accounting -
Bills )
-
Show: | All bills %+  in Accounting Year 2018/18 §
Due On~ Bill Date  Reference Supplier Contact, Details Total Ve
& 03 Aug18 03 Aug 18 RB9129387589 Tesco Miscellaneous 1€
& 02 Aug 18 02 Aug 18 RB9129387596 Honest Burgers Clapha Miscellansous 17
& 27 Jul18 27 Jul 18 RB9129387608 Local Express Miscellaneous 11
& 14 Jul18 14 Jul18  RB9129387571 Reading Buses Travel i

NOTE:

* The item will be showing as unpaid in FreeAgent. If the payment
due date has passed, items will be displayed as “Overdue”.

You can open the item, review the entry, and view the document image by
clicking the reference number in the Reference Column.

Edit a Bill Delete this Bill Pay Bill

Bill Details Required fields”

Supplier Contact = The Happenstance ~  Or, add a new contact

*
Reference =~ RB9129387582

Bil Date’ 27 Jun 18 &
.
Due On 27 Jun 18 =]
Total Value” £ 70.76 VAT 0% v

Use negative numbers for a Bill Credit Note (Refund).

Category = Miscellaneous ~
Comments
7,
Is this a Project Bill?
Link to Project = -- None -- v

Recurring Options

This Bill recurs | -- Does Not Recur -- v

FreeAgent will create a duplicate of this bill after the period you specify. To recur forever,
leave the end date blank.

Attachment
Attachment N— Download original file

P
s

Delete attachment

Attachment description ~ RB

Save Changes Cancel

5. RECONCILIATION

You can match each line of your Bank Statement to the unpaid bills from
your Bank Account page in the Banking tab of FreeAgent. Import your
transactions via a Bank Feed, Bank Statement upload, or manual entry.

¥

Receipt Bank Demo

Overview Contacts Work ~ Bills Ex|

Upload Statement =~ Enable Bank Feed Edit Details M -
Corporate Bank Account (demo) P eme it S0 s ore

y.
Show: All Transactions % Accounting Year 2018/18 % Latest statement upload

Date Money In Money Out Balance It doesn't look like you've uploaded

a bank statement yet.
Balance brought Forward £101,191.05 Upload Statement

27 Jun 18 2 Meal with Clients Accommodation. Inc £11.79 VAT 70.76 101,120.29 About uploading statements —

14 Jul 18 2 Bill payment against RB9129387571 (Reading Buses) Travel - View Bill 2.00 101,118.29

27 Jul 18 2 Bill payment against RB9129387608 (Local Express) Miscellaneous - View Bill 13.80 101,104.49 £101,074.71
CURRENT BALANCE

02 Aug 18 2 Bill payment against RB9129387596 (Honest Burgers Clapha) Miscellaneous - View Bill 13.50 101,090.99
wig= Demo Bank

13 Aug 18 2 Bill payment against RB9129387589 (Tesco) Miscellaneous - View Bill 16.28 101,074.71 Bank/Sort Code
11-22-33

25 § perpage Account Number

12345678

7 Unexplained + Explained 2 Manually Added 7 Unexplained Personal

You can then allocate your unpaid bill images to each of the transactions
on your bank statement by clicking into the transaction, changing the Type
fleld to ‘Bill Payment’ and selecting the associated entry in the Bill field.

Receipt Bank Demo

Overview Contacts Work « Bills Expenses Banking VAT Accounting -
corporate Bank Account (demo) - Upload Statement | Enable Bank Feed Edit Details More ~
Show:  All Transactions 4| Accounting Year 2018/18 4 Latest statement upload
Datea Money In Money Out BaEnce It doesn't look like you've uploaded
a bank statement yet.
Balance brought Forward £101,191.05 Upload Statement
27 Jun 18 2 Meal with Clients Accommodation, Inc £11.79 VAT 70.76 101,120.29 About upleading statements —»

Type Bill Payment

“ £101,074.71

. CURRENT BALANCE
Bill ' RB9129387582 The Happenstance £70.76 X

< Demo Bank

£101,074.71

Save Changes Cancel More Options » CURRENT BALANCE

wisx Demo Bank
Bank/Sort Code

14 Jul 18 2 Bill payment against RB9129387571 (Reading Buses) Trave! - View Bill 2.00 101,118.29 11-22-33
Account Number

27 Jul 18 2 Bl against RBO1 (Local Express) View Bill 13.80 101,104.49 12345678

02 Aug 18 2 Bill payment against RB9129387596 (Honest Burgers Clapha) Miscellaneous - View Bill 13.50 101,090.99

13 Aug 18 2 Bill payment against RB9129387589 (Tesco) Miscellaneaus - View Bill 16.28 101,074.71

25 3| perpage

? Unexplained  + Explained 2 Manually Added  ? Unexplained Personal

Each transaction with an allocated bill will now be reconciled.

NOTE:

* Ensure you have all the required entries displayed by selecting
the correct accounting period from the Show dropdown at the
top of the Bank Account Page.
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