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Welcome!

In this manual, you will:

® learn which types of business FreeAgent is
suitable for

e understand how to use your Practice Dashboard
e get to grips with adding clients to FreeAgent

e understand how to use FreeAgent with your
clients



Contents
1. Your Practice Dashboard ... 5
ClIENTS @ra...ciieiirieiieerieeee ettt ettt ettt et st be st 5
ACCOUNT MANAGETS ..cuiiiieieieieteteeeeste ettt sttt ae st et et sse e et e saes 6
Account manager and client groups .....cccecveeereererenenenreseseeeeeseee e 8
SETHINGS ettt ettt saenaen 10
ALBIES ettt ettt ettt ettt ettt 12
AT 0NS ettt ettt ettt ettt be s 14
The PractiCe POrtal ...ttt 18
ACCTEAITAtION ..ttt ettt 21
Knowledge Base, Practice Support and Ruby the Robot............................ 23
2. LICENCE SELUP ..cuiiiieieeteceeeetecte ettt ae s re e sae e aesaeens 25
Which businesses is FreeAgent suitable for?.......cninivnineneine 25
Transferring a client to your Practice Dashboard .........ccoceevecvvveneneincnnenee. 26
Adding a new client to Fre@AgENt ... 28
3. Contacts, invoicing and credit NOteS .......cceeceeeveceecieceeeeeeee, 34
CONTACTES ettt ettt st 34
[NVOICING ettt ettt ettt ettt sae b st et be b e bt enes 38
Credit NOLES .oueeeeeeeee ettt sttt 43
4. Bills and out-of-pocket expenses.......cooceeieveecieeieceeceecieceeeee. 48
BHIlS ettt ettt ettt et a b se e s b sananes 48
Out-0Of-POCKET EXPENSES ....eveerericiecteteteeeee ettt aan 53
IMIEAGE ...ttt et ettt e s s e s esa st e ae e esessessensenessanns 61
5. Banking and VAT ... ettt ettt ae e a e s nas 64
The BanKiNg @r€a .....c.ccuecveieeieieieieeeeseteeeeste e sesee s e ssesse s e e ssessesseseenens 64
IMPOrting tranSaCTIONS .....cociuirieieeeeeeee et 67
Uploading bank statements ... 69
EXplaining tranSacCtioNs ......ccccvevieieirinenietreeset ettt 71
Matching transactions using Smart Capture .......cccceceevvevvenenieceeceneneseeennen 74
VAT ettt ettt ettt ettt et b et a bbb et et ese e et etan 75
6. ESSENtial rePOrtS....oceeeeeeeeceeeeeeeee e 78
Profit & LOSS rEPOIM ....cveeieeeeeteteeeceetete ettt resae b e a et sbaeaaessennan 78

Show Transactions rEPOIt ......cciicieeiirirteteteeeee et ae e 80


http://freeagent.com

Bank Reconciliation report ...ttt 81
Trial BalanCe rEPOIt... .ottt ettt sae e 83
ACCOUNT IOCKING wevtiiiiieieteertee ettt et sae st st sae e seenas 85


http://freeagent.com

1. Your Practice Dashboard

Clients area

The Practice Dashboard is where you can add your clients, view their details
and access their accounts.

When you log in to your Practice Dashboard, the Clients area is the first
screen you'll see. This allows you to easily access your clients’ FreeAgent
accounts without needing a login for each individual account.

ents  Alerts  Account Mansgers  Payroll  Reports  CSVimports  Practice Portal v

All chent types v Al statuses v Q Search
Name Account Owner Free NWG Licence Last logged in Status  Bank Balance Alerts  Owner Access
Bob The Builder Lad Bob The Builder No 26 Jun 24 09:46 Actve £26,690.36 2 Lovel 8 Gt Switch to

ecin mcnamars@reesgent com

Clare Brazdian Jiusitsy Limites Eoin McNamars No 24 Jun 24 050 Actve 3289276 ” Leve' 8 Edt Swachte
ecin menamars@freeagent com

Handy Maany LTD Manay Esteves Garcia No Never Actve  £0.00 1 Level 8 O Swrchto
Eoin mcnamara@freeagent com Invite clnt

McNamars b Associates Eoin McNamara No Never Actve  £20,00000 1 Lovel 8 Edn | Switch to
ecinmcnamara@freeagent com Invite client

McNamara Steel LTD Eoin McNamara No Never Actve  $10000.00 1 Lovel 8 Bt Switeh to
00in Mcnamara@treeagent com Invite client

Monopoly Res-dential LTD Milburn Pernybegs No 24 Jun 24 237 Actve £70,%08.61 w Level 8 Bt Switch o

ecin mcnamara@freeagent com

Payroill Demo Eoin Eoin McNamars No Never Actve £0.00 1 Levei 8 Bt Switch to
ecinmcnamara@freeagent com Invite client

Payroll New Features Eoin Mcnamars No Never Active £0.00 1 Level 8 O Swichto
Eoin menamara@FA com Invite clent

Scrooge and Marley Ebererer Scrooge [ 10 Jon 24 1506 Actve  E%300.00 4 Lovel 8 66| Swich to

evin mcnamars@freeagent com

Universal Eoin Eoin McNamars No Never Actve £10,00000 o Levei 8 61 Sechto
EOin mcnamars®F reeagent com Invite client
Zoe's cakes Limited Eoin McNamars No 200un 24 1357 Actve £0.00 0 Level 8 (ot Swich to

e0in mcnamara@freeagent com
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Account managers

An account manager is anyone from your practice who requires access to a
client’s FreeAgent licence.

There are two levels for account managers. The main difference between the
senior and regular account manager levels is their client access.

There are three tabs on the Clients page: ‘My clients’, ‘My group clients’ and
‘All clients’. A senior account manager can access all of the practice’s client
accounts in FreeAgent. Non-senior account managers can only view and
access the clients who are assigned to them or added to the same account
manager and client group.

You can view, add and edit your practice’s account managers via the Account
Managers tab on the green navigation banner at the top of the screen.

Chents Alerts  Account Maragers Payrol  Reports CSVimports  Practice Portal v

Account Managers Mansgegrouce  New Scoount mensger

Name 2-Step Verification Last logged in Clients
Ben Morkey 21Apr 23 15:49 20 chents Move Clents
Joe Bloggy._ 20 Apr 22 1457 Ochents Delete

]
Louise Darvall S« 02 May 23 09:06 18 chents Move Crants
Sean Kelly (<o 03 May 23 14:%6 24 chents Move Chents

Tony Stevenson (Se 02 May 231529 12 chents Move Chens

To add additional account managers, click the green ‘New account manager’
button in the top-right of the screen.
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Clents Aens  Account Maragers ol FreeAgent Traning v

Account Managers Manage groups _
Q Soarch
Narme 2-Step Verification Last logged in Clients

Ben Mortey e 21Apr 23 1549 20 chents Move Chonts
Joe Bloggs 20 Apr 22 1457 O clients Delete

Louise Darvall Sencr 02 May 23 09:06 18 chents Move Chents
Sean Kelly (Seror 03 May 23 1496 24 clients Move Chants

Tony Stevenson (se 02 May 23 1529 12 chents Move Clents

Next, enter their contact details. If you want this person to be a senior account
manager, tick the ‘Senior account manager’ checkbox.

FreeAgert Traming v

New account manager
Details Required fields”
Firstname  Sesn
Last Mma' test
Emei Sean@test.com

Senior account manager?

Create account manager Cancel
x

There’s no limit to the number of staff you can add to your practice’s
FreeAgent account; however, it’s important to make sure each member of
staff is added to the account individually.

Each user has an individual login and password to keep their details secure.
This also means we can communicate with all members of your practice
about feature updates and improvements, so everyone is kept up to date.
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Clants  Alarts  AccourtMaagers  Payrod  Beports  CSV
Groups Add now griwe

Hama Clants Account managers

Asmazing clients 7 4

HBookksen g 3 2

Goin group 0 2

North Group 2 2

South cliems 1 1

South East 2 1

Tast 2 2

Tony's secret clents 2 2

25~ perpace

Account manager and client groups

Navigate to either the ‘Account Managers’ or ‘Clients’ area and select
‘Manage groups’. Alternatively, select ‘Settings’ from the drop-down menu in
the top-right of your Practice Dashboard and select ‘Groups’.

Select ‘Add new group’.

Clants Alets  AccountMasagers Pmyrol  Reports  CSVimgorts  Practics Portal v

Group View ol groups | Delete growp  Edit grows name
Cllents  Account masagers
Add client to group

inchude inactive and closed clents

[_ v] Add

qunhnnom @

ABC Proparty Mageats Machins

Adverture Beast L1d
Agm Design And Bukd Limited
Alire Smah - BIR

Alpha TB Urnited
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Enter a suitable name for the group and select ‘Create new group’ to
complete the process.

You can then add clients and account managers to the group.

To add a client to the group, select the client from the drop-down menu and
select ‘Add’. Repeat this process for each client you want to add to the group.

If you’d like inactive and closed clients to appear in the drop-down menu, tick
the ‘Include inactive and closed clients’ check box. You can see which clients
have been added to the group, along with the details of any other group(s)
they’ve been added to, in the ‘Clients in group’ panel.

To add an account manager to the group, select the ‘Account managers’ tab.
Select the account manager from the drop-down menu and select ‘Add’.
Repeat this process for each account manager you want to add to the group.

Clents  Alets  Account Masagers Payrol  Reports  CSVimports  Practice Portal v [0 FeeAgent Traning v

Group

You can see which account managers have been added to the group, along
with the details of any other group(s) they’ve been added to, in the ‘Account
managers in group’ panel.
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The Settings area is where you can manage your practice details in
FreeAgent. To get there, click on your practice’s name at the top-right of your
screen and click ‘Settings’ from the drop-down menu.

Practice Details
Edit address details, contact details and other practics information.
Client Communication Preferences

Manage how FresAgent communicates with your clients, inchading
marketing emails and messages sbout partner products.

Security

My Details
Update your perional detads and 2-Step Verification

HMRC Connections End of Year
Manage. refresh or daconnect your suthorised CoNnectons. Manage giobal settings for End of Year report preparaton.

Groups

Creatn a group of Account Maragers and chents 1 allow coleagues to
colisborate on & group of clients.

In the ‘My Practice’ section, you’ll find ‘Practice Details’, which can be used to
update your practice’s contact information and logo.

Practice details

Trading Name  FreeAgent Training
Registered Name

Comoany Registration Number

Referral ik htips //www freesgent com

Required fields®
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In the ‘HMRC Connections’ section, you can set up an 18-month digital
connection between FreeAgent and your Agent Services Account, allowing
you to file your clients’ MTD VAT returns.

Chents Alerts  AccountMaragers Payrol  Reports  CSVimpots  Practice Poral v

HMRC Connections

Connect your Agent Services Account

A
HMRC's Agent Services Account enables your Practice to act on behaif of
your clients using FreeAgent, for example when filing VAT retums for them

Have these at hand

1. Your HMRC Agent Services Accourt credentials
2. Tha device you normaty use to s:gn in with

‘Connect Agent Services Account

This connection only needs to be set up by one account manager and will
allow all account managers on the dashboard to use the connection to file

MTD VAT returns for the relevant clients.

Once the 18 months is up and the connection expires, an account manager
will need to navigate back here to reconnect the Agent Services account with
your FreeAgent Practice Dashboard.
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Alerts

The Alerts tab provides a way for you to track key aspects of your clients’
accounts without having to manually access each client's account individually.

VAT return due in less than 30 days 2 or more unexplained bank transactions

Sparkly Cleaning Ltd 07 Jun 22 Sparkly Cleaning Lid 03 May 23
VAT Retum 04 22 4 unexplained bank transactions -
Sparkly Cloaning Ltd 07 Sep 22 Weddng Photographer 03 May 23
VAT Retum 07 22 82 unexplained bank transactions

Sparkly Cloaning Ltd 07 Dec 22 Jabba the hutts properties 03 May 23
VAT Retum 10 22 19 unexplained bark trarsactons -
Dotty's Cakes Ltd 07 Feb 23 Stephen’s Chatesu 03 May 23
VAT Retum 12 22* 60 unexplained bank vansactions -
Dotty's Cakes Ltd 07 Moy 23 Jorgie's Buiders 03 May 23
Edt  Export | Delete 7 slerts Edit  Export  Delete 8 slorts
Directors loan sccount above £10,000 Company has an upcoming year end within 30 days

Pesbles dog waking 31 May 23
9ger
Edt  Export  Delete Onlerts Edit  Export  Delete 1alert

Client needs to re-consent Open Banking feed within 1 day

Any user last logged in over 30 days ago

Let’s create a new alert rule. Begin by clicking the ‘New Alert Rule’ button in

the top-right of the screen. In the pop-up window, click ‘Rule type’ and select

which option you’d like to track within your clients’ accounts from the drop-

down menu.

Now Alert Rule

Rule type [mwm-m-wm

Amourt (£) ©

Add Alert Rule Cancel
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Two of our most commonly used rules are for tracking turnover for your non-
VAT-registered clients and a rule that will alert you when VAT return filing is
due for your VAT-registered clients.
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Add-ons

FreeAgent is packed with functionality that makes life easier for you and your
clients, but we appreciate that some businesses have particular needs and
would benefit from specialised tools. These tools take the form of add-ons
that your clients can choose to subscribe to.

You can set up default settings for your practice that control whether your
clients can activate add-ons themselves (if they’re the account owner or
have full (level 8) access to FreeAgent), and whether the subscriptions will be
paid for by the practice or by the client. These default settings can

be overridden for individual clients.

Until the practice's default settings have been confirmed, clients will be able
to activate add-ons and be responsible for the cost of the add-on.

A practice's default settings can be confirmed by following the steps below.
Select ‘Connects & Add-ons’ from the drop-down menu below your practice

Clionts  Alots  Accountmanegers  Payroll  Reports  CSVimports  Practice Portal v [} FroeAgont Training v
N Eoin McNamara
Clients Manage gr
onnections & Add-ons
My clients @) My group clieats @) Al clienes (I
R Partner resources
Settings
Al chiant typas All statuses
All cliant ty | staty Q Log out
Name Account owner Froe NWG licence Status Bank balance Alerts Owner sccess
8ob The Builder Ltd Bab The Builder N Active £24.949.36 1 lavel 8
soin.mcnamara@fresagent.com
Builde No Active £225,259.00 1 Level 8
Invite client
Clare Brazilian JiuJitsu Limitec Active £61805.77 1 Level 8
Handy Manny LTD A Active 700.00 1 Level 8 E
Invite client
McNamara & Associates A Active £20,00000 1 L 8
Invite client
McNamara Steel LTD Cn’ N A $10,000.00 1 1 8
ool sagent.com Invite cliont
Monopoly Residential LTD Millburn Pannybags No Active £84.78978 1 Lovel 8
soin.menamara@fresagent.com
Payroll Cema Eoin No Active £000 1 Level 8 Cdit Swischio —
Invite client c
No Active €000 1 Level 8 Edit  Switch 1o —

Select ‘Manage’ on the relevant add-on panel.

First, select whether or not you’d like your clients to be able to activate the
add-on themselves, by default. Selecting ‘Yes’ will allow your client to enable
the add-on within their FreeAgent account if they’re the account owner or
have full (level 8) access.
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When this is set to ‘No’, your client will still be able to see and access the add-
on within their account, but if they try to enable the add-on they’ll be
presented with a message informing them that the add-on has been disabled
and to contact their accountant directly.

Clents Alets  AccoustMasagers Payrol  Feports  CSVimports  Practice Portal v [ Feergent Traning v

Smart Capture Unlimited: default settings

Smart Capture Unlimited: default
settings

Smart Capture axiracts from your client's receipts 10 sutomate the
@xpense creation process for only £3.50 / month (+VAT), (includes »

practios discount) per client. Find out more about sdd-ons.
Woukd you ke 10 give your chents the eption 10 activate Smant Cagture
Uniimited?
® s

ho

1 Sreart Caoture Unimtad is sctvated who thauld pay for i1

Next, select whether you’d like the add-on subscription to be paid for by the
client or the practice, if the add-on is activated, by default.
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Once the default settings have been chosen for the add-on, select ‘Save’ to
complete the process. This will display the add-on status for each of your

clients. The status will initially be set to ‘Inactive’ until the add-on is activated.

Clants Alets  AccountMaragers Payrol  Reports  CSVimgorts  Practics Portal v

Smart Capture Unlimited Manage d 9
Al chats v | Allado-cn statuaes Q s Overview
* - Add-cn detaut setting
o _Q Pud for by practice f actrvated
A% KBakery T8 Ch L nectve Manage Pree per cian
art wil b biled if sctvated £3.60 / menth (WAT) ©
ABC Preperty Magrste Machine acte Masage
wert wil be biled f sctvated Activating add-ors
Agm Design And Buid Limited Unavatable Masase Add-ons need 10 b sctvand

Alne Sevith - BPR

Alpha T8 Umited

Armmonte Prosety Develsprents Limited

.....

A Clearing Services Limited - inpert TB sctve "
Barbars Low - Lardierd e -
Bob The Bulder Lid mactive Actate Marage
Brothers Partnars LD e Manase
Clare Brazitin Jieitew Linited Not wig

abio Limited nactive Manage
Fire Burge Ac Maraze

befors thay can be used. Biling
Wil 1ot stat st the acd-on is
activa

Learn mare sbout activating a

The practice’s default add-on settings will be applied to all clients, however,
you can set specific settings for individual clients, choose whether they can
activate add-ons themselves and whether the cost of the add-ons will be paid
for by the practice or the client.

To edit Add-on settings for an individual client, click ‘Manage’ next to their
name in the add-on’s client list.

Clents Alets  AccoustMasagers Payrol  Raports  CSVimports  Practios Portal v

0 FestgutTraning v

Smart Capture Unlimited Manage 9
NI chaots v | Alladd-on statuses Q Sesrch Overview
2 Asd-on detaut setting
S Adbdon vt Puid for by practice f actrvated

A% KBukory T8 Ch Lid

Pree per clant
£3.50 / menth (+VAT) ©

ABC Property Magnate Machine nactve Manage
act wil ba biled f sctvated Activating add-ors
Agm Design And Buid Lirited Unavaisle re— Add-ons need o be sctvated
before they can be used. Biling
Aline Srvith - BPR Aes - Wil 1ot stat st the acd-on is
. active

Alpha T8 Uimited

Armante Prosecty Devebpracts Limted

Arsa Claaring Services Limited - inpert TB sctoe .
Barbara Low - Lardicrd Activ e
Bob The Bulder Lid nactwve hee Marage
Brothers Partrars LLP actove Manage
Clare Brasitan Jiwitw Linited Not aigibi

Fabio Limited nactive "
Fire burger Ac Manage

vting 2
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Make the required changes to whether the client can activate add-ons
themselves (if they’re the account owner or have full (level 8) access to
FreeAgent), and whether the subscriptions will be paid for by the practice or
by the client in the pop-up window, and select ‘Save’ to complete the process.

Manage the SmartCapture Unlimited setting forA  *
& KBakery TB Ch Ltd



http://freeagent.com

18

The Practice Portal

The Practice Portal offers a host of valuable resources for you and your
practice. Click on the ‘Practice Portal’ tab on the green navigation banner and
select ‘Partner Resources’ from the drop-down menu.

Alerts i€ NowAlort e
[

Learning and
Accreditation
VAT return due in less than 30 days 2 or more unexplained bank transactions
Sparkly Cleaning Ltd 07 Jun 22 Sparkly Cleaning Ltd 03 May 23
VAT Return 04 22 4 unexpianed bank transactions
Sparily Cleaning Ltd 07 Sep 22 Wodding Photographer 03 May 23
VAT Return 07 22 82 Unexplained bank transactions -
Sparkly Cleaning Ltd 07 Dec 22 Jabba the hutts properties O3 May 23
VAT Retumn %0 22 119 unexplained bank transactions
Deotty's Cakes Ltd o7 Feb 23 Stephen's Chatesu 03 May 23
VAT Retum 12 22* 60 unexpisined bank transactions =
Dotty's Cakes Ltd 07 May 23 Jorgie's Builders 03 May 23
Edit  Export  Delete 7alerts Edt  Export  Delete 8 slerts
Directors loan account above £10,000 Company has an upcoming year end within 30 days
Pesbles dog walking 31 May 23

Good news, no Chents have triggered this alert’

Edit  Export  Delete Onlerts Edt  Export  Delete 1alert

Chent needs to re-consent Open Banking feed within 1 day Any user last logged in over 30 days ago

You can access a wealth of support for you and your clients, including
downloadable guides, marketing resources, videos to share with your clients
and the latest information about FreeAgent’s innovations. In addition, you'll
also find invitations to attend regular webinar events as well as any recordings
of events you may have missed.

Welcome back 10 your Practics Portal
Marketing Team

Traines Practitioner € FAPD BCa.  Review your sccreditation

This month's featured content

& .

In numbers: the benefits of
digitalisation

Discover how one large practice improved
its scalabilty, collaboration, and efficiency
with FreeAgent.

Featuring speakers from TaxAssist Accountants
and Nordens Chartered Accountants

The 5-step guide to local SEO
Growth masterclass: how to find, keep and  for accountants and

. N
grow small business clients ERELTCT

Learn how adopting a local SEO strategy
Witch the recording of this recert CPD-accradited webinar to leam how to parsonalise your can halp you drive mere traffic to your
marketing 10 boost client loyalty. practce’s webste.

Watch the recording

Recaommended actione thie manth
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Partner resources are split into two sections in the Practice Portal, via the ‘For
my practice’ and ‘For my clients’ drop-down menus. ‘For my practice’ contains
resources directly related to your practice. Here you’ll find resources to help
you get started with FreeAgent as well as information about your partner
benefits, event invitations, videos, blogs and information about the FreeAgent
mobile app and FreeAgent for Landlords.

This section also includes ‘Practice insights’. Navigate to this area to access
three unique downloadable reports that will show you exactly how your clients
are using FreeAgent.

Home  Formypeactice v Formyclients v

Discover how your clients use FreeAgent

Download your practice insights and open the CSV files in your spreadsheet
software 1o explore the data.

Download your insights What's in the reports?

Onboarding Banking Mobile app

Sorry. this report isn't available as Sorry, this report isn't available Sorry, this report isnt available
your practice hasn't added any because there are no clients on because there are no clients on
new clients in the past 45 days. your Practice Dashboard yet your Practice Dashboard yet

Add clients to FreeAgent Add clients to FreoAgent Add clients to FreeAgent

@ Spot who needs help

S Understand which clients aren't yet using FreeAgent to
J its full potential, meaning you can focus your efforts on
. aaioe

Sattinc thace Lo and o

The first is the ‘Onboarding’ report, which lets you see when clients are
carrying out key actions within their first 45 days using FreeAgent.

The ‘Banking’ report shows you how many bank feeds each of your clients
have set up, which can help you identify any that aren’t using a bank feed yet.

The ‘Mobile app’ report details which of your clients are not using the
FreeAgent mobile app and the clients that have previously used it, but have
not logged in to the app for a while.

The insights from these reports will enable you to have more tailored
conversations with your clients, identify ways to improve the efficiency of your
practice and help with the onboarding of new clients.
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The ‘For my clients’ area of the portal hosts a wealth of downloadable
resources you can share with clients who are either brand new to accounting
software or just getting started on their FreeAgent journey. You’ll find our tips
for introducing FreeAgent to your clients, including shareable videos and email

templates, as well as step-by-step guidance for onboarding new clients to
FreeAgent.
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Accreditation

The Learning area within the Practice Portal is personalised for each individual
account manager who has access to your Practice Dashboard. To navigate to
the Learning area, click ‘Learning and accreditation’ from the ‘For my practice’
drop-down menu.

SFreeAgent 2

Learning and accreditation

Learning and accreditation

3 Ready tolearn something new?

Complete our learning modules to gain your annusl sccreditation and

become more confident introducing your chents to FreeAgent’s

advanced features. -

Find out more about FreeAgent accreditation

Sean Kelly
Trainee Practitioner
Outstanding @) Completed All modules
FreeAgent Essentials clinic

A Accredtation G = e oo )

Duration: 45m g

Master new product features and renew your accreditation.

Tax This comprehensive training session will

Duration: 40m provide you with an in-depth tutorial on

Become a certified FreeAgent Tax Practitioner. FreeAgent’s Practice Dashboard, chent
account and mobile app.

et medie T

This is where you can access all of the learning modules - including this one -
that will aid you on your FreeAgent journey. Select ‘Start module’ to begin.

SFreeAgent i

Learning and accreditation + Accreditation

. e
Accreditation r—

Learn i the way that suits you best by watching videos
Now CPD accredited for 2023! or downloading our easy-10-follow menual

Sit the exam
When you're ready, sit the open book exam. i you don't
pass first time, you can always try again

Next steps.

When you pass the exam, you'l gain two CPD points
and you'l get s CPD certificate to download. We'll also
post out your FreeAgent Accreditation certificate,
making you an oficaly sccredited FreeAgent Partner

& Need a refresher?

Review the FreeAgent Essentials module before
you tackle the Accreditation module.

Self-paced learning

Short videos to take you through FreeAgent’s new festures at your own pace.
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Each module includes guided videos of FreeAgent that you can watch to
increase your knowledge of FreeAgent. There are also downloadable PDF
manuals that cover all of the material from each module.

Once you’re comfortable with the material, click ‘Take exam’ at the bottom of
each module to take a short multiple choice exam. You will need to correctly
answer 80% of the questions in an exam to pass.
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Knowledge Base, Practice Support and Ruby the Robot

If you ever need a hand or have questions about managing your clients in
FreeAgent, there are a few different ways you can access support.

If you run into issues or have any specific questions about your data in
FreeAgent, start by clicking the ‘Help’ button at the bottom-right of the screen
when logged in to your Practice Dashboard or from within your client’s
account.

Name Account Owner Free NWG Licence Last logged in Status Bark Balance Alerts  Owner Access

No Never Active £12.345.00 0o No Access
Invite Chent

y The cat No Never Closed £123,456.00 0 No Access

if 28 f¢f
3 =

No 03 May 23 1141 Demo £192,704.31 3 Level s

N - o o y m
1 | Ruby the Robot — Bot
Agent

Dan Asheroft Could be @ Never Active £3,657.00

No 04 Oct 22 14:30 Demo £206,509.20 2

No Never Actve £12.345.00

No Never Actve £123,456.00

gee's Builders Dan Asheroit . No Never Active £20,02945 4
he landlord l‘n. V\"e No Never Actve £0.00

ly's weddings Dan Asheroft Could be @ Never Actve £48779.5 0

it Doa walkina 10wt the doa Na Nemewt Actve £12 345 0C

A chat window will pop up. Use the chat to ask our automated assistant - Ruby
the Robot - a question. Ruby will attempt to suggest an article from our
Knowledge Base to help answer your query. If Ruby is unable to help, click
‘Get in touch’ to contact our dedicated Practice Support team.

You will be given the option to connect with our Practice Support team by live
chat if it’s during support hours, or to leave a message if it’s outside of support
hours.

Alternatively, if you’d rather speak to someone from the Practice Support
team, you can find the phone number to contact them by clicking ‘Practice
Support’ in the bottom-right corner of the screen. Our phone lines have the
same opening and closing hours as our chat, which are 9am to 5pm Monday
to Thursday, and 9am to 4pm on Friday.

This is also where you’ll also find the Practice Support team’s email address,
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Meacows Maketng ita

Meadows Marketing Itd

meadows marketing itd

Pesbles dog walking

Sean's dog Walking

Sparkly Cleaning Ltd

Stephen's Chateau

testchient

testdemo

Wadding Photographer

Zoora Ltd

25 ¥ perpege

SfreeAgent

sean Kamy
sean@uelly com

Sean Kely
Sean@kelly com

Sean Kely
Sean@kelly com

Jace Meadows
Jackie@meadows com

Sean The dog
Sean@thedog com

Lucy Sperkie
alan konopka@gmail.com

Dan Ashcroft
dan@medianode.com

Den Ashcroft
Dan@meadianode.com

Den Ashcroft
dan@medianode.com

Dan Asheroht
Sean kelly@freeagent com

Zoons Bishop
Zeens®@hd.com

Never

Never

Never

Never

Never

20 Apr 22 1141

Never

Never

Never

28 Mar 231507

Never

E1Z,345.00

£12.345.00

£12.345.00

£12.345.00

£12.345 00

£113,091.07

£219,632.00

£12,345.00

£33.36806

056,326

£143,09777
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Loves 7 Bt | Sw
Invite Chent
Lovel 6 €61 Swachio
Invite Chont
Lovel 8 gt Switchwo
Invite Chent
Lovel 7 Edt Switchto
Invite Chent
Lowel 7 ot Swnch o
Invite Chent
Love! 8 €1 Swach
Lovel 8 €0t Switeh 1o
Invite Chont
Lovel 7 [ wtch
Lovel 8 € -
Invite Chent
Lowel A G Sw
FreeAgent Practice Support
Lovel 7
Invite C  Email
practcemupport@reeagent com
Phone
0800 025 3800
Account Manager ID
45461

D

which you can use any time. If our offices are closed, you’ll receive a response
when our offices reopen.

You’ll also see your unique Account Manager ID. Whichever way you decide to
get in touch, you may be asked to provide this ID code as it’s used to identify
who you are and locate your Practice Dashboard.
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2. Licence setup

Which businesses is FreeAgent suitable for?

Business type/required functionality  Suitable Suitable with Extensive
minor workaround
workaround  required

Traditional trades
Professional services
Service businesses
Creative and technology
Retail and hospitality
Landlords

I H<H<H<H<H

Low stock business

Property inside a limited company

licence
CIS for contractors
Both subcontractor and contractor
Business with intangible fixed assets
Business operating OSS
Up to two cost centres
More than two cost centres
VAT margin scheme
VAT retail scheme
Adjustment to accounting year end
Manufacturing
High stock trading business
Charities
SB;::te:: registered for international

FreeAgent supports cash basis accounting for sole trader, partnership and
unincorporated landlord accounts, as well as traditional accruals basis
accounting.

If you have any queries about a client’s suitability for FreeAgent, ask your
Account Manager for further information.
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Transferring a client to your Practice Dashboard

If a client already uses FreeAgent, you can transfer their account to your
Practice Dashboard.

When you transfer a client with an existing FreeAgent licence, your practice
takes over commercial ownership of the licence and it will appear on your
invoice from FreeAgent as either a ‘free licence), if they get FreeAgent free
with a NatWest, Royal Bank of Scotland, Ulster Bank or Mettle account, or a
‘paid for licence’, if they currently pay for their account.

If you have any queries or questions about billing, please contact your
Account Manager before transferring a licence.

To transfer a client, navigate to the ‘Clients’ tab in your dashboard and select
‘Add new client’ in the top-right corner. Select “Transfer existing client’.

ents  Alerts  Account Maragers Payrol  Reports  CSVimports  Practice Portal v

Clients Mansge groups  Uplosd statement  Uplosd Metro statement

My clients @) A1 clonts @) New client

Transter existng It

All chent types v All statuses v Q Search

Name Account Owner Froe NWG Licence Last logged in Status Bank Balance Aerts  Owner Access

204 Sean Kely No Never Actve £12,345.00 0 No Access £t Switchto
Sean@Kelly.com invite Client

Dolly's cat sitting Doty The cat No Never Closed  £123456.00 0 No Access Bt Swichto

Dolly@thecat.com

Dotty's Cakes Ltd Sean Kely No 03 May 23 1141 Demo £192,704.31 3 Level 8 £ Swichio
sean kely@freeagent com

Grace dog walking Grace Dog No Never Active £123,456.00 1 Lovel 7 L Switchto
Grace@dog.com invite Client

Incorporated properties Ltd Dan Ashcroft Coud be @ Never Active £3657.00 1 Level 7 € Swinchto
dan@meadianode com invite Client

Jabba the hutts properties Jackie Mesdows No 04 Oct 22 .30 Demo £206,50929 2 Level 8 Edt  Switeh to

s08n koly@froeagent com

Jske's window cloaner Jake Dog No Never Actve £12,345.00 1 Lovel 7 Bt Switch
Jakesog@window com invite Client

Jimmy bob the dog walking Jirmeny Bob No Never Actve £123,456.00 1 Lovel 7 £t Switchto
pmmy@sob com invite Client

Jorgie's Builders Dan Asheroft No Never Active £20,029.45 4 Level 7 £t Swinchto

dan@medianode.com invite Client


http://freeagent.com

27

Enter the email address that your client uses to log in to FreeAgent, along with
their unique subdomain. The subdomain can be found within the web address

when your client is logged in to FreeAgent.

Transfer client
Client Details

Account Owner Email Address

Subdomain’

Transfer client Cancel
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Adding a new client to FreeAgent

If your client is new to FreeAgent, you’ll need to follow a different process for
adding them to your Practice Dashboard. Select ‘Add new client’ and then
‘New client’.

Ciients Merage revps | Uplod et | Uplond Mot sttemnt

My clionts @) A1 cliors @) New client &
—_— Transtor existng chent

Al chent types v Al statuses v Q Search
Name Account Owner Froe NWG Licence Last logged in Status Bank Balance Alorts  Owner Access
221 Sean Kely No Never Actve £12.345.00 0 No Access Edit Switchto
Sean@Kelly.com Invite Client
Dolly's cat sitting Doty The cat No Never Closed  £123,456.00 0 No Access Bt Switchto
Dolly@thecat.com
Dotty's Cakes Ltd Sean Kely No 03 May 23 141 Demo £192704.31 3 Level8 £ Swichio

sean kely@freeagent com

Grace dog walking Grace Dog No Never Active £123,456.00 1 Lovel 7 £ Swichio
Grace@dog.com Invite Client

Incorporated properties Ltd Dan Ashcroft Coudbe @ Never Active £3,667.00 1 Lovel 7 € Swinchto
dan@meadianode com invite Cilent

Jabba the hutts properties Jackie Mesdows No 04 Oct 22 430 Demo £206,509 29 2 Level 8 Bt Switchto

sean koly@freesgent com

Jake's window cleaner Jake Dog No Never Actve £12,34500 1 Lol 7 Bt Swinchto
Jahodog@window com invite Client

Jimmy bob the dog walking ey Bob No Nover Actve  £12345600 1 Lovel 7 Bt Swischto
prmy@bob com Invite Client

Jorge's Builders Dan Ashcroft No Never Active  £2002945 4 Level 7 £t Switchto
dan@medianode com invite Cliant

Enter the client’s business name and the subdomain you’d like them to use as
the URL (web address) for their FreeAgent account. It needs to be unique, so
you may need to add additional numbers or letters to the name of your client’s
business. Feel free to get creative and remember to choose something
memorable for your client.

ChentType UK Limited Company
o8 8 chant has 5tared ther satup., the chant type camnct readly be changed
Chent Status  Inactive Licence ~

Actve chants have access 15 thair Freadgent sccounts and can woied tran

Get a Free Licence
If your client has a NatWest, Royal Bank of Scotland, or Ulster Bark NI business current account or a Mettle
account, they can use FreeAgent for free. for as long as they retain ther account

Does your client have an eiigible account? Yes
® No

Additional Features

Exclude from Bulk Payroll  No ~
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Next, choose the relevant client type. Please note that once the client type is
set, it can't be changed later. For example, if a client incorporates their
business, they will need a new FreeAgent account.

Required fields®

Get a Free Licence

If your clhent has » NatWest, Royal Bank of Scotland, or Ulster Bank NI business current account of » Mettle
account, they can use FreaAgent for free, for as long as they retain their account

Doss your clent have an eigble sccount?  Yes
® No

Additional Features

Exclude from Bulk Payroll  No

Account Owner

Next, select the client’s status. An active client will have access to their
FreeAgent account and will be able to upload bank transactions, etc. Clients
who are inactive won’t have any access to FreeAgent. Please note that a client
can only be active once. If you change their status from ‘Active’ to ‘Closed’, it
cannot be changed back to ‘Active’ again.

Client Details Required fields”

Get a Free Licence

If your cleent has a NatWest, Royal Bank of Scotland, or Ulster Bank NI business current account or » Mettle
account, they can use FreaAgent for free, for a1 long s they retan ther sccount

Doses your clent have an eigble account?  Yes
® No

Additional Features

Exclude from Bulk Payroll  No  ~

Account Owner
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If your clients have NatWest, Royal Bank of Scotland or Ulster Bank business
current accounts, or Mettle accounts, they’re eligible to use FreeAgent for
free. To add them to your dashboard, tick the 'Does your client have an eligible
account?’ checkbox in the ‘Get a Free Licence’ section, select the relevant
bank and enter the account number and sort code for your client’s business
bank account.

Get a Free Licence

Additional Features

Exclude from Bulk Payroll  No

Account Owner

||||||||||

If you file payroll for your clients in bulk and don’t wish to include the new
client in your payroll run, select ‘Yes’ to ‘Exclude from Bulk Payroll’ in the
‘Additional Features’ section. Otherwise, select ‘No’ to include the client in
your next payroll run.

Enter your client’s details in the ‘Account Owner’ section, including their
name, address and the email address that your client will use to log in to
FreeAgent.

FreeAgent allows you to set permissions for what your client can and can’t see
within the software. The default user access level for a new client is level 7,
which means the client can see and do everything in FreeAgent except submit
VAT returns and Self Assessment tax returns or post journal entries.

If you set the client’s user access level to 7 or below in the ‘Owner
Permissions’ section, you’ll need to complete the setup stages of their account
before you can send them an invitation to set their password.
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Owner Access

@ You wil be sdle 10 56nd your Chert 80 NVASLON 10 St thewr PAsSWOrD COCe yOu have set up their FreeAgent sccount.

Send this account owner an mvitation 10 set their password

Owner Permissions b}
No A Time My Money Contacts & Invoces, Blis. Bankng Tax, Accounting &
Projects Estmates L Fles Users
Users can Users camy
View VAT returns, Corporation Tax (Limited Companies only) and Tax Timeline X File self assessment returns
View Payrol (acerual basss only X File VAT returns
View and edit self assessment x Post journals

View sccountng reports
View Radar
Create timeskp reports for all users
Create and edit users
Create and edit stock tems
£dit sccount settings

+ all permissions from previous levels

Practice Access

If you set the client’s user access level to 8 (full access), you can tick the check
box in the ‘Owner Access’ to send the client an email invitation to choose their
password. You can add a personalised message to the email if you like.

Make sure that you ask your client to follow the instructions in this invitation
email to set their password, as they will need it to access FreeAgent. You don’t
need access to your client’s password as you will be able to access their data
and account from your Practice Dashboard.

You can amend the access level here, and we suggest starting new clients out
at level 6, which means they can do everything they will need to do but they
can’t see accounting reports. However, feel free to pick the level that feels
appropriate for you and your client; you can always adjust it in the future.

Owner Access

| @ You wil be able 10 send your Chent an NVAaHON 10 set thewr Password once you have set up their FreeAgent account.

Send this account owner an nvitation 10 set their password

Owner Permissions

o Q o o 0 o o o o
No A Time My Money Contacts & Invoces, Bais. Bankng ., A ng & A
Projects Estmates & Flos ]
Usars eon Users camy
Create and edit bank accounts X See accounting reports

Import and explain bank staterments
Set up bank feeds (it available)
+ all permissions from previous levels

Practice Access

Account manager  Sean Kalty

Group | Select group

Add 1o another group
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The permissions given with each level can be seen by adjusting the slider
displayed in the ‘Owner Permissions’ section. The text below the slider will
change to show the permissions at that level.

Please note that if your client has full (level 8) access, they will be able to
submit their own Self Assessment and VAT returns, but they will not be able to
make Final Accounts (FRS 105) and Corporation Tax (CT600) submissions
themselves.

If a client has an access level of O, they will not be able to log in to FreeAgent.

Next, if you want one of your colleagues to be this client's account manager,
use the drop-down menu in the ‘Account Manager’ section at the bottom of
the page. You need to be a senior account manager to assign an account
manager to a client.

You can also assign the client to a previously created group. Click ‘Add client
to group(s)’ and select the group you wish to assign the new client to.

Account Owner

The next step you take will depend on whether you’re completing the setup
stages of the client’s account or sending the client an invitation to set their
password.
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If you’re completing the setup on behalf of your client, click ‘Save & continue
to client setup’. This switches you to the client account view of FreeAgent and
takes you to the setup process.

Follow the instructions provided, adding the relevant information for your
client. After the final step, select 'Save and Finish' to complete the setup
process.

Alternatively, if you set the client’s user access level to 8 (full access) and send
the client an invite to set their password, select 'Save, send invite & continue
to client setup' to set up the new client and send them the email to set their
password. Then follow the instructions provided to complete the client setup
process as above.

You also have a third option. If you’d like to send the client an email to set their
password without continuing with the client setup process, for example, if
you’re going to complete the setup stages later or the client is going to set up
their own account, select ‘Save, send invite & return to dashboard’ instead.

Then, when you’re ready, switch to their account via your Practice Dashboard
and complete the client setup process.
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3. Contacts, invoicing and credit notes

Contacts

Contacts are your client’s customers and suppliers in FreeAgent. To access
this area, navigate to the relevant client on your Practice Dashboard and

‘Switch to’ their account.

Al chent types v Al statuses
Name Account Owner
221 Sean Kely

Sean@Kelly.com
Dolly's cat sitting Dolly The cat
Dolly@thecat.com
Dotty's Cakes Ltd Sean Kely
sean kelly@freeagent com
Grace dog walking Grace Dog
Grace@d0g.com
Incorporated properties Ltd Dan Ashcroft
dan@meadianode com
Jabba the hutts properties Jackie Mosdows
sean kolly@freesgent com
Jake's window cleaner Jake Dog
Jakedog@window com
Jimmy bob the dog walking Jweremy Bot
jmmy@bob. com

Jorgee's Builders Dan Ashcroft

dan®medianode com

Froe NWG Licence

Last logged in

Never

Never

03 May 23 41

Mansge groups | Upload tatemant | | Uposd Metr statemert | (EENEIND

Q Search

Bank Balance Alerts Owner Access

£12.345.00 o No Access Edt Switchto -«
Invite Client

£123,456.00 o No Access Bt Switchto

£192,704.31 3 Level 8 o) (Swncnge -

£123,456.00 1 Lovel 7 o Swixhio
invite Client

£3,667.00 1 Lovel 7 £ Swinchto
invite Cilent

£206,50929 2 Lovel 8 £t Switchto

£12,345.00 1 Lavel 7 £t Switchto
Invite Client

£123,456.00 1 Lovel 7 Bt Switchto
Invite Client

£20,02945 a Level 7 Edt| Switchto
Invite Client

Click on the ‘Contacts’ tab at the top of the screen to access your client’s

Contacts area.

New Project | Edit ~
Wayne Lewis
070 5750 8355
wayreiewis@yahco com

New Project | Edit e

Mad Stacks

Jesse Pinkman
4849792323

pinkman@madstacks. com

New Project i Yo
- L 800

Fez Consulting Ltd

John Doers
0132 346 3093

sean kelly@*reeagent com

New Project  Edit

Life Plan Counselling

Jon Young
614-915-4183
jon_young@gmad com

New Project  Edit

Masdows Marketing Ltd

Jackie Meadows

New Project  Edit

£5,199.00

£10,080.00

impert Contacts | | Export Contacs | (NN

Grid  Lint
a s T w

Gracie Printing Ltd
Charlotte Gracie
charlotte@gracieprinting.com

New Project  Edit 000000
Lumury Laundry
Lucy D'Arcy
o781 922 2292
info@buxurylaundry com

New Project  Edit enass

Mesdows Marketing Ltd

Jackie Meadows

1007 kolly@freaagent com

New Project  Edit
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You have two options for adding contacts in FreeAgent. The first is to import
multiple contacts at once. To do this, click on the ‘Import Contacts’ button and
follow the steps provided to export contacts from an email client and import
them into FreeAgent.

ewing the Dotty's Cakes Ltd » [l Return to your dashboard

acts Work v Bils MyMoney v Banking v Taxes v  Accounting v Q @ [ oottysCokestd v

Import Contacts

Fromafile From

1 Export your contacts from your email client

First, you need 10 export your contacts from your email chent. Easy # you use one of these.

@ ™M -

Microsott Apple Mac Fresh3ooks
Outlook " Howto export -  How 10 export =

or ey other email chent thatll export your contacts n vCard [ format

2 Upload the exported file

You'l be able to choose which of your contacts you want to import into FreeAgent after uploading the file.

Selectafie  Uplosd

Alternatively, you can enter an individual contact by clicking on the green ‘Add
New Contact’ button. The more information you include for a contact, the
more will get pulled through to other areas of FreeAgent, such as invoicing.

wing the Dotty's Cakes Lid » [l Return to your dashboard
Q @ [ oOottysCokestd v

Contact Details

First Name
Last Name

Organisaton

Email
Biing Email
Telephone

Mobie Number

Invoicing Address
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Please note that when you’re adding a contact, you can enter the person’s first
name and last name and/or the name of the organisation they work for, but
you don’t need to enter both.

You can also add additional details for the contact including payment details,
invoice sequencing, selecting whether to charge VAT and entering the
contact's VAT registration number. The more information you enter here, the
more will get pulled through to other areas of FreeAgent like sales invoicing.
Select 'Create New Contact' to save the new contact.

Invoicing Address

fegor
Country ~ United Kingdom

Invoicing Options
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Once you’ve created a contact, you can click on their name in the ‘Contacts’
area and you’ll be able to view all of the relevant transactions and data
associated with them in FreeAgent.

tly viewng the Dotty’s Cakes Ltd [l Return to your dashboard

Q ¢ Dotty's Cakes Lid v
Fez Consulting Ltd Edit Details  Add new v
Summary [
Received and Paid Active Contact
Fez Consulting Lid
L] ® Incoming @ Outgoing
£l
tact Details
2% John Doers
Fez Consulting Ld
United Kngdom
£%
. . sean kelly@treeagent com
£0 Phone Numbe
Jun wl Asg Sep Oct Nov Dec Jan Feb Mar Apr May 0132 346 3093
'
john@f-ze-consulting-limited.c
Ovtstanding Al Time Totals A

’ Global sequence

£0.00 £5,189.00 £5,189.00 £15,828.00 £3,173.00 £12,655.00

Download vCard

This is also where you can view and download a Statement of Account for any
contact. To do this, navigate to the tab and add the relevant date range. You
can either include all transactions or just the outstanding ones by selecting the
relevant option from the drop-down menu.

wing the Dotty's Cakes Ltd »

o]

Fez Consulting Ltd Edit Details  Add new v

s Recurrng Invoices  Bils  Estimates  Statement of Account A
—_—

From  01-0-2020 8 To 23082022 | A Show Statement Seve 5 POF | Send by Emeil Active Contact
Fez Consulting Ltd
Contact Details
STATEMENT OF ACCOUNT "
Fez Consulting Lad
<3 Dotty's Cakes L3 United Kingdom
~ 1 %40n Sveat
/ Famtogh sean kelly@freeagent com
! Cly of Ecinburgh EM1 1AA e
0132 346 3093
Fez Cormuttrg Lid
Dases: 01-10-2020 - 23-08-2022 E ma
Opening Balance GBP: £0.00 john@1-ze-consutting limited.c
. .
Balance GBP: £2,040.00 b

nvoice References
Global sequence

Download vCard

25062021 Invoce INVO12 270000 270000
26062021 Invoce recet aganst INVO12 270000 000
08072021 Faz Consuting Lid - B4 LETTERS00R 153.00 -153.00
09072021 B4l payment aganst LETTERS002 (Fez Consuing Lid) 153,00 000
01082021 Invoce INVO21 154.00 1,548.00

Select ‘Show Statement’ to generate the statement. You can then save it as a
PDF and print or email it directly to the contact by clicking ‘Send by Email’.
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Invoicing

To navigate to the invoicing area in FreeAgent from within your client’s
account, select the ‘Work’ tab and then choose ‘Invoicing’ from the drop-
down menu.

ewing the Dotty's Cakes Ltd » [l Return to your dashboard

Q @ [ voryscamia v

Invoices Add New Creci Note  Add New Invoice
Al N
Datev Due Date  Reference Contact and Project Total Value  Status
0105-2023 01062023  Credit Note INV9OS Mad Stacks 2000 Overdue - £174.00 due 2 deys ago
30-04-2023 15-05-2023 Invoice INVESS Mad Stacks 90000 Cancelled by credit note on - 19-04-2023
28-04-2023 28-04-2023 Credit Note INVSOS Mad Stacks 897000 Applied against invoice on - 28-04-2023
20-04-2023 13-05-2023  Invoice INVO2 Mad Stacks 8,99000 Open - £ due n 10 days
19-04-2023  04-08-2023 Invoice INVSO!T Mad Stacks 180000 Open -~ due in 1 day
19-04-2023 19-04-2023  Credit Note INVS0OO Mad Stacks 90000 Applied against invoice on - 19-04-2023
4-04-2023 M-04-2023  Credit Note INV3IST Mac Stacks 30000 Refunded on - 21-04-2023
14-04-2023 290042023 Invoice INVISS Mad Stacks 30000 Overdue - £150 00 due 4 days ago Send remander v
13-04-2023 13-04-2023  Credit Note INV3SS Gracie Printing Ltd 30000 Appled against invoice on - 13-04-2023
13-04-2023  28-04-2023 Invoice INVIS4 Gracie Printing Lid 30000 Cancelled by credit note on 3-04-2023
29-03-2023 13-04-2023  Invoice INV3IES Luxwry Laundry USD 108000 @ Overdue - due 20 deys ago Send reminder v
29-03-2023 29-03-2023 Credit Note INV3IS2 Luxwry Laundry 120000 Applied against invoice on - 29-03.2023
29-03-2023 13-04-2023  Invoice INVIS! Luxury Laundry 120000 Cancelled by credit note on

You’ll see a list of sales invoices that have been entered in FreeAgent.
FreeAgent uses a traffic light system to show the status of the invoices: green
for ‘Paid’, amber for ‘Open’ (not due) and red for ‘Overdue’. To add a new sales
invoice, click on the green ’Add New Invoice’ button in the top-right corner.
This is where you’ll enter all the relevant information for the invoice.

ewing the Dotty's Cakes Ltd » [l Return to your dashboard

Q @ [P ootyscaeisd v

Contact and Project Details » Required fields”
Contsct  Mad Stacks v Or, add a new contact

Progect No Project

Invoice Details Required fields®

Invoice Reference  INVS06

Invoice Date.  03-052023 M@

PaymentTerms 15 deys

Curency  Pounds Stering
CIS Category  N/A

Addtional Text  Thank you for your business

lovoice Emails Emad this nvoice automancally using my default template
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Begin by selecting the person or company that the invoice is going to be sent
to from the ‘Contact’ drop-down list. If they haven’t been added yet, select
‘Or, add a new contact’. You can also select a project, if applicable.

ewing the Dotty's Cakes Ltd » Ll Return to your dashboard

Q@ &

Required fields”

O, add a new contact

Invoice Details Required fields”

lovoice Emails Emad this nvoice automancally using my default template

Next, complete the ‘Invoice Details’ section. If you’re using global invoice
sequencing for the invoices, FreeAgent will automatically increase the invoice
reference number by one each time you create an invoice. Alternatively, you

can enter your own reference if you’d prefer.

In this section, you can also add payment terms, select a currency, include
additional details and select which invoice emails should be sent to the client.


http://freeagent.com

40

There are various other options available to include. Select the arrow next to
'More Options' then enter the relevant details if required.

I U USRS TTVUR T U

Online Payment Options
Lot customers pay straight away by connecting Stripe and PayPal
Set up Direct Debits by connecting GoCardless
More Options ~
Invoice Discount »

Custom Contact Name
Custom Payment Terms
PO Reference
Bark Account  Business Current Account
Are you using Letterhesded Paper?

Dsplay the project name in the Other Informaton secton
Aways display the BIC and IBAN numbers, f defned, on this invoice.

VAT Options () UK VAT Rates
Reverse Charge

Once you’re happy with the information, select ‘Create New Invoice’.

Next, you’ll need to add invoice items. To do this, click on the green ‘Add
Invoice Item’ button and enter the relevant details for the item in the pop-up
window.

Q @ ([ oOottysCokesid v
Invoice INV906 (Draft) Savess POF | Edit  Delete  More v
£0.00
od
> Dotty's Cakes Lid 03-06-2023
~ 1 High Strest
/' Eanrburgh Due
City of Edisburgh EN1 1AA Not yet sent
VAT 900000001

Pashton Clectrials

Smon Pastion INVOICE INV906
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If your client sells the same items or services regularly, tick the ‘Add this to
your price list’ checkbox and give the item a title. This will mean in the future
you can select the item from the ‘Autofill from your price list’ drop-down
menu at the top pop-up window and the fields will automatically be filled.

New Invoice Item

Autofill from your price list v

Mﬂv. 100

[ -

Once you’re happy with the details for the invoice item, you have two options:
you can either create it and another item or click ‘Create and Finish’ to
complete the process.

At this stage, the invoice is still marked as ‘Draft’, which means it will not be
pulled through to the relevant accounting reports in FreeAgent.

To complete the process, you need to send the invoice or mark it as sent. If
you selected the option to email the invoice automatically in the ‘Invoice
Emails’ section, select ‘Send Now’ to activate the invoice and email it to your
customer.
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Alternatively, if you didn’t select the option to email the invoice automatically,
select ‘Mark as Sent’ to activate the invoice and your client can then send the
invoice to their customer manually.

tly viewing the Dotty’s Cakes Lid »

MyMoney v Banking v Taxes v  Accounting v Dotty's Cakes Lid v

Invoice INV906 (Draft) SavessPDF | SendbyEmedl | Edit  Delete  More v
Draft Magk as Sent Total velus
£1,080.00
Dotty's Cakes Lid 03-06-2023
= 1 Hgh Streat
/ ] Eanrburgh o
City of Edisburgh EN1 1AA Not yet sent
VAT 209000001 >
Pashton Clectrials -
PWPW[ INVOICE INV906
asnton Eroctrais
Laroug v
Lothvan X1 SWN

A GBP Total £1,080.00
Payment Details Other Information
Barciays Company Registration Number ' Z34°4

Bank/Sort Code: 200101
Account Number: 12345678

Once the invoice is activated, it will be pulled through to the relevant
accounting reports and VAT returns, if applicable. It will also be available to
have bank transactions explained against it.

If you need to make changes to the invoice for any reason, select ‘Make Draft’
and amend the invoice. Then, repeat the process to email the invoice or mark
it as sent.

Please note that you can only do this if no payment has been marked against
it. If one has, you can’t make any changes until the payment has been
removed.

Your clients can also create and send invoices using the FreeAgent mobile
app. To find out more about this, visit the Mobile module in the ‘Learning and
accreditation’ area in the Practice Portal.
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Credit notes

There are a few ways to enter credit notes from within your client’s account in
FreeAgent. The first is to create one from scratch. You can do this directly
from the ‘Contacts’ or ‘Projects’ areas. Just select 'Add new' and choose
'Credit Note' from the drop-down.

ewng the Dotty's Cakes Ltd [l Return to your dashboard

Q
Fez Consulting Ltd Edit Details
Summary Projects Invoces  Fecuring Invoices  Bils  Estimates  Statemert of Account  Accoust Mistory  Notes Projont
B —— Invosce
Received and Paid Act Credt Nogg
Last 12 Monthe Rocurmng Invorcs Profie
Fex!
 Incoming @ Outgoing Estrate
e
Cont Bill
o John Doers.
Fez Consulting Ld
United Ki
o ingdom
. . sean kelly@freeagent com
0 Phone Number
n ™ Aoy Sep Oct Nov Dec Jan Fob Mar Apr May 0132 346 3093
Biling Ema
john@4-ze-consulting-limited.c
Outstandng All Time Totals ok
o Reference
voices Bils You owe them Received Pad Balance ~ .
£0.00 £5,189.00 £5,189.00 £15,828.00 £3,173.00 £12,655.00

Alternatively, you can create a credit note from scratch via the 'Invoicing'
section. To do this, click on the 'Work' tab, choose 'Invoicing' and then select
the 'Add New Credit Note' button at the top right of the page.

ewng the Dotty's Cakes Ltd [l Return to your dashboard

Invoices Add New Invoice

AN
Datew Due Date  Reference Contact and Project Total Value  Status
03052023 19062023 Invoice INVDOE Pashton Electrals 100000 Open - due in 5 days
0105-2023  01-05-2023  Credit Note INVSOS Mad Stacks 2000 Overdue - -£174.00 due 2 days ago
30-04-2023 15-05-2023  Invoice INVES9Y Mad Stacks 90000 Cancelled by credit note on - 19
20-04-2023 28-04-2023 Credit Note INV903 Mad Stacks 897000 Applied against invoice on - 2804 2023
28-04-2023 13-06-2023  Invoice INVSO2 Mad Stacks 899000 Open - £2000 due n 10 days
19-04-2023 04-08-2023  lnvoice INVSO1 Mad Stacks 180000 Open - due in 1 day
19-04-2023  19-04-2023  Credit Note INVOO Mad Stacks 90000 Applied against invoice on - 19-04-2023
14-04-2023 M-04-2023  Credit Note INV3S? Mad Stacks 30000 Refunded on - 21.04-20238
4-04-2023  20-04-2023 Invoice INVISS Mad Stacks 30000 Overdue - £150.00 due 4 days ago Send reminder v
13-04-2023  13-04-2023  Credit Note INV3SS Gracie Printing Ltd 30000 Applied against invoice on - 13-04-2023
13-04-2023  28-04-2023 Invoice INVIS4 Gracie Printing Lid 30000 Cancelled by credit note on 3-04-2023
29-03-2023 13-04-2023  Invoice INV3E3 Luxury Laundry USD 108000 @ Overdue - due 20 days ago Send reminder v

29-03-2023 29-03-2023 Credit Note INV382 Luxury Laundry 120000 Applied against invoice on - 29-03-2023
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Whichever way you choose, you’ll be taken to the new credit note screen.
You’ll notice that this page is very similar to the one shown earlier in the
invoicing section, starting with adding a contact and project, if applicable.

ewing the Dotty’s Cakes Ltd » [l Return to your dashboard

v Bils MyMoney v Banking v Taxes v Accourting v (o] (’J. G o
New Credit Note
Contact and Project Details Required fields”
Contact  Mad Stacks v | Or, add a new contact
Project No Project v N
Credit Note Details Required fields”

Credit Note Reference  INVSO7

CreditNoteDate | 03052023 @

PaymentTerms O  deys

Curmercy  Pounds Stering
CIS Category  N/A

Addtional Text

Next, add the credit note details, including a reference number, and any
relevant extra information in the 'More Options' section. Once you’re happy
with it, select ‘Save Changes’.

ewng the Dotty's Cakes Ltd »

Dotty's Cakes Lid v

Credit Note INV907 (Open - due today) Save ssPDF  Sendby Email  More v
Make Draft  Sent Actions v Totsl valve
-£1,080.00
Dotty s Cates L 03-06-2023
= begr Sveat i
/ /] Edrburgh o
City of Edinburgh EM1 1AA 03-05-2023
VAT 909000001 >
Pashton Clectrials -
f.""" ":"‘" CREDIT NOTE INV907
‘asteon Emcrian
#9140 St P Tota: Dot
Eanourgh ’ -
Lothwan EM1 SWN

GBP Total -£1,080.00

Payment Details Other Information

Barclays Company Registration Numder | 23456
Bank/Sort Code: 200101
Account Number: 12345578

st Bt AT

From here, follow the same process of adding line items as for invoicing.
However, make sure the figures are negative. Once you’re happy with the
credit note, click ‘Mark as sent’.
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Alternatively, you can create a credit note from an existing invoice in
FreeAgent. To do this, navigate to the ‘Invoicing’ area and select the invoice
that you want to credit. Click on the ‘Actions’ drop-down menu and select
‘Create new credit note’.

viewing the Dotty's Cakes Ltd »

v Bils MyMorey v Banking v Taxes v  Accounting v Q
Invoice INV906 (Open - due in 15 days) Save ssPDF  Sendby Email  Mors v
Mient | ® st -
Apply existing credit note £1,080.00
Croste nw credit note
Dotty's Cakes Ltd 03-05-2023
=~ '[w Sveet Add manual bank E
artugn - .
Vel Ciy of Edrbugh N1 1A TTTeection 1-05-2023
VAT 900000001 >
Pashton Clectrials -
Semon Pashton INVOICE INVS06
Pasteon Encrias
85 bgh Stoe Shymn -

Lothian EH1 SWN

This will create a credit note based on the information on the invoice. From
this screen, you can add more line items to the credit note, delete line items
and then mark the credit note as sent. Once you’ve marked a credit note as
sent, an ‘Actions’ button will appear. In the drop-down menu you’ll have two
options to mark the credit note as paid.

ewing the Dotty's Cakes Lid »
v Bils MyMoney v Banking v Taxes v Accounting v Q
Credit Note INV908 (Open - due today) SavessPDF  Sendby Email  More v
aont ) Qom0 = -
Aoy o invoice -£1,080.00

Add manual bank eated
03-05-2023

Dotty's Cakes Lid ”

oprd transaction ’

/ /] Edrbugh .
Ciy of Edinburgh EM1 1AA 03-06-2023
VAT 909000001 tact
Pashton Dlectrials -

Simon Pashton CREDIT NOTE INVS08
Pasteon Enctian

Sntugh
Lothian EH1 SWN

GBP Total -£1,080.00

Payment Details Other Information
Barctays Company Registration Number: 123456
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You can either leave the credit note to be allocated against a bank transaction
via the Banking area, or you can select ‘Apply to invoice’. In the pop-up
window, enter the value you’d like to apply.

Apply INV908 to Invoice(s)

Showing all open GBP nvoices for Pashton Electrials
Choose which invoices 1o apply this credit to:

Date Reference  Total (GBP)

Amount due

(GaP)

3110-2022  INV2se 3,000.00 3,000.00
1.080.00

03-05-2023  INV906 1.08000

Credit 1o be apphed:

Remaining credi note total:

]

If you’re looking to use the entire credit note then enter its full value, or you
can split it out against various sales invoices for the contact. Select ‘Apply
Credit’ to complete the process.

The invoice and credit note are now netted off against each other and will
show as settled in your client’s account.
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As well as opening a credit note to match it to an invoice, you can also open
an invoice and match it to a credit note.

To do this, navigate to the relevant invoice, click on the ‘Actions’ drop-down
and then select ‘Apply existing credit note".

ewing the Dotty's Cakes Ltd » [l Return to your dashboard

Q @ (& oottysCokesid v

Invoice INV901 (Open - due in 1 day) Save ssPDF  Sendby Email  Mors v

Apply -nhr‘jrod-l note 51,800.00
Create now credit note Created
=3 oo, Dotty's Cakes Ltd 19-04-2023
L) L Svent Add manual bank i
Srburgh Due
7/ oy of Edrbugh B1 1AA 1OH0CH00 04-06-2023
Unted Kngson )
Contact
Mad Stacks
“"'"s = INVOICE INV901
020 Lake Road Lol e SOOI
Phiacepha, PA 19108 v v
Urvted States.

100 Hour  test 900,00 90000

1 Salos 900.00 90000

GBP Total £1,800.00

Bank/Sort Code: 200101
Account Number; 12345678
Payment Reference: NVHO!
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4. Bills and out-of-pocket expenses

Bills

Bills are purchase ledger invoices, and they run on the same traffic light
system as invoices: green for ‘Paid’, amber for ‘Open’ (not due) and red for
‘Overdue’.

Before you create a bill, make sure that the supplier you’re adding the bill for
has been added as a contact in FreeAgent. To enter a bill, select the ‘Bills’ tab
from within your client’s account and then the green ‘Add New Bill’ button.
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Alternatively, you can add a bill by selecting ‘Quick Links’ on the ‘Overview’
page and selecting ‘New Bill’ from the drop-down menu.

Next, you’ll need to complete the supplier contact and reference detalils, bill
dates, currency, VAT and additional fields, if applicable.

Begin by selecting the contact that the bill relates to. Then, enter the
reference, bill date and due on date from the bill. You can enter the bill items
as either including or excluding VAT. You can also add an attachment to the
bill, if applicable.

..........
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If the bill is for an item bought using a hire purchase agreement, tick the ‘Hire
purchase’ checkbox, which will enable the bill to be paid off in instalments.
This will post the credit entry for the bill to the hire purchase nominal code
rather than to the standard trade creditors code.

Add » Naw Bill

If you only have a single line item to enter on the fill, you can enter it on this
screen - select the correct accounting category and enter the amount of the

invoice.
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If you’re entering a bill that contains items with different categories or VAT
rates, select 'Multiple items with different categories and VAT rates'. You can
add line item information, including category, value and VAT rate, on the next
screen.

If this bill was incurred while working on a particular project, you can link it to
that project, and choose whether you're going to charge the customer for it,
and if so, for how much. Please note that you’ll only be able to select a project
that has ‘Active’ status. If the bill is for the purchase of a capital asset, it won’t
be possible to link it to a project.

If your client has recurring bills, you can select how frequently this bill recurs
from the “This bill recurs’ drop-down menu. FreeAgent will then add a new bill
automatically in the future up until the date you enter in the ‘Recurs until’ field.
If you leave this field blank, FreeAgent will continue to add a new bill
indefinitely. You can edit a recurring bill if the charge, or reference, is slightly
different each time.

841 Contents

Once you've entered all of the relevant details for the bill, select 'Save and
Review' to save the bill, if you chose to create a single item bill.
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If you chose to create a bill with multiple categories or tax rates, select 'Save
and Continue' to save the bill. This will take you to the next screen where you
can enter line items.

Bill 29292 (Zero Valea) Lotbi senn

Adi29292 Zurs Ve

gl otrem s

To do this, click on the green ‘Add bill item’ button, which will bring up the
'Add new bill item’ screen.

Once you've entered all the necessary details for the line item, select 'Save’ to
add it to the bill. If you need to add additional bill items, select 'Save and add
another". You can add a maximum of 40 line items to a bill.
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Out-of-pocket expenses

An out-of-pocket expense is a cost that is paid for by an employee or business
owner or director using personal funds and will later be reimbursed by the
business that employs them.

y viewing the Dotty's Cakes Ltd »

Overview Contacts Work v Bils MyMoney v Banking v  Taxes v  Accounting v Q

Out-of-Pocket Expenses - Sean Kelly L] Import Expenies  Add New v

Sean Keby v 10 Most Recent
Date Spent Repasd Balance Owed
Brought forward £4,1485
“-07-2022 Underground ticket T e 700 42185
15-07-2022 Bus fare Ts 400 412585
07-09-2022 Expense Repayment 100.00 402585
18-10-2022 2023-03-22_10-06-30_i08 ~ d) Inc VA 050 402535
0912022 22 Tesco a7V 280 402815
24022023 02 - Morriscns eV 3748 406563
24-02-2023 24th feb Morrisons £6.25 VA 3748 43081
07-03-2023 tost Cor Mieage & -y 45/ mvie (£0 66 . VAT o 9 e, %80 a0
14-03-2023 14 march MA&S £33V 800 413091

29-03-2023 2023-04-27_09-31-35_i08 . » 608 413696

To navigate to the Out-of-Pocket Expenses area, if your client has a limited
company account or a sole trader account with employees, click on the ‘My
Money’ tab from within your client’s account and select ‘Expenses’ from the
drop-down menu.

If they have a sole trader account with no employees, or a landlord account,
select the ‘Expenses’ tab at the top of the screen. Alternatively, select 'New

Expense' from the ‘Quick Links’ drop-down menu on the ‘Overview’ screen.

This will show you the out-of-pocket expenses for directors and employees.
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You can change between directors and employees by clicking on the name at
the top-left of the screen and selecting the relevant individual from the drop-
down menu.

Q @ [P votysCoresisd v

re—

Spent Repad Balance Owed
Brought forword 4,485
“-or-2022 Underground ticket Treve 700 42185
15-07-2022 Bus fare T 400 42685
07-09-2022 Expense Repayment 100.00 402585
18-10-2022 2023-03-22_10-06-30_I0S Privting (Retund) inc £0.08 VAT -0.50 402535
0912022 22 Tesco Prirting LOAT VA a8 402815
24 022023 02 - Merrisons tng £6.25 VAT 3748 406563
24-02-2023 24th feb Morrisons Pritng £6.25 VAT 3748 403n
07-03-2023 st Cor Miaage 44 mies ot LOAS/mie (066 4 he VAT o 2 G .. 9¥80 220
14-03-2023 ¥4 march MAS g £1.33 VAT 800 41309
29-03-2023 2023-04-27_09-31-36_iOS Privtng L VAT 608 413696

You can also change which expenses are being shown using the drop-down
menu to the right. The default filter shows the 10 most recent, but you can also

filter by month, tax year, future upcoming or recurring expenses.

ewng the Dotty's Cakes Ltd t Return to your dashboard
Q @ (P ovonyscamts v

importExpenses | (D

Spent Repaid Balance Owed
Brought forword £6,365.40
22-06-2022 Underground ticket * s 0.00 637540
29-06-2022 Lunch with clent e 4600 642140
01-07-2022 Travel in own Car 10 meeting Car Misage 40 mies ot £0 44/mie B0 643940
03-07-2022 Printer paper Sisticrery 29.00 646840
03-07-2022 Lunch A mods and Mesls 800 647640
04-07-2022 108t Accommodation end Mesks Inc £1.53 VA 800 648440
08-07-2022 Sketchbooks and pens 1itnery %00 649940
10-07-2022 Tea and snack Accommadation asd Mesls 0.00 650940
13-07-2022 Drive to visit client Car Misage 22 mies ot £0 & . 9% 6,519.30

18-07-2022 Phone call irer et & Teleptire $.00 652430
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Out-of-pocket expenses are split between expenses and mileage claims in
FreeAgent, and there are a few different ways you can add them.

The first is to use the FreeAgent mobile app to take a photo, for example of a
receipt, so that the Smart Capture functionality can save it to the ‘Files’ area in
your client’s account. Then, when you’re ready, the Smart Capture
functionality can convert the file into an out-of-pocket expense.

To learn more about this, please visit the Mobile module in the ‘Learning and
accreditation’ area in the Practice Portal.

If you’d like to bulk import expenses into FreeAgent, you can do so through a
CSV upload. To do this, navigate to the Out-of-Pocket Expenses area, select
‘Import Expenses’ and you'll be prompted to download our Expenses
template.

tly viewing the Dotty’s Cakes Lid »

Q @ [ oOottysCokesisd v

Import Expenses

Expenses  Mileage

1 D load & fill in the E

Simply download oyegemplate and then fill in all of the required columns for each axpense that you'd ke to
import.

For more information and detais sbout this template, check out this article ove

2 Upload your completed template
Once you've firished ontering your expenses data, save the template as a CSV fils and upload it below.
Once the upload s complete, we 'l prompt you 10 review your newly added expenses.

Selectafile  Upload

For more guidance on how to fill in the expenses template, please visit our
Knowledge Base.

Once the template is complete, go back to FreeAgent and select the CSV file
you want to import, then select ‘Upload’.
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Once the upload is complete, review your newly added out-of-pocket
expenses. If you realise that you've made an error, or want to remove the most
recent out-of-pocket expenses, select 'Latest Import' from the drop-down
menu and then 'Undo Last Import".

ewing the Dotty's Cakes Ltd » [l Return to your dashboard

Overview Contacts Work v  Bils MyMorey v Banking v Taxes v  Accounting v Q @ [ oOottysCokesid v

Out-of-Pocket Expenses - Ned Smanks .um Lastimport  Import Expenses  Add New v

s
Datev Description Amount

03-05-2023 Insurance ace decept N/A 10.00

If you’d like to enter an individual expense or mileage claim, begin by selecting
the claimant - which is the employee or director that the expense relates to -
from the drop-down menu. Next, click the green ‘Add new’ button and select
the appropriate option from the drop-down menu.

wing the Dotty's Cakes Lid » Il Return to your dashboard

Overview Contacts Work v Bils MyMoney v Banking v Taxes v  Accounting v Q @ [ oottysCokestad v
Out-of-Pocket Expenses - Sean Kelly Import Expenses m
Exporse

Mileage Cl
Sean Keby v  Latest import oge Claum
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If you have any paperwork that relates to the expense, for example a receipt,
you can attach a scanned copy by choosing ‘Select a file’ from the
'Attachment' area and following the instructions.

e

If you used Smart Capture to snap an image file and it’s saved in the 'Files'
area of your account, select 'Choose from saved files' instead and follow the
instructions.

Alternatively, you can upload any receipts, including in bulk, to Smart Capture
by selecting ‘Upload to Smart Capture’. Click the ‘Select Files’ button and
choose the files you wish to upload. You can upload JPEG, PNG and PDF
formats.
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Once you select ‘Upload’, Smart Capture will start to process the files and
extract the receipt dates and total values.

To convert the file to an out-of-pocket expense, click the three dots beside the
file and select ‘Convert to a new expense’.

Swact files  Uplosd Using Smart Capture

Date sdded Fia sarra. Upleaded by Pracy Bacopt tute Toanivatn

Smart Capture will suggest a category for you, enter the total value of the
receipt and the receipt date. Pick the claimant you wish to associate with this
expense and click ‘Create New Expense’.

Once a file has been assigned to an expense it will be cleared from the Smart
Capture files area to avoid duplication.
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If you’re not uploading a receipt using Smart Capture, you’ll need to add the
expense details manually. From the ‘Type’ drop-down menu, select either
payment or refund.

Attachment

xpense dotails

s this a Project Expense?

From the ‘Category’ drop-down menu, select the account category that you
would like to allocate it to.

Next, select the date of the expense and the currency used to pay for the
expense. Enter the expense amount from the receipt, inclusive of any VAT, in
the ‘Total Value’ field and select the relevant rate of VAT from the ‘VAT’ drop-

down menu.

b

Alternatively, you can enter a specific amount manually by choosing ‘Amount
and entering the amount of VAT into the new box that appears.

Enter a brief description of the expense.
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To link this expense to a project, select the relevant project from the ‘Link to
Project’ drop-down menu.

Type  Payment v

Category  Accommadation and Mesls

@ Doted | 02062023 W

Curency  Pounds Stering v

£ Ors VAT  Amount. v £ 000

Py W

@ Total Value

AT 10 use the rormal VAT rate for the expense type snd date

@) UK VAT Rates

Reverse Charge

VAT Ogtions

Description’ | 08

Recurring Options

Create and Add Another Cancel

Create New Expense

When you’re happy with the information entered, select ‘Create New
Expense’, or ‘Create and Add another’.

Type
Category’

@ Doted
Currency

@ Total Vase'

VAT Options

Descroton”

Recept Refererce

Is this a Project Expense?

Link to Project

Recurring Options

This Expense recurs

" Pounds Stering

Payment ~
Accommodation and Meals
02052023 @

£ ors 0.00

Sebect At ¥

VAT  Amount.

10 use the rormal VAT rate for

v £
AT e experie tyie and cate
®) UK VAT Rates

Reverse Charge

05

=

- Does Not Recur - v

FraaAgert wil croste s dupicere s forevar aave the

e dure tiara

Create New Expense ‘ Create and A&a Another Cancel
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Mileage

Adding a mileage claim follows a similar process to expenses. You can
navigate to the ‘Expenses’ area or select 'New Mileage' from the ‘Quick Links’
drop-down menu on the ‘Overview’ screen.

Select the relevant employee or director, then click 'Add New’ in the top-right
corner and choose ‘Mileage Claim' from the drop-down menu.

[l Return to your dashboard

s MyMorey v Banking v Taxes v  Accounting Q @ P ocoysCamtss v
Out-of-Pocket Expenses - Ned Smanks Undo Last impert | | import Expences m
Experse
NedSmanks  ~  Latest import Milsage Cl
Datew Dascription Amount
03-05-2023 Inswance 1000
% Per page

Add an attachment (if applicable), then complete the mileage details, and
select whether your client will reclaim the mileage and/or VAT on fuel.

iewing the Dotty’s Cakes Ltd »

Bils MyMoney v Banking v Taxes v  Accousting v

New Mileage Claim - Ned Smanks

Attachment

File 1o attach  Selectafile or Choose from saved files

Attachment description

Mileage details Required fields”
Cloimant  Ned Smanks
Deted  03-05-2023
Misage 40  miles
Descroton”

Vehicle Type  Car

Reclaim Mileage

Reclsim miesge rate At Aoproved Mideage Allowance Paymaents (AMAP) Rate  ~
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If your client is VAT registered, you can reclaim VAT on the mileage as
FreeAgent has HMRC'’s fuel rates built in and they are updated in line with
HMRC'’s updates.

To use the mileage claims in FreeAgent, your client needs to reimburse at the
government’s recommended rates of 45p and 25p per mile. FreeAgent will
automatically drop down to 25p per mile once 10,000 miles has been reached.

Next, if you’d like to rebill this mileage because it was incurred while working
on a particular project, select the relevant project from the ‘Link to Project’
drop-down menu and set the rate at which your client is going to charge it to
their customer.

Missge |40 miles
Descriotion”

Vehicle Type  Car

Reclaim Mileage

Reclem missge rate At Approved Mieage Allowance Payments AMAP) Rate

Reclaim VAT on Mileage?

Yes, and | have » VAT receipt

Car Engine Type and Size  Petrol - 1401-2000cc v

Is this Project Mileage?

Lk te Project |8

Recurring Options

This Mileage recurs.
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Lastly, if they will be taking this journey again, select the relevant frequency
from the ‘This Mileage recurs’ drop-down menu to set a recurring claim.

Once you've entered the relevant details for the mileage claim, select ‘Create
New Expense’ to complete the process.

Reclaim Mileage

Reclem miesge rate At Aoproved Mieage Allowance Payments AMAP) Rate

Reclaim VAT on Mileage?

Yes, and | have » VAT receipt

Car Engine Type and Sze  Petrol - 1401-2000cc v

Is this Project Mileage?
Uink to Project  Witness Fitness: Ski

Rebi? Yes v £ 045  permile, plus VAT

Recurring Options

This Mileage recurs | - Does Not Recur

Create New Expense Create and Add Another Cancel

¢ @
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5. Banking and VAT

The Banking area

The Banking area is the key part of your client’s FreeAgent account. This is
where their bank transactions live and where they are assigned explanations.
An ‘explanation’ will detail exactly what the incoming or outgoing transaction
was used for, along with any relevant details such as the VAT rate.

Select the ‘Banking’ tab at the top of the screen from within your client’s
account in FreeAgent and choose ‘Bank Accounts’ from the drop-down menu.

y viewng the Dotty's Cakes Ltd »

Overview Contacts Work v  Bils MyMoney v Banking v Taxes v  Accounting v Q @ ([ ootysCakesisd v

Bank Accounts Summary L] Add new account v

All sccounts v Monthly belances ~  Balance

£200k

" £192704

£150k e
000k e 51
£50k
0
Jun Jui Aug Sep. Oct Nov Dec Jon Feb Mar Apr May 72
Accounts Active accounts -
Account details Bank feed For approval Unexplained Account balance

* Business Curren t Account f¥ £ £169,571.44

Petty Cash Account 20 £6,930.77
dons 504

25 Bank of Scotland - bank feed Active s L] £1663 64

suro - @

You’ll be able to see your client’s individual bank accounts along with relevant
information including balances, an aggregated view of how much they have
across their accounts and transactions that require an explanation or are
awaiting approval.

These accounts can have secure bank feeds enabled, which automatically
import transactions daily.
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You can add as many bank accounts as your client uses for their business. To
add a new account, start by clicking the ‘Add new account’ button at the top
right of the screen. You’ll have the option to add a ‘Bank Account’, ‘Credit Card
Account’ or ‘PayPal Account.’.

Bank Accounts Summary m

Bark Account

Monthy o5 Credit Card Account

All accounts
PayPal Account
£200k — Total batance
= £192,704
£150k +—
o — —
+ e
- —— e Total for app 3
£100k _____sem 51
£50k
€0
Jun Jui Aug Sep Oct Nov Dec Jan Feb Mar Apr vy 12
Accounts Active accounts v
Account details Bank feed For approval Unexplained Account balance
* Business Current Account 1Y 2 £169,571.44
2345678 200101 Explain transactions Balance on 23-04-2023
Petty Cash Account 20 £8,938.77
. 23-04-2023
B¢ Bank of Scotiand - bank feed Active 0 2 166364
1323567 BO4888 ked for & Appr £ a © 2-06-2023
ouro - @,
£0.00

Till sccount

Enter the account name. For example, if you were creating a dummy account
to be used to enter relevant transactions for a client, you could call it ‘Petty
Cash’.

ewng the Dotty's Cakes Ltd » [l Return to your dashboard

Q @ [ Oottys CokesLn
New Bank Account
Bank account Required fields”
Account Name' [ petty cas ]
Currency ~ Pounds Sterfing
Status  Active ~

This is » persoral account

Make this my primary sccount
Optional details

Bank name

Account Number

Sort/Bank Code

) Show these details on Invoices

Oosnisabalonas fod saacs oLae Al acan
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When adding a bank account inside FreeAgent, the account name and
opening balance are required. All other fields are optional. Scroll down to the
bottom of the screen and click ‘Create new account’.

Optional details

Bank name
Account Number

Sort/Bank Code

7 Show these details on Invoices

Opening balance (at start of 01-04-2021)

Balance £ 000

Guess explanations

7] Guess explanations for my transactions

More options v

Create new account Cance

L
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Importing transactions

Next, let’s look at how you and your clients can import transactions into an
account. The most popular method is via a bank feed, which your client would
need to enable by following these steps.

First, they would select their bank account from the list, then the ‘Enable bank
feed’ button.

ewing the Dotty's Cakes Ltd » [l Return to your dashboard

Upload statement Embooz;n«d Editdetals  More v
-

sired @  Foraporoval Manually sdded Statement upload

Search 95% transactions explained
—_—

Date» Descripton Money in Money out Balance 28 Apr 2023 st 1139

Bolonce brought forward £%69.57.44 View latest statement

23. View ol transactions in this sccount?

J Explained 7?7 Unmaplsined R Manually added

Next, they would select the bank, the type of bank account and click the
green ‘Connect to my bank’ button.

wing the Dotty’s Cakes Ltd » [l Return to your dashboard
Q ¢ Dotty's Cakes Lx

Select your bank Bank Foeds
o Bank feeds let you sutomatcally
6 Natwst n Royal Bank of Scotland yster Uistor Bank Enpaet Sonsacions foom Vour
bank accounts into FreeAgent
Q Mattie " Uoyds * Barclays Weat 10 leam more?
Ploase see our Setting up Bank
o Feeds or Frequently Asked
i
ﬁ Niticnwice 3 Hatax D Bank of Scotland Cotinn oo
articies.
& Santander - Danske Bank Allied Irish Bank
Third-party feeds
¥

First Diroct <) Hsec was  Bank of Ireland
FroeAgent support some bank
—- -~ feods that you set up cutssce of
& Cater Allen 5 MBNA o Cashplus P %S arg T
0ach bank below

tide Tide 1Y Tesco Bank 000 Ts8 o~
o Rovolt

=X Capital One Viegin Money . MA&S Bark ¢ Monzo

-

Ly

Find your bankang service
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Next, they would be taken to their bank’s website to log in to their online
banking and authorise the connection process. This process may differ from
bank to bank. Once they’ve completed this step, they would be taken back to
FreeAgent.

Lastly, your client would confirm or select the FreeAgent bank account to
associate with the feed, choose the transaction start date and select ‘Link
Account’ to complete the process.

To ensure that the correct transactions are brought into your client’s account,
the transaction start date cannot be earlier than their FreeAgent start date.

The day after they complete the process, transactions will start automatically
pulling through to their FreeAgent account. Bank feeds in FreeAgent will
record transactions going back a maximum of two years.

The easiest way for your clients to set up a bank feed is through the FreeAgent
mobile app. To find out more about this, visit the Mobile module in the
‘Learning and accreditation’ area in the Practice Portal.
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Uploading bank statements

An alternative to setting up an automated bank feed would be to manually
upload bank statements in an OFX or QIF format.

wing the Dotty's Cakes Ltd » [l Return to your dashboard

Q @ (& ootysCakesisd v

Business Current Account v Upload stptement | Enable bank feed  Editdetalls  More v
@
All transactions v [ ] Statement upload
May 28 Q e 95% transactions explained
—_—
Date Descripton Money in Money out Balance 28 Apr 2023 at 1139
Balonce brought forward £969,571.48 View latest statement
Moy 23. View oll ransactions in this sccount?

£

J Explained 7 Unmxplained R Manually sdded

Total batance
* £169,571.44
(-

200101 12345678

the Dotty's Cakes Ltd » [l Return to your dashboard

Q @ @ ocotyscomin v

Upload a bank statement

1 Download a statement from your online banking website

We support OFX (also known as QBO, Guickbooks or MS Money 2008), QIF and some CSV formats. For PayPal
choose ‘Comma Deimeed - Balance Attecting Payments
ent formats F

Learn more sbout which bank stater ats FreeAgent supports +

2 Upload your bank statement

Select a file

] Guess explanations for my bank transactions

ter Loe

Upload Statement

3 Review and explain your transactions

If your client’s bank doesn’t provide these formats, they can download a CSV
file instead and reformat it before uploading.

b

A CSV file is simply an Excel document saved in the ‘comma separated value
file format with no headings and three columns. Each row inside the
document relates to a single bank transaction.
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The first column is the date of a transaction in the format DD/MM/YYYY. The
second is the value of the transaction - where negative transactions are
outgoing and the incoming transactions positive - and the final column would
be the description that’s uploaded with the transaction.
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Explaining transactions

Regardless of how you or your client add transactions to FreeAgent, explaining
bank transactions is a simple process that only requires entering a bit of
information for FreeAgent to handle the transaction appropriately.

Transactions can be filtered by state using the different tabs. For example, ‘All
transactions’, ‘Unexplained’ and ‘For Approval’. They can also be filtered by
date, using the ‘time periods’ drop-down menu below ‘All transactions’.

rently viewng the Dotty’s Cakes Ltd »

Overview Contacts Work v Bils MyMoney v Banking v Taxes v Accounting v

Business Current Account v Upload statement = Enable bank feed  Editdetails  More v
All transactions  Usexplained @)  For spprov Manuaty sdded Statement upload
———— &
Apeil 23 v Q Search SO% transactions explained
Date~ Description Moneyin  Money out Balance 28 Apr 2023 at 1139
Bolonce brought forward £160,903.67 View latest statement
04-04-2023 v Materials Materisls. Inc £34.83 VAT 89.00 WOTH67
Totsl unexplained transections
07-04-2023 ¥ Credit Note refund against INV3S9 Winston Far & Sors. E-commence integration - View credit sote 0000 6O6M.67
07-04-2023 7 invoice Winston fair#OTHER/£5,980.50 5,.980.50 166,595.7 g
08-04-2023  /  Bill pryment against 12345 (dummy contact) Accommodation snd Mesls - View bil 600.00 166,995.7 4
o
08-04-2023 7 Invoice/OTHER/£2,000.00 2,000.00 167.995.7 A o
08-04-2023 VBl 789 Advertising #nd Promotion. Inc £173.33 VAT 1,040.00 166.955.7 e o
08-04-2023 7/ Tesco Accommodetion snd Mesis. nc £8 33 VAT 50.00 %6,705.17
Bank details
7 Tesco//OTHER/£250.00 200.00
10-04-2023 7 Currys Computer Equpment Purchase. Inc £500.00 VAT Lite 3 Years - View capital asset 3,000.00 wl708.7 2‘69'571'“
1-04-2023 v Nvoice 218 Seles Inc £510.00 VAT 3,06000 weres Barclays
1-04-2023 J  Trainkne Trvel 7.00 166.748.7 200101 12345678

You’ll notice that each transaction is assigned a colour and icon. ‘Explained’
transactions are green, ‘For approval’ are orange, ‘Unexplained’ are red and
‘Manually added’ are purple. You can also refer to the transaction status
legend at the bottom of the screen.

A transaction is labelled as unexplained when FreeAgent does not know what
the transaction was for and as a result it’s not being posted to the nominal
code or any VAT returns, if applicable. Once a transaction is explained it will
simply turn green and be posted to the relevant accounts.

Once you’ve selected a transaction to explain, FreeAgent will ask you to
provide some information about it.

Select the payment type, category, the appropriate rate of VAT and add a
description.
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Business Current Account v UDIoad STATeMent | ENADI DAAK 166 | RO Getads | More v
Al transactions sexpiained @)  Foraporoval  Manualy added Staterent upload
Apeil 23 v Q — 86% transactions explained
——————————
Latest Upload
Datea Description Money in  Money out Balance 28 Apr 2023 ot 1:39
Bonnce brought formord £160,903.67 View latest statement
04-04-2023 /' Matorials Materisls. Inc £34.83 VAT 895.00 160767
07-04-2023 4 Credit Note retund aganst INV3IS9 Wirston Faw & S0m £ COMmence ntegraton View creat sote 100.00 WO6M.67
07042023 7 Invoice Winston fair/OTHER/£5,900.50 5,980.50 166,595.7
08-04-2023  /  Bill payment against 12345 (dummy contact) Accommodaton end Mess View bil €00.00 165.995.7
08-04-2023 7 Invoice/OTHER/£2,000.00 2.00000 619987
08-04-2023 /Bl 789 Advertising and Promotion. Inc £173.33 VAT 1,040.00 166.955.17
08-04-2023 7 Tesco/OTHER/£260.00 250.00 %6.705.17 _
Bank details
Type Payment ¥
’ Total balance
Including  Aute v VAT £169,571.44
¢ Accommadation and Meals .r .
ategory o tion ar
Get help Wit choosing » category - ) .
Sortcode  Account numbe
Description ~ Tesco 200101 12345678

Attachment  Upload afile... or Choose from saved files

You can enter further details by selecting ‘More Options’ near the bottom right
of the expanded transaction.

3 the Dotty's Cakes Lid Il Return to your dashboard

Q @ (& oOottysCokestd v

Explain a Transaction Delete ths Transaction
Business Current Account
Date Description Money In Money Out
08-04-2023 Tesco//OTHER/£250.00 260.00
Balance 250.00
SelectaType Roquired fields"
Type Payment

VAT Ogtions (®) UK VAT Rates
Reverse Charge

Voue £ 25000 VAT Auto

Category ~ Bank/Finance Charges

Description  Tesco

From here, you can split the transaction between multiple categories or link it
to a project. You can add an attachment to the transaction from either your
computer or the Saved Files area in FreeAgent.

To complete the process, select ‘Explain transaction’.
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More Detail
Category  Bank/Finance Charges
set hep witt Chocany 8 Category

Description  Tesco

Optional References
Link to Project | = None

Receot no

Attachment
File 1o attach  Selectafile or Choose from saved files
Attachment descriotion
Create Ngw Explanation Cancel

MreeAgent -

You’ll notice the transaction has turned green and is now being posted
according to the explanation details provided.

3 the Dotty’s Cakes Lid Il Return to y \board

Q@ 4

Business Current Account v Upload statement | Enable bank feed  Editdetalls  More v
Alltransactions  Usexplained @)  Forapproval  Manualy added Statement uplosd
Apdl 23 v Q —— 9O% transactions explained
————
- . Latest Upiosd
oo s Description Money Monoy out am— 28 Apr 2023 ot 1:39
Boance beought formard £160,903.67 View latest statement
04-04-2023 ' Materials Materisls. Inc £34.83 VAT 89.00 1607H.67
Totsl unexpiained transactions
07:04-2023 ¥ Credit Note refund ageinst INV3S9 Winston Fax & Sora: £-Commence integration - View credit sote %00.00 %60,64.67
August 22 [ ]
07.04-2023 7 invoice Winston fair/OTHER/£5,980.50 598050 166,595.7
September 22 [1]
08-04-2023  /  Bill pryment against 12345 (dummy contact) Accommodation snd Mesis - View bil 60000 165,995.7 e 4
March 23 (7]
08-04-2023 7 Invoice/OTHER/£2,000.00 2,00000 167995.7 b o
08-04-2023 /  Bill 789 Advertising and Promotion. Inc £173.53 VAT 1,040.00 166.955.77 Total unaxplained o

08-04-2023 /  Tesco Rark/Finarce Charpes 26000 %6.705.7

N Bank details
10-04-2023 v Currys Computer Equipment Purchase. Inc £500.00 VAT. Lite § Years - View capital asset 3,000.00 %B3.705.7 -
tal batance
1-04-2028 v Invoice 218 Ssles. Inc £510.00 VAT 3,06000 16,7657 £169,571.44
1-04-2023 7 Trainkne Travel 7.00 66487

14-04-2023 7/ Invoice 260 Seles. Inc £S53.33 VAT 3,560.00 170308.7
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Matching transactions using Smart Capture

Once you have saved your files to the Smart Capture files area, they’ll
automatically be matched to a ‘For Approval’ bank transaction if one with a
matching date and value exists. This will be the same total amount, as long as
the transaction date is within two days of the receipt date.

To approve the bank transaction, go to ‘Banking’, then ‘Bank Accounts’.
Choose the bank account and select the ‘For approval tab’.

Foe spproresl

165 My 24 @ Bun decommtion wrd Mesis e €399 VAT ne £-380.34

My 2t @ O Subway Accommodeion wnd M inc 2.6 VaT

Transactions that have a matching Smart Capture file will have a lightning bolt

with a blue circle. Select ‘Approve & save changes’.

Foe soproml
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VAT

You can access the VAT area of FreeAgent from within your client’s account
by clicking ‘Taxes’ at the top of the screen and then selecting ‘VAT’ from the
drop-down menu.

ewng the Dotty's Cakes Ltd »

Overview Contacts Work v Bils  MyMoney v  Banking v  Taxes cunting Dotty's Cakes Lid v

VAT v

Statement of Account

@

Dated on Description Usbility Payment Balance Due to HMRC
Intsol Bolonce ot 01-04 2021 £0.00
31-08-2022 VAT Return 03 22 due by 31-05-2022 £13.21307 32807 B
01-04-2022 VAT HMRC EB. 307 £0.00
30-06-2022 VAT Return 06 22 due by 07-08-2022 £5,88135 5803 B
01-07-2022 VAT HMRC £5.88135 £0.00
30-09-2022 VAT Return 09 22* due by 07-11-2022 £3.85603 385505 0
0110-2022 VAT HMRC £3.85503 £0.00
3112-2022 VAT Return 12 22° due by 07-022023 £7,80101 £7.501.01
31-03-2023 VAT Return 03 23° due by 07-05-2023 g2 £969212
30-06-2023 VAT Return 06 23* due by 07-08-2023 EV7S0 £9.869 62

All of your client’s relevant explained bank transactions, bills, invoices,
expenses and journals will be used to create the VAT return liability that you
see in this section.

This first screen shows any VAT liability calculated for each individual return,
along with any bank transactions that have been explained as VAT payments.
Any outstanding balance due to or from HMRC is shown in the far-right
column.
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If you click on the ‘Description’ of a VAT return, you’ll be able to see a preview
of a standard return and the values in each of the boxes.

VAT Return

000424 10 20 Sap 26

Casdtan swak

§
| < J < Q-J-) -] -]c]-]-]
H
13
$
H

L "

These boxes are automatically calculated by FreeAgent based on the data that
has been entered into FreeAgent. The VAT return will also be clearly labelled
as either ‘Filed’ or ‘Unfiled’.

Click on the ‘Full Report’ tab to see exactly how the boxes on the return have
been calculated. Each line item is a blue link that you can click to view the
associated bank transaction.

ewing the Dotty’s Cakes Ltd [l Return to your dashboard

Q @ [ ovoryscomia v

VAT Return for period 03 23 v Export v Edit Details
Prevew  Full Report
Sales Unfied
Dates Descrption Category Box1® Box6 D Boxs @
VAT period dates
n £10,260.91 n £34,245.09 n £0.00
Stant End
07.01-2023  Invoice receipt against INVO39 Sales 340.00 170000 L
7 i by
07-0%-2023  lnvoice receipt against INV261 Sales. 65675 328375 ; —
08-01-2023  Invoice receipt against INVO46 Seles, 34000 1700.00
File by >ay by
09-01-2023  Credit Note INV332 20.00 100.00 07-05-2023  07-05-2023
L]
1012023 lnvoice Sales 510,00 255000 c dotalle
13-01-2023  Invoice INV333 120.00 60000
13-01-2023 Credit Note INV334 120.00 -600.00
Calculatior
14-01-2023  Invoice 260 Sales 59313 296667 Invoice
Fuel S »
17-0%-2023  Invoice receipt against INV331 Sales 60.00 30000 None
19012025  lnvoice INV3S7 360.00 180000

20-01-2023  Invoice INV34O 178.00 89000
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To file the VAT return for your client from within FreeAgent, click the green
‘File online with HMRC’ button.

Overview Contacts Work v Bills My Money v Banking v Taxes v |/ Q Q MediaNode v

VAT Return for period 03 23 v Export v Edit Details  File online with HMRC

Preview  Full Report

VAT Peried Ending 31 Mar23 v . Unfiled v |
VAT period dates
VAT Return Start End
01Jul 22 to 31 Mar 23 01Jan 23 31Mar 23

Review the legal declaration and tick the checkbox. Then, select 'Submit VAT
Return' and FreeAgent will send the return to HMRC.

FreeAgent will only send the total value from the 'Preview' tab to HMRC and
not a breakdown of the transactions from the 'Full Report' tab.
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6. Essential reports

To access the Reports area, select the ‘Accounting’ tab at the top of the screen
and select ‘Reports’. Here you will see a collection of reports based on the
data in your client’s FreeAgent account. These reports are particularly helpful
for providing insights into your client’s business and how it’s performing.

.
Q @ [P oonysComesis

High Level

Profit & Loss Balance Sheet Final Accounts Performance Benchmarking

Your business's income less its day to day running What your busness owns and owes 1 8t 8 given point  Your busmess's year end financial statements How your business's fnances compare to past
costs over 8 gven period of time. You can also i time performance and similar businesses

compare profit & lcss reports.

Breakdown
Aged Debtors Aged Creditors Capital Assets Dividend Vouchers
Shows you customers who owe you money and how  Shows you suppher bills that you've yet 10 pay and Alist of the capital assets owned by your business and A list of all the dividends paid 10 all the sharsholders in
long that money has been outstanding for. how long those suppliers have been waiting for how they depreciate over time your company
payment
EC Sales List Customer Sales Spending Categories
Lists goods and services scld in other EU countriesto A braskdown of your sales by customer over different A breskdown of your expenditure by category over
help you with your EC Sales List reporting obiigations.  time periods. time
Detailed
Show Transactions Trial Balance Audit Trail Bank Reconciliation
A breskdown of what's in sl or any of your FreeAgent A list of the total amounts in s of your FreeAgent A record of the changes that have been made toyour A list of sl ansactions snd 8 reconcilation summary
categories. categories at a given point in time. You can also export  FreeAgent data, Including who made them and when  for a bank account across a specified date range.
this report they were made

Profit & Loss report

You can choose whether to view your client’s Profit & Loss report for a specific
month, quarter, year, opening balances, the current accounting year so far or a
custom date range.

T — ]

Lo T y——

Profit & Loss ~ xpent hupert

Profit & Loss
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Every line item on the report is clickable and will show the credits and debits
that make up the line item.

You can download the report as a PDF or CSV by selecting the green ‘Export
Report’ button.

T — ]

LR T Sy ——

Profit & Loss -

Profit & Loss

Select the ‘Comparative’ tab on the Profit & Loss overview screen to compare
two different quarterly or annual reports side-by-side, or view a custom date
range.

T — ]

LR L Sy ——_—

Profit & Loss ~ Expont Mepert v
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You and your client can also see a brief snapshot, taken from the yearly profit
and loss account, of their business's income and day-to-day running costs for
the current year to date so far on the Overview screen.

Show Transactions report

The Show Transactions report is a full nominal ledger report displaying all of

the transactions for the different account categories in FreeAgent.

Show Transactions

001 Saies

You can filter the Show Transactions report by date, account or tax reporting
type.

To export a list of all the transactions that make up a particular account, select
‘Export Report’ in the top-right corner and select either ‘CSV’ or ‘PDF’ from
the drop-down menu.

Please note that if you're viewing all the transactions in each of your client’s
accounts at once using the 'Show All Accounts' option, you'll only be able to
export the report as a CSV file.

You can also print the report by pressing either ‘Control + P' if you're using a
PC or ‘Command + P' if you're using a Mac.
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Bank Reconciliation report

The Bank Reconciliation report is designed to aid with the bank reconciliation
process for your client’s bank accounts. Your client will need level 7 access or
above to access this report.

The first tab in the report is the Bank Reconciliation summary.

Bank Reconciliation Summary

Opaning belance 20240202 s

The report will default to showing your client’s primary bank account and the
current accounting year in FreeAgent. To generate a report for a different bank
account, choose the relevant bank account from the drop-down menu.

To generate a report for a different accounting year, an individual month or
custom date range, choose the relevant option from the drop-down menu.

Next, you’ll need to enter the closing bank balance at the end of the period
you’re looking at in the ‘Closing balance’ field. Then, select ‘Apply’ to generate
a Bank Reconciliation report.
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You can review a breakdown of the figures from the ‘Summary’ by selecting
the ‘Full Report’ tab.

T —

You can choose to view all transactions or filter by transactions that have been
explained, are currently unexplained or have been manually added, by
selecting the relevant tab.

To export the 'Summary' or 'Full Report' of your client’s Bank Reconciliation
report, select ‘Export’ and then choose either ‘PDF’ or ‘CSV’ from the drop-
down menu. To export the information from both the ‘Summary’ and ‘Full
Report’ tabs, you’ll need to export a report from each tab.
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Trial Balance report

Trial Balance v Expont bapart

Trial Balance

You can filter the Trial Balance in FreeAgent by date using the drop-down
menu at the top of the page. The Trial Balance will show the correct figures for
that date range, and if you choose to view any individual items on the report,
the date range filter will continue to apply.

If the date range you want to select overlaps with the end of your company’s
accounting year, you will need to generate two Trial Balance reports: one from
the desired start date of the report to the end of your company’s accounting
year, and another from the start of the following accounting year to the
desired end date of the report.
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If you want to see the credits and debits that make up a line item on the
report, simply select the account on the Trial Balance. This will display all the
individual transactions that are included in the total figure for that account.

T — ]

Show Transactions

202 Membarihip Fess

Owerption

The Export button at the top-right of the screen is where you’ll be able to
export the report. Four formats are available. The Summary CSV format will be
accepted by all tax production software, which may be useful if, for example,
you’re not using FreeAgent for the end-of-year production process.

T — ]

Trial Balance
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Account locking

Locking your client’s accounts in FreeAgent prevents anyone from editing
their data prior to a particular date. Your clients’ accounts will be locked
automatically as the result of certain events, for example, when you file their
end-of-year accounts.

However you can also lock your client’s accounts manually. To do this, select
‘Settings’ from the drop-down menu at the top-right of the screen.

LT e s Jein nied v

Delote Acco
Parmanesly deiet rou Freatgest sccoust
Emas, bavoioss & Estinates

Sendng Emain

Munage the el addmsses yeu wa for sanding
Accounting, Tax & VAT

Accounting Dates

ey, FreaAgent start and sther

Logn Attempts Kromn Devices

Then select ‘Account Locking’ from the ‘Accounting, Tax & VAT’ section.

In the ‘Add a manual account lock’ section, you’ll see a range of valid lock
dates below the ‘Lock Accounts until’ box.

SeveCharges  Cancel
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Once you have entered an appropriate date, select ‘Save Changes’. This will
lock the accounts up to and including that date. The date will also be
displayed in the list of active account locks.

You can change or remove manually added locks, but not ones set
automatically by FreeAgent. Please note that an account lock can be removed
by your client if they have the User permission level 8.
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Support for your clients

FreeAgent offers you and your clients a wide range of support, including:

e bespoke practice training for you and your colleagues

e ‘Getting Started’ webinars for you, your staff and your clients to help them
understand the FreeAgent basics

e a searchable online Knowledge Base

e telephone and online support for you and your staff from our dedicated
Practice Support team

e telephone and online support for your clients from FreeAgent’s customer
support team

e a co-branded onboarding email journey to help clients get started and
understand the basics of the software

Security measures at FreeAgent mean our Practice Support team will only
communicate with account managers who are listed on your Practice’s
dashboard. Make sure that you add your staff members so they can receive
support when they need it.

For more information on how to use FreeAgent, visit our Knowledge Base
online. You’ll find step-by-step instructions on how to complete a wide range
of actions in FreeAgent, from basic functions right through to more complex
accounting procedures.

Knowledge Base

Accountants’ Knowledge Base

Practice Support team

You can also contact our dedicated Practice Support team via email or
telephone, 9am - 5pm on Monday to Thursday and 9am - 4pm on Friday.

Email: practicesupport@freeagent.com
Telephone: 0800 025 3800

Please have your account manager ID ready when contacting the Practice
Support team.



https://support.freeagent.com/hc/en-gb?kb=
https://support.freeagent.com/hc/en-gb/categories/115000400624-For-accountants
mailto:practicesupport@freeagent.com
https://support.freeagent.com/hc/en-gb/articles/360001734680
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