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This is a portion of the Home/overview screen you get when logging into OpenBooks: 

 
 
The overview screen is customisable to suite your needs and shows graphical and summary information of your 
business today ie: 
 

 Your invoicing history, indicating paid, due & overdue invoices; 
 Unpaid bills (sums you owe suppliers); 
 Your bank account history and current balance; 
 Customer/client projects, inc’l any billed and unbilled time & costs; 
 Recent timesheet & expense claim items; 
 Profit & Loss for the year so far, including dividends paid and profits still available for dividend; 
 A Tax Timeline: predicting dates and sums due for PAYE/VAT/Corporation tax and even personal tax. 

 
The menu bar is uncluttered and leads you to individual areas to enter & monitor your accounting transactions 
as follows: 
 

Contacts where you enter contact details for customers & suppliers. 
Work where you can setup and manage customer Estimates/Quotes, projects, time tracking and invoicing. 
Bills where you enter and monitor bills received from your suppliers. 
My Money where the user enters his/her expense claims, monitors dividends and salary drawn and even 
generates a simplified payroll/PAYE record. 
Banking where you spend most time entering bank, credit card and even Paypal account transactions 
Taxes where you monitor personal tax, VAT, Corporation tax & PAYE liabilities. 
Accounting showing P&L, Balance Sheet and other reports, dividend paperwork, maintain capital asset 
details and enter non invoice/bill/bank transactions in the form of “Journal Entries”. 

 
Follow each link above or the bookmarks tab to the relevant screen shots and notes.  
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Contacts screen: 

 
 
Shows each customer & supplier with current outstanding balances owed by or to them. 
 
There are also shortcuts to generate new or view existing projects for each customer. 
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Work screens: 
 
Projects: 

 
 
Your choice to show active, completed or all projects. 
 
When clicking on a project you will see a summary tab as well as ones to take you to the project’s Estimates, 
Invoices, Tasks, Time and Expenses/Bills. 
 
 
 
Time tracking: 

 
 
You can display/enter time by day or even weeks to customer projects and further detail the time by using 
tasks (eg support, admin, training etc) which can be either billable or non billable. 
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Work screens (continued): 
 
Invoices (to customers) 

 
 
 
Here you generate new, or edit existing, invoices to customers, there are various pre-set formats (themes) or 
you can generate your own.   
 
When generating invoices you can just make them plain and simply to the customer or you can pick a project 
and automatically pull in any billable time, expenses or bills entered against the project. 
 
The optional Estimate screen is similar to this and estimates/quotes/proposals can be generated, sent, 
approved and then converted into invoices. 
 
Invoices can be generated as drafts and once approved are printed, PDFd or even sent directly by email from 
the site to the customer.  The accompanying emails are customisable and you can set invoices and their emails 
as recurring on predefined dates. 
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Bills screen: (bills are invoices you receive from suppliers) 

 
 
This facility (unusual in spreadsheet systems) is crucial to accurate accounting in that it recognises expenditure 
is it is incurred (i.e. as it arises) and not when it’s paid.  Not only therefore can you see which bills you still owe 
but expenditure, profits and tax the system calculates will be more meaningful. 
 
You can choose to list bills under various criteria, i.e. All, open, overdue, paid etc etc. 
 
You can either generate a new bill entry or click on an existing one to edit it (any paid though will be locked to 
editing).
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My Money screens: 
 
Expenses (out-of-pocket): 

 
 
Shows the current state of play on each person’s expense claims, i.e. what’s been claimed and how much 
reimbursed and still outstanding. 
 
As with other screens here is where you enter new expense claims or edit existing ones (unless already 
invoiced on to a customer). 
 
 
Dividends: 

 
 
Dividends are recorded as paid from the bank or entered as payable via Journal Entries (Accounting screen). 
 
The above screen shows each person’s dividends and tax credits and clicking on each will generate the dividend 
voucher.
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My Money screens (continued): 
 
Salary: 

 
 
When you prepare the payroll for each person (below) it generates a payslip for each month and these are 
listed above together with details of when each net salary is paid (via banking screen). 
 
 
Payroll: 

 
 
This is a simplified and unsophisticated payroll generator in which you enter the person’s monthly salary & tax 
code and indicate whether you wish the NI for directors to be calculated monthly or annually.  The system is 
not currently linked to HMRC for online filing but this will come. 
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Banking screens: 
 
Current account: 

 
 
 
Credit card account: 

 
 
These screens list the current entries entered in & out and enable you to enter new manual transactions 
(below) or edit existing entries. 
 
Alternatively you can download an electronic bank statement from internet banking and “upload” it into 
OpenBooks.  This will enter all the transactions into the screen but will not actually treat them as movements in 
the account until you classify each entry, i.e. money from a customer to pay an invoice, payment of salary etc 
etc. 
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Banking screens (continued): 
 
New Manual entry: 

 
 
 
This is the typical bank transaction entry screen with the pull down menu to determine which type of 
transaction it is. 
 
A plain payment for example (i.e. not paying off a pre-entered supplier bill) will ask you for a category, eg 
travel, stationery, advertising, whereas if you chose to pay off a supplier’s bill the screen changes and offers 
you a list of all the unpaid bills currently sitting on the system. 
 
Alternatively you may be paying yourself or another employee in which case the screen will ask you to say 
whether it’s salary, dividend, expenses or even a director’s loan item. 
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Taxes screens: 
 
VAT: 

 
 
This shows you in summary (as above) on in detail (listing each transaction) how your current VAT return is 
building.  Once you have passed the quarter end you have the ability to finalise the return at which time all the 
related transactions are locked. 
 
The system handles all the major forms of VAT calculation, i.e. on invoice basis, cash basis, standard rates or 
Flat Rate Scheme. 
 
PAYE & NI screen: 

 
 
Shows the total PAYE liabilities due & paid. 
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Accounting screens: 
 
Yearly Profit & Loss: 

 
 
The other reports and facilities under this menu are shown down the left hand side. 
 
Many clients will know of, if they run computerised bookkeeping, or will have heard us mention the “Trial 
Balance” (TB). This report provides the period or year end information we need to begin to prepare final 
accounts. 
 
With other systems (and with OpenBooks) the TB is generated as an Excel spreadsheet and, following some 
manipulation, is pulled into our Iris Accounts Production software.  The benefit of OpenBooks however is that 
Iris Accounts Production will be able to automatically recognise and input an OpenBooks TB, with no manual 
intervention. 
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