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Welcome to Clear Books!

Get ready to experience fast, reliable and secure accounting
software that is easy to use for both you and your clients.

Clear Books is cloud based, which means that you can access
your clients’ data from anywhere at any time- you just need the
internet. The multi log in system means that your clients have
this same luxury.

This Clear Books Accountant Guide will take you step by step
through setting up your account, creating and monitoring client
accounts and all of the benefits that Clear Books offers you as

an accountant.

After you have set up the basics, take some time to explore
Clear Books and discover the advanced features that will provide
further benefits to you and your clients.

At Clear Books we create and nurture close relationships with our
Accounting Partners. Our friendly and helpful team is always on
hand to support you and your clients.
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Creating your Account
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CONTENTS

Getting Started
The first thing you need to do is head to the Clear Books website.

Go to http://www.clearbooks.co.uk/partners and click on the
“Become a Clear Books Accounting Partner” button.

II‘“&] CIear BOOkS The anline hosted software fits perfectly with._ &
o sk ok i e

Home Pricing Tour Partners About Sign Up

Patners

Clear Books Partner Schemes

Discover how your business can benefit by becoming a Clear Books Partner

Get connected to your clients

Cnline Collaboration

Clear Books brings you and your clients closer together so that
you can both access the chent’s financial data at any time,
at the same time, and from any where.

Tailor permissions 1o control what aneas of the system your
chents can use. For example, ket the client create and smail

beautiful inveices to their custamers, whilst you manasge all
other aspects of the accounts,

' Become a Clear Books Accounting Partner I

Follow the registration steps by entering some basic detail- no payment
details will be taken at this stage and there is no obligation to subscribe.

Once you have completed this process you are automatically on a free trial.
When your free trial expires you will be directed to the “Subscription” page.

Clear Books Accounting Partners receive a discounted price plan.

Chapter 1 Creating your Account
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When you log in to Clear Books you will be taken straight to your
dashboard.

You will notice the “Live Support” feature - a green box located in the
bottom right hand corner of your screen.

If this is online you can chat live with a member of the Clear Books
Support Team if you have any questions. This feature is only available
during your free trial. After that, if you have any queries please call the
Accountant Support Line: 08448 161 600

[_‘D C-I?a.rB,OO,k-S Fres Trinl (20 aays remasning)  Steriing Accoustasts v Clear Books v | Logoul {, B <

home maney sales purchases reports

Ustrs  Subscriphsn  Wossages

Sterling Accountants Dashboard

© Getting Started: Pleaze confirm your organization details. Do this task.

Sales & Customers Purchases & Suppliers

Due from customers: Orwed to suppliers:
Add Customer New Cunte m Add Supplier
Al fvoices | Al Customers | Al Quoles Al Purchases Al Supphers

Getting Started Financial Reports

Profit & Loss April 2012
§ Compiete a task 1o unlock new tasks & expiore the syslem

1
EEEED | Peuna steding (GBF) B3] et Curency

7%
= 800 semings
& - 025
EEEER 5ot opening bank Balances

L

Frofit & Loss Balance Sheet Cash Flow

S

You also have access to the Clear Books Demo. This is a universal dummy
account and access to this is given to all Clear Books users. To access this,
just use the first drop down menu at the top of your Clear Books screen.

Chapter 1 Creating your Account

Setting up your Organisation Details

The initial step when you log in to Clear Books for the first time is to set
up your organisation details.

Click on the link at the top of your dashboard or choose
“Settings > Organisation > Setup”.

Enter all of the relevant details and click “Save Changes".

r‘D CIeaI"BOOkS Free Trial (30 03ys fEMaining)  Sterling Accountants v Chear Books ¥ | | Legout | Sy [ <

home money sales purchases reporls teols

Sterling Accountants Settings M| e ESORESES
Contact Detals Logo Tax APl
Contact Details Registered Address

Organisation Name * Stering Accountanis . Buikling Name: / Number

Type = Select [= - Agdress Line 1 107 Hammersmith Road

Industry * Salect E . Address Line 2

Company Number . Town Hammecramith And Fulham

Contact Name Emma Boyce . County London

Puslcude W4 0QH

Traulng Address
Building Name / Number

Address Line 1 107 Hammersmith Road

Address Lne 2

Town Hammersmith And Fulham
County London

Country * United Kingdom E
Poslcode W4 0GH

E-mail agdress emma+accountanigiciearnc
Website

Primary phone

Secondary phone

Fax

Save Changes
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Itis up to you if you want to use Clear Books for your own company
accounts or just with your clients.

If you do intend to use Clear Books for your own accounts you will
need to edit the VAT scheme. To do this, click the “Tax” tab and then
click“Manage VAT Schemes".

(fyClearBooks S —_ R T W

st o Bvtn GBa V6D ELE

Voo et ShaRg At ioriiall b oot AS 3B

Sterling Accountants Settings

CoetmeiDotals  Logs ARy

VAT
WAT fuimbes GB
VAT penod ety =l
VAT perod end * Jan =]
HMAC eniey =]

manage vill sChemes

Tax

Tax reference

Chapter 1 Creating your Account

Update your VAT scheme or add a new VAT scheme if necessary.

FD CleaerkS Fres TGl C30 diss remainin)  Slering Accountasts +  ChearBooks +  Logout é, =

Your Pariner. Steding Accounlants emvmas sccounlant@destooes oo uk Emma Boyce 08448 160 614

repoarns tools Sottings

Pariods L= Frae Mool Rassl

VAT Schemes

e At L D
EBo

VAT regisloned (Standard) Imgice accouning 04D 20%

seleat (=] e (=) [ 00 |

Next, choose “Settings > Organisation > Toggle Features”. Ensure that all
of the features you want to use are switched on and anything that you
won't require is switched off.

Chapter 1 Creating your Account
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Co-branding your Account
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Co-branding your Account

To co-brand your Clear Books account you first need to enter the
“Partner Area". This can be found in the drop down box in the top
right hand corner.

[_[‘a Cleal'BOOkS Free Tral (30 days femaining)  Slering ACCountants ¥ cuum v | (Loget: & B P

Oheilire acoowntine bo feee your time Clear Books.
OpenPayo

Sterling Accountants Dashboard

Sales & Customers Purchases & Suppliers

Due fram customers:

£0.00
EEEERE o cusomer || mewauoe

Al Imvodcos | All Customers | Al Quotes

Once in the “Partner Area” choose “Directory > Your Listing’, scroll down
and upload your logo.

Logo
Logo

When you click “Confirm Changes” your clients will be able to see a
co-branded version of Clear Books.

FFD C|eal'BOO|(S s Feaa Trial (30 days remaining)  Sterlng Accosmtants *  CliorBooks = Logout &E <

Cedine scoounineg b e you Bone

Yoo Partner Sterling Accountants smima saccounianiiicearbocis ¢o v Emma Boyce 08448 180 &14
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Using a Clear Books Login Form
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Using a Clear Books Login Form

You can have a Clear Books login form on your website to make it easier for
your clients to access their accounts.

Choose “Tools > Website Tools” and simply copy and paste the code shown
into your website to create a log in form.

(gyClearBooks  §

e chents leads direciory

Website Tools

Clear Books Login Form
(- ClearBooks

Email

Chapter 3 Using a Clear Books Login Form




Creating Template Accounts
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Adding a Template Account

To make it easier when adding clients you can create templates.
Your new client accounts can then be based on these templates.

To set up your templates enter the “Partner Area” and choose
“Clients > Template Accounts”.

Enter a name for your template and click “Add".

() ClearBooks §

home chents leads direciony tools

Client Cvenaw Agd Client Subs criptions Users amplate ACCours Deadend Repon

Template Accounts

Here you can credte template 3ccounts 1o simpdity the setup of your chents’ 3CCOUNTE. New chent 2cSounts Can then De
created based on 3 template.

Create your first template

Erder 3 name 10 your lempiate and (K AGTT The process ior Creating 3 lompiate & he Same &5 CHeatng & nodmal 5 Count

Fiwme
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This will take you to your template account. The final step is to edit the

Registering a Template Account _
template to your requirements.

The next step is to register your new template. Click the “Register” button
next to the template name.

[FDCIearBOOkS (BT Temoiie! v ClearBooks v (Loseut) Sy b 2t

Online sccounting to free your time

([yClearBooks § o T s s g s ¢ oty ¢ $0300 O ) o2

R
L u Find Pt I WO 7 ey Y T 1 1L

home chenis leads direciory bosols:

Template 1 Dashboard

Clsand Overiew A3d Chienl Subsonphons Users Templabe 4 s Deagens Repen

TE mp late ﬁ.'c counts & OGetting Started: Please confirm your organisation details. Do this task.

O New template soded. Click the “Regitter” bution net to My name to complete. Sales & Customers Purchases & Suppliers

Due from customers Orwed 1o suppiers

£0.00 £0.00
m Add Customer Hew Cuole _ Add Suppher

Al lvoices | All Customers | Al Quoles Al Purchases | All Supplers

Here you Can create Templite JCCOuRTE 10 Mimplity the S#tup of Your clienty’ Ecounts. Niw cHient SCCounts Can then be
created based o 3 template

Currently, T bolowng Gata will be (Opsnd B01038 Fom a hemplate
s Togghes extiadng weekdy reports inad contart and keyboard shorkuts, bl intudng corparaten Lar foggie fom proftios report
& Aecount codes, Inciudng grougs and Peadngs
o IAVOICH BETIAQE. EN0 AN INWORCE DANE 8¢ ¢ ounl
* Emadl sattings
« Emadl '..lllpil'..'l
o 'Weekly Dachup schedule
* Fayment methods

Your templates Add new template

Tempiaie eame | Loom to the memplzte Heame n

Tamigise | (R m

Register your template by entering the details requested.

16 Chapter 4 Creating Template Accounts Chapter 4 Creating Template Accounts 17
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Editing a Template Account

The following settings can be templated:

Toggles

Any toggling of features will be saved within your template (except for
weekly reports, lead contact and keyboard shortcuts). To toggle features
on/off choose “Settings > Organisation > Toggle Features”.

Click on the “Features’, “Invoicing & Expenses’, “VAT & Bank Import Tool”
and “Accounting” tabs and make sure that you have switched all features
on/off as appropriate.

Account Codes
The next chapter will take you through account codes within Clear Books
in more detail.

To edit your account codes choose “Settings > Codes”. You will see here
that you have the options to edit, add and delete account codes.

Invoice Settings

Choose “Settings > Invoices” and create invoice themes by clicking “Create
Theme"” or choose themes from the “Directory”. It is also in this area that
you set your invoice “Preferences”.

Chapter 4 Creating Template Accounts

Email Settings
To set the email settings for your template choose
“Sales > Email > Settings”.

Auto Sender Auto Reminder
Automatically email all customers who have an unpaid
Invoice o inform them that an involce has been created. inveice is overdue for payment. You can Gpt out specific
You can opt out specific customers. customers

Automatically email all customers to remind them when an

Enabie aulo ema Enabie auto email
aandar remindan

Recerse a copy of each Fecene B copy of each
emai email

Gel @ summarny of a Gel a summary of al
emans Emais

S&nd A0 amAll oRtE o dAays afler invace Send emal every 7 ARyS BMET it &
created overdue

Save Save

Auto Prompt

Automatically email all customers to prompt them when an
inveice is due for payment. You can ept out specific
ELEIEMBFE.

Use auta email prompls
Gl i copy of each ema
Gl i summary of af
emais

Sen0 ¢mal once T O0YS DEIE IMVOREE aue

Email Templates

You are also able to set email templates.

To do this, choose “Sales > Email > Templates”

and select from the menu the templates you would like to set.

nvoice Reminger F."i).‘l'l'li nt Prompt Quote: Remittance PO f;lgﬂaT.ll’E Detai Statement

This will set default emails that will go out when sending a specific
document via email. If you send an email manually you can edit the
text in the email for that one instance.

Chapter 4 Creating Template Accounts
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Weekly Backup Schedule You will notice that when you log into Clear Books you will now be

To set weekly email backups choose “Tools > Export > Backup’, select directed to a screen that allows you to choose between your account,
which day you would like them to be created and which email address your template accounts and the demo account. When you start adding
you would like them to be sent to and then click“Schedule”. clients they will be listed here too.

Schedule Emailed Backups

Scnedue ad s acrips o parcr o e v You can also easily switch between accounts at any time using the first
drop down box in the top right corner of your Clear Books account.

Weekly Backups Set To O

Day 1 The Week on -

Email To cmmasaccountantgcicarbo [ D clearBooks sterling Accountants ¥ Logoul !:"
Online accounting to free your time

This will generate and send weekly email backups of all of the data _

within Clear Books for every client you apply this template to. e e e

Select a Passport group to log in to Clear Books

Payment Methods
To set payment method options for the template choose T N
“Money > Banking > Payment Methods’. St Accountans Busness
Temr. date 1 Business
From here you can add/delete accepted payment methods. These can S T [ wogntonem |
then be used for each different bank account that is added to a Clear ' .
Books account with this template applied. Log out
payment Methods @ UstAccoums  mewBankaccount  Unallocated Cash

(wooos | sowce | s | 0 | e

Bank Transfer Standard Gpen 3 [ x] Payment method

Gash Stanvdard Cpen 1 2

Chegque Standard Cpen 2 [x] E

Credit Card Standard Open i %]

Deedit Card Standard open 5 Q

Direct Dabit Standard Open § (%]

Email Payment Standard Open 20 9

Standing Order Standard Open T %]

Wehsite Paymant Standard open M (%]
Using Templates

This template (and any others that you create) will be available to use
when adding clients.

You can edit templates at any time. Once a template has been applied

to a client you can change their settings at a later date on a client by
client basis.

20 Chapter 4 Creating Template Accounts Chapter 4 Creating Template Accounts 21
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Customising Account Codes

If you would like to customise the account codes within Clear Books
to a format that you are familiar with, first choose
“Settings > Organisation > Toggle Features > Accounting”.

Then make sure that the box next to “Tailored Account Codes” is ticked.

[!__"DCIearBMkS s Towe Teul 00 dars remainng)  Stevieg Accoustants *  CwarBooks +  Logowt B B ut

Ondire sznuriling ba frew yow fime Yoor Patnor. Sering ACountants smmas socourtinaicoeamoos cour Emma Boyoe 0B44E 160 614

Toggle Features

Fealures  inwoicing & Expenses VAT & Bankimpori Tool  Accounting

Advanced Accounting Industry Specific
I Accrual Dates I Construction Industry Scheme

An acdibonal Beid enabled on invoes and Dills 1o sel the Thes b5 spedific 10 the UK consirbon indusiny and will alow you
accounting date of a ransacBon i different from the voice: o preduce invoices and bilis that support CIS deductions.
e

Customising Account Codes

! Recurring Joumals I Withholding Tax

Sef up recurning joumals which will repeal a joumal for a Sed up new account codes which have a wilhholding tax rate
SPerified NEMDEr Of BMEs &1 3 Sperbied nterval Bnkied 10 Mem

¥ Tallored Account Codes
Compiétely CUSIOMISe Mé BTNt CO0E HUMDETs used Dy Clar
IBooks 0@ Tonmat you ane famisar wih,
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Once you have switched on the “Tailored Account Codes” feature, choose
“Settings > Codes".

When you add a new account code or edit an existing account code you
now have the option to customise the code itself.

[“E'CI;_aa_qupkg s et gs apnssng g scomtion » | Gruromis + (oot Bu il w2

Ftur Fartve Slafng MoaurLirty 1t e ax £ un vl Ddytn D440 TR0 01

MOty saes SEng

e Gl LD i (et = =] Fiid Mirilh Faiel

Add Account Code R Os | e | Deseoy

Add new account

ACCRUOR DEme

AbCdur Code

ALCoU Bhype © :' 9
Assoriated VAT rate * Select VAT Rale [=

Show i Purthase s
Snow i S B

Show n Busgel

24 Customising Account Codes

CONTENTS
Once you have edited the existing account codes and added/deleted
them to suit your needs, you can save this as a template by clicking

“Save As Template”.

[_\D CI E'arBOOkIS s Fres Trial (30 days remaining)  Storing ACcommtants v ClearBooks v Logout é' = <

¥our Partnor Stariing AsCountants #mima + sccountant@ oearbosics co uk Emma Boyce 08448 140 614

home money sakes purchases reports

CHgares ahen Gating Sared Invices

Account Codes B uo | Ax Dwscior

Publtch in Directory Yies [=1 *

You will notice you have the option to “Publish in Directory”.

If you select “Yes” then your account code template will be made public
to all Clear Books users and they will be able to use it if they wish.

If you select “No” your account code template will be saved only to your
Clear Books account.

Customising Account Codes 25



You are able to save as many account code templates as you like and
these will all be listed in the “Directory”.

[yClearBooks §

-F'4

08448180 614

e LU Sakes purchases repodts ook seflings

Cxganisation Galting Sarled Inwices Codes Periods cal Firew Mondy

Account Codes Templates Directory

steriing  Sterling Accountants Templates
F Accounianis
Templates

All Templates T
o 5 ‘} a Py h
= e o i

When you click “Directory” you will be directed to your personal
directory of account code templates. From here you can apply,

delete, edit or publish these templates. Add i n g a CI ient

To access the public directory of account codes click “All Templates”.

Chapter 5 Customising Account Codes




Creating a Client Account Inviting a Client into their Account

To add a client onto Clear Books you first need to enter the “Partner Area”. The next step is to invite your client in as a user so that they can access

their account.
Once you are in the Partner Area choose “Client > Add Client’, enter your

client’s Business Name and then click “Add Client”. Choose “Home > Users” and click the “Invite User” button.

[_\D CIearBOOkS s Free Trial (30 days remaining)  Sterling Accountants *  Partners v | Logout & (=] < [_‘D CIearIBOQkS s free Triad 030 days remainng) Cheal1 v

Chear Books ¥ Logout E;‘.'I — q-:
Youur Parnar Sterling ACCOURIAN Ammas secountam@eleamanks oo uk Emma Doyes DB448 160 614

Vo Batnar Shering ASCountants & mas sccountanioearbesis oo u Emma Boyce 08448 160 514

home sakes punchases nepos Tools

Client Oveniew Sk plic Users Template Accounts Dwvidend Report b s

Add Client

Manage Users and Permissions R o RS

Add a new client to Clear Books

Business Name

Your current users

I T e A
Boyce

Emma emmas scountan|deaiboons 0o uk Agmin (Predefined 2NZ041T 1455 58

Invite clients into their Clear Books account
Froam the: dashboard, log in to a client's account

Enter the client's email address in "Home > Users"™ 1o invibe them into the account

Your client will automatically be put onto a free trial. Once this trial has
elapsed, you can add your client’s account to your subscription at a
discounted price. It is up to you how you charge your clients.

You will be prompted to enter your client’s basic details. The option to
use predefined templates will be available here. It is up to you if you
would like to use a template or create your client’s account from scratch.

You will then need to confirm your client’s organisation details as
appropriate in the same way as you did with your own Clear Books
account by choosing “Settings > Organisation > Setup”.

28 Chapter 6 Adding a Client Chapter 6 Adding a Client 29
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From the drop down menu entitled “Role’; select “User (Predefined)” and
enter your client’s email address in the box below.

Then use the options listed to select what permissions you would like
your client to have.

((yClearBocks § i TR S AR et Bl 2

s Pt U ALOIALIN o7 A . Emvmg Baves Sl b 1

s

prrchases repors

LTS ]

Invite Users e
Invite a new user to Chent 1

(] sy [Predetngs) -

I addions e ook £5 Uik

T N T T I T TR

[ Ly 1

o Suiriong -

Papa Pt ol ey -

Pagraa Empioyins Payabp -

e 1o T e -

Lo Lo By -

Ly ket g ]

Loy Teih Jabind -

G L Wil L

Babii o B @

G it L]

Hasr ety el

Gy == L

Peraded Laaday -

Pt St #

Prad radid ) &

Pt Dmadisati Ll

Pt raded Furthids Cedand -

Once you have set their permissions click “Invite User”. This will send an
email to your client prompting them to set up their own log in details for
their Clear Books account.

You are able to set your own predefined roles by clicking “Roles". This

means that if you do have certain permissions you want to apply to a lot
of clients you don't have to manually select them each time.

Chapter 6 Adding a Client
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To switch between your Clear Books account and your client’s account,
use the first drop down menu at the top of your Clear Books screen.

((yClearBooks § e s T et oot Rl e

St Egp Pavied ks Hegeaiered . o ey e n GRS R

Ll ot

Sterling Accountants Dashboard

When you add more clients, they will also be listed here.
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Monitoring your Clients
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Client Overview

For an overview of your clients, head to the “Partner Area” and choose
“Clients> Client Overview".

[y ClearBooks

home chents leads direclory losols

srilverave  ASACHSN  Subsepions  Users  TomplaleAccounts  Diidend Repor

Client Overview

Clients
Pleaze note: VAT return and end of year dates ane updated ovemight. 50 changes in 3 client's account will not be immeckately refiecied nere

Mo Cliant Hama VAT Dua ofVear ClarBooksUsar? Logis Gmaidl Nots  Alarts
1 1 0
] o

Here you will find a list of all your clients and from this overview you
can easily log into their accounts, email them and view their details.

To view a client’s profile, click on the relevant “Client Name”. In this area
you are also able to add and view notes and events for your client.

iy ClearBooks §

nars directory 1ooks

Ao3CEmM  Subscipions  Users  TemplaleAccounts  Dwidend Regorl

View Client

[
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You can use Clear Books to monitor all of your clients- even those who
don't currently use the software.

To add a non-Clear Books client choose “Clients> Clients Overview"” and
click“Add External Client”.

FD'CIearBooks s e T

v s By B ol
TR WA W Vour P BIring ACCOUTaN &M -3  Emma Boyce DB4S 160 614

Add Client

Contact Details

Accounting Dates

Business Name * End of year

~aeincl Nafme et VAT feturn due

Address ol cver VAT cate Ewvery 3 months =]
PhONE niamber Accounting System

Emal address

Acoounile] Syslem used  Select 8 system

Enter your client detail and click “Save”

To create a Clear Books account for an external client, just click the
relevant icon in the “Login” column.

rD E!sarBOOks s Free Trial (30 days remaining)  Sterisg ACCOuEINtS v Parisers ¥ | Logoul ,}H =

Vi Maie, SBAAG ASEtrlints IS acosustiliRarosin ¢ uk (M Dayoh 8448 180 814

Client Overview

& Add Clear Books Chent & Acd External Chent

Your Clients

Piease note: VAT retism and end of pear dates are updated owemnight. so changes in 3 chent's account wil not be mmediatedy refiected here

[ VATDusé  FadslWesr CloarfoskslMar? Legis Emad Msess Auns a2

30043013 b

L
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x [ 0 @

Chapter 7 Monitoring your Clients

Subscriptions

To keep an eye on your clients’ subscriptions, see when they are due, and
if they have been paid, choose “Clients > Subscriptions”.

[ ramr e w s ]

Partsary v Logoet é. =1 ‘-:

ad o un Errma Begte SdE48 160 814

Fiur Prirtrapd Shivie) dLCBURRAL, &

f“D- ClearBooks s s s

Client Subscriptions

Projections

» Remanger ol Apnl 2017 £9.00
o Permonm C1880

» Resmander of 2012 E130058

» Peryear £100.00

Totals

s Do on 18042002 £T.80
o D on 0402 £7.80

Subscriptions

I T T N T T T

Caeal 1 Coid B P ail Litafiia irso irsy

g Addoutast (=l P LiSerrie T80

1RO 2 Tid
(<4 TR Tk

The subscription information in this area can be downloaded from
Clear Books as a CSV or PDF.
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Adding an Employee
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Adding an Employee

If you would like to add your employees as users on your Clear Books
account, choose “Home > Users” and add them in the same way you
would invite a client in to their account.

The permissions that you will set for your employees here relate only
to your own Clear Books account.

Head to the “Partner Area” and navigate “Clients > Users”. You will see that
your employee is not invited into any of your clients’accounts.

If you would like your employee to be able to access all of your clients’
accounts, use the drop down box under their name and select which
user permission you would like them to have on all client accounts.

Then click“Update Roles".

(yClearBooks § T 00 e StompAcomants = pars + (Lot By 6 o8

Wowr Parinee Shering Acoountants emm e+ scoountanhfBceartooes oo ui Emma Boyce 0448 180 614

Manage Client Users

Below you can see the role of each of your users on clients’ accounts. Changing the client role will apply the new role for

© 211 cliants and NVite the USe to any 3ECOUNTS they are NOL CUrTently Part of.

Cheal 1 hgrun (Pregafeed) o Wrsmd

Cheat Test dgun (Predefieed) Piod irnved

Template 1 Agman (Predabiedd) Hotinted

Template 3 Agrmun (Pregefiesa) ot Ineed
Pending Invites
Pendng mviles are emailked 10 users The user Can a0 visd e 1o80wing ue 10 vicw ad their pendng invies
RiEtpe. [ pasapOon fubia Comsae/ DiSasnboand Wviles html
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This will send your employee an invitation into all of your clients
accounts via email.

Once they have accepted the invitation their permissions for
each client account will be listed alongside the relevant account
in “Clients > Users”.

Emma Boyce Emma Employee

Client 1 Admin (Predefined) Admin (Predefined)

Client Name

Client Test Admin (Predefined) Admin (Predefined)
Template 1 Admin {Predefined) Admin (Predefined)
Template 2 Admin (Predefined) Admin {Predefined)

If you would like your employee to have access to some client
accounts but not others, select “Custom/Inconsistent” in the drop

down box under their name in the “Clients > Users” area. Su bscribing to Clear BOOkS

You will then have to log in to each client account that you would
like them to have access to and invite your employee by choosing
“Home > Users”.

Adding an Employee




Subscribing to Clear Books

In order to promote your firm in our Directory of Accounting and
Bookkeeping Partners and take advantage of a free premium listing
on Find UK Accountant you will need to subscribe to Clear Books and
become a paid Accounting Partner.

To do this, choose “Home > Subscription’, select the “Partner License” plan
and click“Subscribe”.

It is from this area that you can also book training if you need to.

E—DclearBoq!gfg S

home money sales purchases reports tools

Dashboard  Users | Subsorpbon | Measages

Manage Your Subscription

Promoting your Firm in our
Directory

Choose Your Plan

Problems subscribing? Please contact support immediately

g e N NN

Partner License Uniimited Discounited Price L]

Once your clients’trials elapse, you will need to do the same for them.
Just log into their account, navigate “Home > Subscription”and subscribe
them to your Partner License.

Chapter 9 Subscribing to Clear Books




Promoting your Firm in our Directory

Once you have subscribed to Clear Books and you have at least 2 paid
clients on your Partner License you are able to promote your firm in the
Clear Books Directory of Accounting and Bookkeeping Partners.

Your listing can be viewed by anyone using the internet, not just
Clear Books users. This is a fantastic marketing tool for you to take
advantage of.

To create your listing, head to the “Partner Area” and choose
“Directory > Your Listing”.

Once you have entered as much information about your practice as
you can, click“Confirm Changes” and this will publish your listing.

Next choose “Directory > Your Pricing’, enter your pricing details and
click“Update Pricing".

You can go back to this area at any time to update your listing and pricing
if you need to.

To view the Directory of Accounting and Bookkeeping Partners go to
http://www.clearbooks.co.uk/partners/directory

Chapter 10 Promoting your Firm in our Directory

Sterling Online Accountants
Accountants based in Hammersmith, W14

About

We aré & small practice based In West Kensington, London.

We provide & high qualty senvice offering support to our cients
every step of the way.

+ « ICAEW

Services

» Clear Books v
+ Bookheeping v
X Company Secretarial
+ Payroll - J
+ VAT

Accountancy
Company Formations
Corporation Tax

Self Assessment Tax

W BIOVESE 3 WIS range of JCounting and Book keeping
SENACES 10 SMall DUSINeTies Thess InClude:

Payroll
Boskkeeping

VAT returms
Management accournts
Cash Flows

T8 DIACTIOR 1S, Whall PXYSTONS 10 ORNARr profesnona finanoa
aavice 10 Small Dusinesses and s0ie Uragers.

Map

ok

[ h Wemtiey
= Grintord IR ke T
E

[ap [ sarevc
m

- o
London_ i,

went | Sea
[~
51| gy
Hmatn esteena -
W P rockimni g bl p B i |
P ey (o i en
ey o Bacgmram B3R
il O Sy
B T e . MEodets 83041 Cecgle Term ofioe
Pricing

Contact Information

Contact: Emma Boyce

Phone: (08443 180 500

Webrsite hitp /iwww_steringacoountancy . co. wh
Address:

107 Harmmersmith Road

Hammersmith And Fulham

Lonaon
Wi4ogn

Your Name*

Email Address®

Telaphona No.*

Mescaga®

Requiremants

drawing.] W '

TYOC INC THD WINDE:

Send Message

O pRces are GePenaent Type and size of DusINess and your INANSous! nesds. Piease contact us for a free consumtation
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Activating your Listing

As a Clear Books Accounting Partner you are entitled to a free premium
listing on Find UK Accountant, the UK’s leading directory of accountants
and bookkeepers.

To activate your listing, first go to http://www.find-uk-accountant.co.uk
and sign up.

d 2 020 3137 8031
Find UK Accountant w1 =

Home News Glossary FAQs Events Articles Login

Looking for an accountant?
You've come to the right place!

Find an accountant

Ask an accountant

With over 30,000 accountants in our database, Find UK Accountant is the LIS leading accounting directory. Whether you're
asmall business, a sole trader or an individual, we've got the right accountant for you! If you're looking for a quote or just
want to ask a question, why not get started right now and click on one of the buttons above - it's completely free and there's
no obligation!

Once your basic listing has been approved by a member of staff you are
ready to upgrade to your free premium listing.

Chapter 11 Getting Listed on Find UK Accountant




Log in to Clear Books. Enter the “Partner Area” and choose
“Leads > Find UK Accountant”.

[ E] CIea rBOOkS Fros Trial (40 days romaining)  Sterling Accountants v  Partnors » | Lopout é, H<
3 BN TR
— Wour Paringr. Storling Accountants smma-3ccountani@clesarbocks co vk Emma Boyco 08448 160 614

home clients RACS directony

tonls

Find UK Accountant Lead Generation

Free Listing Worth £120

Subscribed Clear Books partners get a free* fully featured listing in Find UK Accountant worth £120 per year as well as heavily discounted prices
for small DUSINESS leals

Tu lake up this offer

= Sign up and log iinto Find UK Accountant
+ When logged in please enter your ID and token as detailed balow:

Find UK Accountant

Firnd UK Accountant i a niche directory of accountants thal has Deen renning since 2004, it receives milions. of hils per year. Some of the
DENefits of QEming ISIEO INCIe

» Leads: People visit the site to find an accountant and request a quode. You are alerted by email when a quote s requested
+ Listings: Your difectory page is 2 micro website about your accounting firm which promotes your firm on the web.

* This offer of a free listing is curmentiy valid unbl the end of 2012

Your Free Pass To Find UK Accountant
IT yOu NAVENT ENADIESD YOUT ISHNG on Find UK ACCOUNEANT Y& INEN [aKE Me DI0WING SIS

= Sign up and login to Find UK Accountant
+ When logged in enler your ID and loken as detailed below to enable your premium listing for free

v 17062
Tokenm abeil3

Here you will find your unique “ID” and “Token".

Getting Listed on Find UK Accountant

When you are logged in to Find UK Accountant, click “Subscribe”, enter
these details and click“Submit”. This will enable your premium listing.

= 020 3137 8031
2 A

) Find UK Accountant

Home News Glossary FAQs Events Articles

Subscription

Subscribe to Find UK Accountant for a fu ¥ featured list NE In our a0Countant cirectory

Clear Books Subscription Token

ree

() ClearBooks
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How Find UK Accountant will benefit you

Find UK Accountant is the leading directory of accountants and
bookkeepers in the UK and has over 2.8 million hits per annum.

Alisting in Find UK Accountant will benefit you by giving your firm
exposure. It will increase your ranking in search engines thus making it
much more likely that potential clients will come across your details

in the likes of Google.

A premium listing normally costs £120 per year. As a Clear Books
Accounting Partner you get this listing free.

Small businesses seeking an accountant will post their requirements on
Find UK Accountant as a “Quote Request”. If you find a quote request that
you are interested in you can go to tender on this lead for the discounted
price of £10 (normally £20).

Clear Books Accounting Partners also have the exclusive bonus

of being able to access quote requests from Clear Books customers -
potential clients that other accountants on Find UK Accountant do
not have access to.

You can see from the comparison overleaf that as a Clear Books

Accounting Partner there is a lot of additional information that you
can include in your listing to promote yourself.

Getting Listed on Find UK Accountant

Listing Options

z = Clear
Basic Premium
Listing Listing S o
Partner
Cosl = =
el el '\/
v v v
Google Map v v v
Email Contact W o o
LinKk
Link To Your X v >
Website
Featured X v e
Accountant
_t count ::::1 % o o
Firm Profile
Services » vy v
Offered
Qualifications " '
& Experience
Company % ¥ v
Logo
n.\'.‘. ntant « v o
‘rofiles
o 1 v v
istir X v v
Statistics

It is important to put as much detail in your listing as possible to make it
appealing to prospective clients. You can even post events and articles
on Find UK Accountant — be as proactive as possible to attract potential
new clients and ensure that they favour you over competitors.

Accountants with at least 2 fields filled in on their listing are 620% more

likely to be contacted by a potential client — imagine how many leads you
could win if you entered all of your information!

Getting Listed on Find UK Accountant
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Generating Reports

There are an extensive number of reports that you are able to generate
in Clear Books. These include:

Customers
Aged Debtors
Payment By Customer
Income By Customer
Invoice Detail By Account Code
Customer List

Suppliers
« Aged Creditors
« Payments By Supplier
« Bills By Supplier
« Bill Detail By Account Code
« Supplier List

Generating Reports Banking

« Bank Reconciliation

Financials
Balance Sheet
Cash Flow
Forecast
Budget
Profit Loss
Ratios
Trial Balance

VAT
« VAT Return
« ECSales List
« VAT Exceptions

Chapter 12 Generating Reports




Detail
« General Ledger
« Trial Balance Detail
« Transactions
« Asset Register
« Stock Overview

Downloadable Reports

« All Contacts

« Customers
Suppliers
General Ledger
Sales Ledger
Purchase Ledger .
Sales Line Items VAT Reportl ng
Purchase Line Items
Quotes
Estimates
Proforma Invoices
Purchase Orders
Account Codes
Unpaid Bills (BACS)

Exceptions
« Void Sales
« Void Purchases

To generate any of these reports choose “Reports > All” and select the
report you would like to generate.

Chapter 12 Generating Reports
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VAT Reporting

To submit a VAT return online, either for yourself or your clients, log in to
the relevant account and choose “Reports > VAT".

Enter the appropriate dates for the VAT return, give it a name and then
click“Search for Invoices”.

To capture late invoices from a preceding quarter set the “From” date
further back in the past.

l_'C] ClearBooks

Ownline sccounting 1o free your time

Sterling Accountants v ClearBooks v | Logout) Sy <

Your Partner- Slerling Accountants emma+accountani@dearnooks co uk Emma Boyce 08448 160 614

orme maoney sales purchases repons

Al Financials VAT | Ofher  Graphs

VAT Return -

New VAT return
Search for invoices to include in VAT Retum

From

Period end

Refum name Quarter Ending Apr 2012

This will bring up a list of relevant invoices from the selected date range.
If you would like to exclude any invoices from the VAT return, uncheck
the box next to them.

Box 1-VAT on Sales

T T T T T T T
IMNVO00031 Bary 20% sl

18 Jan 12 190

] 18 Jan 12 Bamy 20% pasa 190
4 07TFebi2  Sam 20% appeaved 40.00
4380

Once you are happy with the VAT return click “Create VAT Return”. This will
generate a draft VAT return.

Chapter 13 VAT Reporting

When you are ready to send the return to HMRC, select the VAT return
from the drop down box entitled “Choose” and click “Confirm this return”.

View VAT return

Choose Month Ending 2012 04 [=]

Select return

Digitally submit to HMRC -
Confirm this return o

Delete / redo this reum '@

Download PDF =

Confirming the VAT return will commit it to the system and prevent these
invoices being included in any other VAT returns.

In order to submit the VAT return directly to HMRC through Clear Books,
the company that the VAT return is for will need to make sure that they
set up Clear Books as their agent with HMRC.

For instructions on how to do this head to:
http://www.clearbooks.co.uk/support/quides/vat-2/submitting-online-
vat-returns/

Once this has been done, select the VAT return from the drop down box
entitled “Choose” and click “Digitally submit to HMRC".

Do not delete any VAT returns that have been submitted to HMRC.

Chapter 13 VAT Reporting
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Yodlee

Yodlee is an automatic bank feed service. This means that your
bank statements will appear in Clear Books daily without the need
to download or import them.

This is a timesaving feature that you might like to offer to your clients
or use for your own accounts. To our Accounting Partners the Yodlee
application is £3.50 per month and it is up to you how you charge your
clients for this.

To sign up to Yodlee either for yourself or a client log into the relevant
Clear Books account and choose “Money > Yodlee”. You will need to
agree to the terms and conditions, tick the box and then click “Accept”.

l'[aCIearBooks s e s+ | oartons v | (Loowe) B 0 o2

Ol acccusting ko e your e Your Partner: SIeMing ACcountants emma- accountantGheartooks. co.uk Emma Boyce D848 160 614

Yodlee Terms and Conditions @ s swscion s upases |

° ‘You must agree to the Yodlee Terms and Conditions.

To use the automatic bank feed service provided by Yodlee you understand that:

1. Your bank details are encrypled and stored on Yodlee servers in the US.
2. Tnis i a INirg pany service and Clear BOOKS aiSciaims 3 responsindly. Afry e1T0rS You expenence are out of our CONrol. and we can only'
forward error reports on 1o Yodiee

The benefits of automatic bank feeds:

1. Your Dank Statements wil aulomancally appear in Ciear BOOKS Wihout INe need 10 Gownioad and Impor
2 wmmpmwmm:swponm mnummmus banks - mvmmmnmu
consumers workdwide. Read Mo

Click Here For Full Terms and Conditions

1 agree 1o Yodlee T & Cs* a
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This will direct you to a screen where you can choose to either take out a
7 day free trial or subscribe to Yodlee.

Select which option you would like to take and click “Subscribe”.

() ClearBooks § T [ e e

Online sccounting 1o free your tme
’ Your Farner Sterling ACcountants emma+ accountanifi)clearbooks oo uk Emma Boyce (8448 160 614

home oy

Barking  Import Tool

Yodlee Subscription Sussenstion | Stae Updates

& You arsn't currently subscribed to the Yodles sarvice.

Yodlee Bank Feeds Subscription Oplions
+ Partner £3.50 per month
« T Day Trial free

Plan Pariner =]

Yodlee

If you have set up Yodlee for a client rather than yourself make sure that
you instruct them to take the following steps.

You will need to select your bank from the list given. If it is not featured
enter it in the “Bank Search” box. Then click “Search”.

() ClearBooks § B | (BT e e

Your Pariner: Sieding Accountants emma+accountanifice arbooks co.uwk Emma Boyce 08448 160 614

Yodlee Data Feeds B us

Common UK Business Banks

.
.
.
.
.
.

Bank of Scotland (UK) Intermet - Businece
Barclays (UK) - Business

First Direct (UK)

lHalifax (UK} - Dusiness Danking

H3BC Business Bank (UK)

Lioyds TSB (UK) - Business Banking
Natwest Bank [UK)

tWest Bank (UK) - Business Banking
Royal Bank of Scotiand (UK) - Busingss Bankling
samander (UK) - ASL BUSINESS Banking
Santander (UK) - Qnine Banking

Commeon UK Credit Cards
« American Fxpaess Cards (LIK)

+ Barclaycard (UK)
+ Marks and spencer (UK) - Credit Card

Connect To Your Bank

Bank Search
Search®
Malue |& required and ¢cant be empty

This will take you to a confirmation screen. Click the “Click here” link
to get started with automatically importing your bank statements.

Yodlee will then ask for a series of details. Enter them as requested

to get set up. Once this is complete you will notice statements
being imported daily ready to be explained in “Money > Banking".

Yodlee
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Asking a Question

Clear Books has a strong help area within the software and a friendly
support team behind the scenes.

If there is anything you would like to discuss with the Clear Books team
please call the dedicated accountant support line on 08448 161 600.

From any area in Clear Books click the “Help” button for a brief overview.

(i) ClearBooks S

Orline accounting e YO
’ ! Your Partner: Sturting Accountants rmimas3

home maney sales purchases repans tools settings

Dashboard Users Subscripion Messages

Dashboard ® Ask a question

i Report a problem

Cuslomise
D Useful Links

¥ Al Help Guides

W Frequently Asked Questions
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If you would like to ask a question about something within Clear Books click
“Ask a question’, type your question and click “Submit”.

This will bring up any frequently asked questions and help guides related to
your question.

Yo Parirer. Stwling docpuntanits g sscmountant@ciear buoks o uk Emna Boyce 08448 160 814

r‘D CleaerOIOkls s Chemii v  ClearBooks v | Logout b = <

money sadles yurcl 1 lools sellings

rard Users Sl criplion

Ask a question.

 PBcktoHep

® Report a problem

@ Useful Links

Well see il this queslion has alieady been aswered

How do | creale an Invoice

Eddt
F 4 Help Gudes

® Frequently Askied Questions

Do any of the following match your question?

Frequently asked questions

Show maore

Show more

If you find the answer to your question here then click
“Yes. Question answered".

If your question still hasn’t been answered click “Nope. Contact support”.
This will send your question as a support ticket direct to our support team
and they will respond via email.

Chapter 15 Support
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Reporting a Problem

If you find a bug or a problem within Clear Books click“Report a problem”.
This button works in the same way as “Ask a question”.

[y ClearBooks § S ) e

Vour PATnac SIRing ASCOURantS &mma«accauntamilaearnesks oo Uk Emma Boyes 08448 160 614

maney sl T 3 reports tools settings

a Lisers Subscription

Report a problem.

P'hl'lilp

® Useful Links

¥ Al Help Guides

Do any of the following match your problem? ® Frequently Asked Questions

Frequently asked questions

The help system will check if the problem you are reporting has been
resolved. If not, you can submit the problem to our support team.
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Suggesting an Idea

If you would like to suggest an idea for a feature to be implemented
within Clear Books click“Suggest an idea’, enter the details of your
idea and then click “Submit”.

((yClearBooks § ot + | Goronta v | (Lopt) By B o2

o free
Your Pannar Stering ACCOUNAnts &MMa + ACCountan

co uk Emma Boyce 08448 160 614

reports tools

Users Subscription Messages

R

ggest an idea. ® Ask a question
® Report a problem

P Back to Help

® Useful Links

B Al Help Guides

@ Freguently Asked Questons

This idea will be posted in the “Network".
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Networking with other Businesses

The Network is an area for you to collaborate with the Clear Books
team and communicate with other Clear Books users.

To access the Network use the drop down box in the top right hand
corner of your Clear Books account and select “Network”.

‘oRsEe §

my profile people Messagnes directory

Stering Accountants v  Network (beta) v | | Logout é, =] .c

Your PRARSr STeNing ASCountants smmasaccountan C18 mifma Boyes D448 160 614

Sutmil Idea Implemented ldeas

Browse Ideas L

You will be taken to “Ideas > Browse Ideas”.
This is where any ideas that you submit using the help area are posted.

You can vote for ideas that you like. Our developers monitor ideas and
votes to decide which features to implement next.

Clg_'a rgﬁ(oks s

my profile peopke messafes directory

Sterling ACCOUNtants ¥ Network (beta) ¥ | Logout é' =] ‘:

Your Fanner: SIeNINg ACCOUNLaNts emMma+acCountani@ceartooks Co.uk Emma Boyce 08448 160 614

Hupmit keca implemented lgcas

Browse Ideas

‘Welcome! Here we gather feedback and Ideas (o Improve the system. 371 ideas have been suggested and 26 have been iImpiemented
This is not a suppart channel but we do encourage you to leave comments and vole for ideas thal you want to see in the system

We may not respond 1o all the suggested Ideas but we are monitoring the most popular.

Sort by (Newest] Shuffle [ 10 a8 50 | 100 ERgl Page 10114 [
& Mileage +23
T Sugaested by Mohamed Aly at 23:27 on Dec 07. 2011 3 replies

Customer statement PDFs created for all customers in ane go +11
Suggested by Tim Fouraars al 1232 on Nev 22, 2011 1 reply
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To set up your profile within the Network choose
“My Profile > Edit My Profile”.

User Profile

Contact Information
Emal Addrms’ EmmALaCCOUTtAntECieNt:

Training

Frofile Picture

Enter as much information as you would like about yourself and your
business, upload a picture and then click “Save Profile".

Once you have created your profile you can start connecting with
other Clear Books users.

To find people to connect with and view your existing connections
click “People”. To send someone a message, just click on their profile
and you will find the option there. To view your received messages
and conversations click “Messages”.

The “Directory”is also an area that you might like to have a look at to
view other businesses using Clear Books' profiles.
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Webinar Training

Webinar based training takes you through a detailed tour of key
features within Clear Books in the comfort of your own work space.

Webinar training costs £50 (+VAT) per person.
The sessions are held every Thursday at 10am and last 2 hours.

To book yourself or a client onto a webinar, log in to the relevant
Clear Books account and choose “Home > Subscription”.

Clear Books Training

Clear Books Class Room Training £.400.00 / Attendee / session

Clear Books Webinar Training £.50.00 1 Attendes | seasion

1-2-1 Suppon Session 50,001 Atendee | session

Enter the number of places you would like to book in the “#Attendees”
column for “Clear Books Webinar Training” and click “Update”.

We will then be in touch to arrange webinar training with you.
You are able to ask questions at the end if you have any and you will also

be able to view other participants’ questions in case there is something
you have forgotten.

Chapter 16 Training

1-2-1 Support Session

1-2-1 Support Sessions are online training sessions tailored to your
needs. A member of our support team will call you to answer

any questions that you might have about Clear Books and help
you get up and running on the right track.

1-2-1 Support Sessions cost £50 (+VAT) per person.

These sessions last up to an hour and are run using a screen
sharing tool so that we can give you in-depth training based on
your own Clear Books account.

To book yourself or a client onto a 1-2-1 Support Session, log in to the
relevant Clear Books account and choose “Home > Subscription”.

Clear Books Training

Clear Books Class Room Training £100.00 / Atendee | seszian

Clear Books Webinar Training £.50.00 1 Attendee ! seaslon

1-2-1 Suppon Session £50.001 Atendee ! session

Enter the number of places you would like to book in the
“#Attendees” column for “1-2-1 Support Session”and click “Update”

We will then be in touch to arrange a date and time convenient
for you.

Chapter 16 Training
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Classroom Based Training

You can book yourself or your client on to Classroom Based training
in the Clear Books office, which is located in West Kensington, London.

Classroom training costs £100 (+VAT) per person and sessions are held
every Thursday evening from 6pm — 8pm.

During this 2 hour interactive session you will be guided through
features, processes and practice examples. There is opportunity to
explore the system and discover exactly how to use Clear Books to
its full potential.

To book yourself or a client a place on a classroom based training
session, log in to the relevant Clear Books account and choose
“Home > Subscription”.

Clear Books Training

Clear Books Class Room Training £A00.00 1 Atendes | sesgian
Clear Books Webinar Training £.50.00 1 Attendee / se33lon

1-2-1 Suppart Session 50,00 1 Attendee | session

Enter the number of places you would like to book in the “#Attendees”
column for “Clear Books Class Room Training” and click “Update”.

We will then be in touch to arrange the training session with you.

Chapter 16 Training

Becoming a Clear Books Onsite Trainer

Some Clear Books users prefer to have training in the comfort of their
own home or work space. As much as we would love to be able to get
out there and train them ourselves, Clear Books customers are all over
the country and it just would not be possible.

This is where you comeiin...

As our Accounting Partner we want you to get as involved in being part
of the team as possible. We are extending the offer to you to become a
Clear Books onsite trainer for customers in your area. This is a fantastic
opportunity to gain revenue, network and even win new clients.

If becoming a Clear Books onsite trainer is something that you are
interested in you will need to attend a training session in our office to
become a Certified Clear Books Trainer.

This is a great way to build your Clear Books credibility and add more
value for your clients and potential clients.

Please contact training@clearbooks.co.uk for more information on
becoming an onsite trainer and to book onto the next training session.
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