
Guide to producing branch accounting summary 
 

Many charitable trusts ask for a copy of the branch’s accounts to go with applications. 
 
The Branch Accounting Online system includes a standard report which will be acceptable to many 
funders for this purpose. 
 
There is a user guide as part of the system that explains how to run the report but simply step by step: 
 
1. Ensure that all transactions for the period that you wish to report on have been analysed. 
2. Click on the “Reports” button. 
3. Select the report that you wish to run from the list shown. Receipts and Payments reports 
summarise the data, whereas transaction reports show each individual transaction. 
4. Input the report date. Any Receipts and Payments report will automatically include a year to date 
column, which starts from 1 January. 
5. The “Output to” menu automatically selects report. This will view the report in the same window 
onscreen, alternatively you can choose for the report to be in a new tab or exported to excel.  
6. Click “Run Report” 
 
You should end up with something that looks like this: 

 

 
 
Help is available via financesupport@mssociety.org.uk or 0208 438 0765 
 
If your branch doesn’t use the Branch Accounting Online system then your Local Network Officer or 
Area Fundraiser may be able to help you produce a simplified version of your accounts.  
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