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The Al Playbook for
Accounting &
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Practical Al for small businesses — the tools, workflows, prompts, and a

30-60-90 day plan to put it to work.

60-80% 15 5-10 hrs

faster invoice processing the time to close the books saved every week
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01 — WHY IT MATTERS

Al in accounting isn't hype. It's time
back.

I've spent 25 years in finance and accounting. For most of that time, the bulk of the work was
pattern-based, repetitive, and — honestly — didn't need a qualified person to doit. It needed a
qualified person to checkit. Al doesn't replace that judgment. It handles the pattern work so you

can focus on the judgment.

60-80%  25-40%  50%-+ 5-10 hrs

faster invoice faster month-end less manual saved per week on
processing close reconciliation variance write-ups
B QUALITY GAINS €@ WHERE AI FALLS SHORT
= Fewer data-entry errors o Complex, non-standard contracts
= Consistent policy application © Judgment calls on accounting treatment
= Early anomaly and duplicate detection © Fraud investigations (Al flags; humans

_ _ . investigate)
= Better audit-trail documentation

o New or unprecedented transactions

THE KEY PRINCIPLE

Al handles the repetitive, pattern-based work. You handle the judgment. Human

oversight is required on all financial decisions — Al is your assistant, not your

controller.




02 — GETTING STARTED

Don't automate everything. Start with
one thing.

The biggest mistake small businesses make with Al is trying to do too much at once. Pick the one
process that takes the most time, causes the most pain, or gets the most complaints. Start there. Get
it working. Then expand. For most small businesses, that's one of these four:

MOST COMMON FIRST WIN HIGH IMPACT, FAST PAYBACK
Invoice processing & AP Month-end close acceleration
If you're manually entering invoices, chasing If your close takes more than 5 business days,
payments, or reconciling by hand, this is almost Al can usually cut that in half. The gains
always the highest-ROI starting point. Typically compound every single month.

60-80% time savings from day one.

VISIBILITY & DECISIONS QUICK WIN FOR MOST
Automated reporting & Expense management
dashboards

Receipt capture, categorisation, and policy-

If you're spending hours pulling together compliance checking can be almost fully

reports that could update automatically, this automated. Low complexity, immediate time
frees up time and improves decision-making savings.

simultaneously.



03 - TOOLS

The core Al accounting stack

You don't need all of these. You need the right ones for your situation. Here's an honest overview of
what's available and what it's actually good for.

TooL WHAT IT'S GOOD FOR

Bill.com Best all-round AP tool for small business. Handles invoice capture,

INVOICE & AP approval routing, and payment. Integrates with QuickBooks and
Xero.

Ramp Corporate card + expense management + AP in one platform.

INVOICE & AP Strong Al categorisation. Better value if you also want expense
management.

Numeric Close management and reconciliation built for smaller teams.

CLOSE & RECONCILIATION More accessible than BlackLine or FloQast at the enterprise end.

Claude / ChatGPT General-purpose LLMs. Excellent for variance write-ups, policy

AI ASSISTANTS drafting, journal-entry review, and prompt-based data analysis.

Free to start.

JON'S ADVICE

Start with your existing accounting software. QuickBooks, Xero, and Sage all have meaningful Al
features built in now — use those before paying for a separate tool. Only add specialist tools when

you've hit the ceiling on what your core platform can do.



DEEP DIVE - 01

Invoicing & Accounts Payable

AP is the most mature Al use case in accounting and almost always the right place to start. Here's

what you can automate and what still needs a human.

B AI HANDLES WELL O STILL NEEDS YOU > TYPICAL RESULTS
= OCR extraction from invoice o Payment authorisation 5> 60-80% faster invoice
PDFs rocessin
o Fraud investigation (Al flags; 2 e
= 3-way match (PO - receipt — you investigate) > 70%+ less manual matching
invoice) time
o New-vendor onboarding
= Duplicate detection review > Near elimination of duplicate
ayments
= Approval routing by rules o Exceptions and disputes L

. ) -» 2-5day improvement in
= Payment scheduling o Final payment approval
payment cycles

@ CRITICAL CONTROL

Never allow Al to authorise payments automatically. Al can prepare, route, and

recommend — but every payment needs a human to approve before money moves.



DEEP DIVE - 02

Month-End Close

A slow close is one of the most common pain points for small-business finance teams. Al can

compress a 10-day close to 4-6 days — but only with proper controls.

CLOSE CYCLE — BEFORE VS. AFTER AI

After Al 4-6 days

RECONCILIATION VARIANCE WRITE-UPS ANOMALY DETECTION
= Auto-match bank = Draft variance explanations = Flag unusual GL balances
transactions to GL from data
m Detect potential duplicate
= Flag unreconciled items for = |dentify largest drivers journal entries
review automatically
= Highlight mispostings for
= 95%+ match rate on standard = Requires 30-50% human review
transactions editing

@ WHAT AI SHOULD NEVER DO IN CLOSE

Post journal entries without human approval. Make accounting judgment calls on
treatment. Replace the controller's review of key reconciliations. Generate board-ready

narratives without senior finance review.

AI PLAYBOOK - ACCOUNTING & FINANCE AIBUSINESSCONCEPTS.COM



DEEP DIVE - 03

Reporting & FP&A

Automated reporting is one of the most impactful — and most misused — areas of Al in accounting.
Done well, it gives you back hours every week and improves decisions. Done poorly, it creates

confident-sounding numbers nobody has verified.

THE RIGHT MODEL

Al pulls thedata —  formats the report —  drafts the narrative = —

a human validates & owns it

A human reads it, validates the numbers against source data, edits the commentary, and owns
the output. Never publish an Al-generated financial summary without that review step.

KPI dashboards that update automatically

Most small businesses are still manually pulling data into a spreadsheet to build their weekly or
monthly dashboard. This is one of the easiest things to automate. Connect your accounting system to
a reporting tool — or even a well-structured Google Sheet with APl connections — set the refresh

schedule, and the dashboard updates itself.



04 — PROMPT LIBRARY

Ready-to-use Al prompts

Copy these, paste in your data, and review the output before using it. Always mask any personally
identifiable information first.

01 variance explanation draft

You are an accounting analyst. Draft a 5-6 sentence variance explanation for the month.
Input data: [Paste your KPI table or variance summary here]

Instructions:

« Summarise the largest variances (vs. budget or prior year)

« Identify likely drivers (volume, pricing, cost, mix, timing)
- Note any one-time items that distort the comparison

« Use cautious language: "appears driven by", "may indicate"

« Do NOT invent data or numbers not in the input

« End with 2-3 follow-up questions for the business owner

Format: One clear paragraph, suitable for a management report.

02 Journal-entry review for unusual items

You are an internal auditor. Review these manual journal entries for potential issues.
Journal entries: [Paste JE data: date, account, debit, credit, description, preparer]

Check for:

1) Round-number entries (e.g. exactly $10,000 or $50,000)
2) Entries posted near or after period-end

3) Vague descriptions ("adjustment", "correction", "misc")
4) Unusual account combinations

5) Entries outside the preparer's normal accounts

For each flagged entry: explain why it was flagged and suggest the follow-up question to ask.

Format: Risk-ranked list. Highest risk first.



04

— PROMPT LIBRARY

03 AP reconciliation exception triage

You are an accounts payable controller. Triage these AP exceptions.

Exception list: [Paste exceptions — use vendor codes or IDs, not full names with PII]

Categorise each as:

1) Timing difference (expected to clear next period)

2) Missing documentation (supporting doc needed)

3) Data-entry error (likely transposition or keying mistake)
4) Potential duplicate (investigate before payment)

5) Requires human judgment (escalate)

For each, recommend the next action, who should take it, and the evidence needed to resolve.

Format: Table. Flag duplicates and escalations at the top.

4 PROMPT HYGIENE

Never paste full customer names, social security numbers, bank-account details, or other PII
into an Al tool. Use reference numbers, codes, or masked values instead. Review all Al

output before using it in any report or communication.



05 — IMPLEMENTATION CHECKLIST

Before you go live — tick these off.

Use this checklist before deploying any Al tool in your accounting workflow.

BEFORE IMPLEMENTATION AFTER GOING LIVE
] Identify the one workflow you're automating first [ ] Monitor accuracy on the first 50-100 transactions
manually
L] Map the current process end-to-end — who does
what, how long, where errors happen ] Log all Al-assisted decisions (suggested vs.
decided)
[ ] Establish baseline KPIs: processing time, error
rate, cost per transaction [] Review exceptions or overrides weekly for the first
month

[l Define what "human review" means — which

decisions still need a person [ ] Measure cycle time and error rate vs. baseline at
30 days
[] confirm data-privacy rules: what can go in, what
must stay out [ ] Train the full team — not just the person who set it
up

[] Test your tool on historical transactions before
going live ] Identify the next workflow to automate



06 — IMPLEMENTATION PLAN

Your 30-60-90 day roadmap

A realistic, phased approach. Don't rush to automate everything — prove value first, then scale.

DAYS 1-30 DAYS 31-60 DAYS 61-90

Foundation Expand Standardise

m Pick one pilot workflow = Roll pilot out to full team = Launch third workflow
m Set baseline KPIs m Launch second workflow = Publish Al usage policy
= Select and test one tool = Measure vs. baseline = Train full teamon
governance
= Train 2-3 power users m Create a prompt library
= Measure total time/cost
= Deploy to pilot; monitor daily = Brief your accountant / savings
auditor
m Document the new process = Document ROI for next
= Refine controls from investment
learnings

= Plan next wave of
automation



07 — CONTROLS & GOVERNANCE

Al in accounting needs guardrails.

This is where most small businesses skip steps — and where things go wrong. Al in accounting is

powerful, but accounting is a trust-sensitive domain. These controls aren't optional.

HUMAN-IN-THE-LOOP AUDIT TRAIL DATA PRIVACY
m Al suggests; humans decide = Log all Al outputs: what was = No SSNs, bank-account
on all material transactions suggested, what was decided, numbers, or Pll in Al prompts
by whom
= Define approval thresholds = Use entity IDs or masked
(e.g. invoices over SX require = Keep logs as long as your values instead
manual approval) retention policy requires
m Check where your Al vendor
= Never allow Al to trigger = Al-generated variance drafts stores your data
payments automatically must show human edits

THE GOLDEN RULE

If you can't explain how the Al reached a conclusion, don't use

that output without additional verification. Al enables efficiency

— controls enable trust.
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NEXT STEP

Want help implementing
any of this?

Book a free 20-minute discovery call. We'll talk through your current setup
and tell you honestly whether the AI Workflow Diagnostic makes sense for

your practice.

aibusinessconcepts.com/diagnostic -

AI Business Concepts






