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Departments - Overview

❑Reporting from Sage 50 

❑When to Use Departments

❑How to set up departments

❑How to assign departments to bank 
transactions 

❑Amending Transactions

❑Reporting by department 



Key Financial Reports in Sage 50 Accounts 

Board of 
Management 

Reporting

Income & 
Expenditure

Nominal 
Activity

Balance 
Sheet

Department 
Reports



An overview of the information provided by 
each report

Income & 
Expenditure 
Report & BS

• Total for each 
nominal code

• Bottom line 
figure

• Comparison with 
budget

• Comparison with 
prior year

Nominal Activity

• Breakdown of 
what is posted to 
the nominal code 
for selected date

• A guide for 
answering 
accounts queries

Department 
Nominal activity

• Further drill 
down for 
postings to a 
nominal code

• Analysis of 
income and costs 
for a particular 
activity



BOM Reporting - Sage 50

Sage 50 Reports Comments Analysis/Report Departmental 
Reports

BOM 1. Income & Expenditure • Actual Income 
and Spend

• Comparison to 
budget and prior 
year

School Musical

Other Subjects

Designated activity

Dept Nominal 
Activity

2. Balance Sheet • Bank Accounts
• Fixed Assets
• Accruals
• Reserves
• Grants

Capital Project

ICT Grant

Income received in 
advance

Departmental
Balance Sheet

Departmental
Nominal Activity

3. Bank Reconciliation • Accuracy
• O/S Items

4. Accruals Manual List

Finance
Committee

Principal

Project 
manager

5. Capital Expenditure Government 
Grants

ICT 

New Building 

Summer Works

Departmental
Balance Sheet

Departmental
Nominal Activity



Sage 50 - Departments

When to use Departments

• Providing a breakdown of a nominal code:
• Income received in advance code 2105

• Grants received in advance code 2150

• Other Subjects

• Games Code 4670

• Other ringfenced Income / Grants unspent

• Providing financial analysis of a specific school activity
• Capital Project

• ICT Grant

• School Musical 

• Bus Income & Expenditure

• Designated Income & Expenditure

• Fundraising



Departments – Sample Data

Bank Detail Amount Nominal 
Code

Department

Receipts Capital ICT Grant 25,000 3921 5

TY Income in 
advance 2021

5,500 2105 7

School Admin 
Charges 2021

10,400 2105 8

Funding for 
designated 
activity 1

8,900 3851 15 CoderDoJo

Payments Rewire and 
Broadband 
installation

10,000 1460 5

Cost of 
designated 
activity 1

5,500
2,500

4918
4190

15
15

CoderDoJo

7



Create a Department
8



Assigning receipts or payments to a 
department

9



Department Reports

Nominal Department Analysis for Code 2105 – Income received in advance

10



Income received in advance analysis
11



Detailed nominal departmental analysis
12



Designated Funding Report
13



Examples - using Departments in Sage 50

Departments Dept No Nom Code Comment
s

Building Project 31 1400
3900
5010

Computer Grant 5 1460
3921
2171?

15,000
25,000

Musical 20 3520
4720
3852
4923

Edit BR

School Tour Camino 12 3530
4710

1500

Create & 
Update

Hamlet 13 3530 550

4710 500



Recording ICT Grant Capital Income

Create code 3921

Code 2171

Spent part of Grant 
coded to 3921

Unspent Grant 

Code 2171

Auditors

Consistency in the 
recording of capital 
grants

Cost element will be 
coded to BS, 1460 

Use Departments

Auditors will assist by 
finalising the 
accounts at Year end

Ask auditors to 
explain their audit 
adjustments



Department Reports

• Nominal Activity by Department is the most 
informative

• Practice the criterion selection for running 
Department report

﹣Is it for a particular nominal code e.g 2105

﹣Is it for a project – School Musical

• Assign key departmental reports to favourites



Thank You for watching

Breda Murphy
Accounts Support and Training - Sage 50
Email: bredamurphy@fssu.ie
Mobile: (086) 0440280
www.fssu.ie

mailto:bredamurphy@jmb.ie

