
Generating monthly/finance subcommittee/board of 

management reports in Sage 50 

 

Instructions on printing the following reports: 

i. A list of balances on all school bank and cash accounts 
ii. A bank reconciliation statement for each bank account 
iii. Payments listings for each bank account 
iv. Receipts listings for each bank account 
v. Income and Expenditure Account report showing actual versus budgeted 

figures  
vi. Balance Sheet report 
vii. Aged creditors/suppliers listing report 
viii. The nominal activity report 
ix. School income received in advance (department report) 
x. Trial balance 

 

i. A list of balances on all school bank and cash accounts 
 

➢ Go to “Bank Accounts” 

➢ Make sure the last reconciled date and the last reconciled balance are 
showing 

➢ To do this right click on the header and tick “Last reconciled date” and “Last 
reconciled balance” as shown below. 

 

 
 

➢ To print the list balances on the bank and cash accounts 
o Click on send to excel 

 

 



o This will generate the report in excel and you can save and print it from 
here. 

 

 
 

ii. A bank reconciliation statement for each bank account 
The bank reconciliation report can only be printed in the bank reconciliation 
window and not in the bank reports section. 
a) Before you press the reconcile icon you can print the reconciliation report by 

clicking on “Report”. 
 

 

 
 

  
Or 

b) If you have already pressed the reconcile icon the account you can go to 
Bank accounts > select the required bank account > click on the “Reconcile” 
icon and enter the month end and statement balance again > click “OK” > 
Click on report. 

 
Note: you can only print the report for the last reconciled month you can’t reprint 
an earlier reconciliation once a later month has been reconciled. 

 
Print and/or save the report. 
 
 
 
 



 

iii. Payments listings for each bank account 
 
1. Go to “Bank accounts” > “Reports” 
2. Select “Bank payments” > “Day Books: Bank Payments (Detailed)” 
3. Select the required date range leaving all other fields blank. 

 

 
 

See sample report layout here: 

 

 
 

4. For cash accounts select “Cash payments” > “Day Books: Cash Payments 
(Detailed)”. 

5. For credit card accounts select “Credit card payments” > “Day Books: Credit 
Card Payments (Detailed)”. 

6. To check whether the account was set up as a cheque, cash or credit card 
account, select the account and click edit. Once transactions have been recorded 
you cannot change the account type. 



 
 
 
 
 

iv. Receipts listings for each bank account 
 
1. Go to “Bank accounts” > “Reports”. 
2. Select “Bank receipts” > “Day Books: Bank Receipts (Detailed)” 
3. Select the required date range leaving all other fields blank. 
4. For cash accounts select “Cash receipts” > “Day Books: Cash Receipts. 

(Detailed)”. 
5. For credit card accounts select “Credit card receipts” > “Day Books: Credit 

Card Receipts (Detailed)” (Credit card receipts would be rare, usually only in 
the event of a purchase refund). 

6. To check whether the account was set up as a cheque, cash or credit card 
account, select the account and click edit. Once transactions have been recorded 
you cannot change the account type. 



 
 
 
 

 

v. Income and Expenditure Account report showing actual versus budgeted 
figures  
 
1. Go to “Nominal codes” > “Reports”. 
2. Select “My nominal code reports”. 

 

 
 

3. Select “BOM Income and Expenditure Account”. 



4. For the period select “1: September 20XX” and “the month you are currently 
reporting to”. 

 
 
 

5. Print or save your report. 
 

 
Saving Customised Reports 
 
The BOM Income and Expenditure report and the BOM balance sheet report are 
customized reports and need to be saved to the computer. 
If the reports are not present in your reports section: 
 

1. Set up a folder on your desktop called “BOM SAGE 50 customised reports” 
2. Go to the FSSU website www.fssu.ie 

 

 
 

3. Under “Monthly Reports” Right click on “Balance Sheet Report File” and the 
“Profit & Loss Report File (budget vs actuals) 1 year past” reports and select 
“Save link as” or “Save target as” to a folder on your desktop called “BOM 
SAGE 50 customised reports”. 

4. Double click the report in the “BOM SAGE 50 customised reports”. 
5. You may have to enter your Sage login details.  
6. The report opens then click “File” > click “Save as”.  

 

http://www.fssu.ie/


 
 

7. The file will save in My Nominal Reports.  
8. Please type in the following file name ‘BOM Income and Expenditure Account’-

click Save.  
9. Follow the same steps for the Balance Sheet report, name the report ‘BOM 

Balance sheet’ -click Save.  
10. Close the window - to return to Sage 50 home screen. 

 
There is a second income and expenditure available also that shows the prior year to date 
comparatives i.e. if you print the report from Sept to Dec, the prior year figures will be for Sept 
to Dec also. The other BOM income and expenditure report give the full prior year figures Sept 
to Aug. This report is called “Income & Expenditure Report with prior year to date and can be 
found and saved as per the instructions above. 
 
 

vi. Balance Sheet report 
 
1. Go to “Nominal codes” > “Reports”. 

2. Select “My nominal code reports”. 

 
3. Select “BOM Balance sheet”. 



4. For the period select “Brought forward” and “the month you are currently 
reporting to”.

 
 
 

5. Print or save your report. 
 

 

vii. Aged creditors/suppliers listing report 
This report only applies where a suppliers ledger is being operated. 

1. Go to “Suppliers” > “Reports”. 
2. Select “Aged creditors” > “Aged Creditors Analysis (Summary)”. 
3. Under supplier reference leave the first filed blank and the second field should 

be auto filled “ZZZZZZZZ“. 
4. Select the current reporting month end for the “Report Date. 
5. Tick the “Exc Later Payments” box.  
6. Click OK. 

 

 
 
 



 

 

viii. The nominal activity report 
 

1. Go to “Nominal codes” > “Reports”. 
7. Select “Nominal activity” > “Nominal Activity -Excluding No Transactions” 
8. For the “Nominal Code” range leave the fields between blank and 

“99999999”. 
9. For the “Transaction Date” range select between the 1st of September of the 

current financial year and the current reporting month end. 
10. Leave the “Transaction No” field between “1” and “99999999”. 
11. Tick the “Inc B/Fwd Tran” box. 
12. Click OK 

 

 

ix. School income received in advance (department report) 
1. Go to “Departments” > “Reports”. 
2. Select “Nominal Departmental analysis (Detailed)”.  
3. For the “Nominal Code” range select between “2105” and “2105”. 



4. For the “Transaction Date” range select between the 2nd of September 
of the current financial year and the current reporting month end. 
(Assuming journals posted to transfer prior year income are dated 1st of 
September and no advance income received on the 1st of September). 

5. Leave the “Transaction No” field between “1” and “99999999”.  
6. Leave the “Department” field between “0” and “999”. 
7. Click OK 

 

 
 



 

 

 

x. Trial balance 
 

1. Go to “Nominal codes”. 
2. Select the “Trial balance” icon at the top of the page. 

   
3. Select the current reporting period and select run. 
4. Save the report for your files. 

 

 

 


