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Autumn 2024

SAGE - Webinar 1 21st August 2024

Year-end 2023/24 Preparation – Essential checklist



Webinar housekeeping rules
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info@fssu.ie. 



Webinar 

Calendar 

Autumn 2024
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Agenda
1. Timeline for the Year-end process

2. Essential checklist

3. Reports to run
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1. Timeline for 

the year end 
process
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• Accountant notified that 
accounts are ready for review30.09.2024

• Run the year end by the end 
of October 31.10.2024

• Draft accounts to BOM for 
approval30.11.2024

• Accounts approved for 
submission to FSSU by BOM31.12.2024 

• Accountant to file accounts 
with FSSU by 28th Feb28.02.2025



2. Essential  

Checklist for 

finalising year 

end 2023-24
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Accounting-Year-End-Checklist-

post-primary-schools.docx (live.com)

https://view.officeapps.live.com/op/view.aspx?src=https://www.fssu.ie/app/uploads/2024/07/Accounting-Year-End-Checklist-post-primary-schools.docx&wdOrigin=BROWSELINK
https://view.officeapps.live.com/op/view.aspx?src=https://www.fssu.ie/app/uploads/2024/07/Accounting-Year-End-Checklist-post-primary-schools.docx&wdOrigin=BROWSELINK


Year-end Accounts Preparation checklist
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Checklist for 

finalising year 
end 2023-24

Bank

Payroll

RCT & VAT 

Creditors or suppliers 

Debtors & prepayments

Income

Reviewing reports  & Year-end adjustments
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Action 1: Post all transactions up to the end of August
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Record all 
Income

Input all 
supplier 
invoices

Record all 
cheque 

payments in 
sequence

Record all EFT, 
DD & CT 

payments

Record the 
weekly payroll 

journal

Record VAT 
Journals



Actions 2 to 6

1

0

Actions 

2 to 6 & 

13

Banks



Bank Reconciliation Process

Step 1: complete the balance 

as per the bank statement 

Step 2: enter the statement 

date

The date of the bank rec determines 

what will appear as unreconciled
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Bank Reconciliation Process
12



Bank Reconciliation Process
13



Bank 
Reconciliation 
Process
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Bank Reconciliation review for all accounts

Reconcile to 31-8-24 
No difference on 
Bank rec report

Review list of old 
outstanding

items

Review outstanding 
receipts for accuracy

Correct any 
duplicates or errors
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Cancelling an 
out-of-date, 
duplicate or 
old cheque in 
SAGE
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• Make a list of the cheques to be cancelled. 

• List the cheque or payment ref, payee, amount, 
nominal code and department.

• Go to ‘Banking’ select ‘Receipts’

• Select the bank account

• Enter the details of each payment on the cancel 
list 

• Go back to the bank account you were reconciling

• Match the outstanding cheques to the receipts 
just entered.



Finalise Bank Reconciliation Process
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Run Review Reconcile
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Bank 

reconciliation 

report 



Petty Cash & School Credit Card

All transactions backed up by 

a valid receipt for Petty Cash

The balance on the petty cash 

account agreed to the count 

in the petty cash box

Are all petty cash 

reimbursements within 

approved limits and agreed 

to PC vouchers
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School Credit Card Review
20

Have all the 
statements been 

received? 

Has the credit 
card statement 
been signed by 
the chairperson 
and Principal? 

Are all 
transactions 

backed up by a 
valid receipt? 

Are supporting 
receipts attached 

to the monthly 
credit card 
statement?

Is spending within 
the agreed limit? 

Is the credit card 
only used where 

other forms of 
payment are not 

accepted?

Does the board 
ensure that debit 

cards are not 
used for school 
expenditure?
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Cash Control Account



School 

Online 

Payment 

system

Record the receipts in the Bank Statement 
using a Bank Transfer from Clearing 
Account to main Bank 1800 

Run a report from the online payment 
system

Record a Bank Receipt in the Clearing 
Account based on this summary 

Monitor balance in Clearing account at 
month end

Run the BOM Income & Exp report to 
check postings in the Nominal ledger. 



School Online Payment system
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Action 13: Parents Association Bank account
24

The Parents 
Association bank 
is  required to be 
recorded in the 

school accounts. 



Actions 2 to 6

2

5

Actions 

7 to 10

Payroll

✓



Review Payroll costs to 31st August 

Using payroll 

journals: Week 35 
included

Check 
balances in 
the Balance 
Sheet Report 
at 31-8-2024

PAYE/PRSI/

USC/LPT 
control 

account 

Net wages 
control 

account and 
other wages 

related 
control 

accounts 
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Review Payroll costs to 31st August 
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Check 

balances in 

the Balance 

Sheet Report 

at 31-8-2024



Payroll Journal entry
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Review Payroll costs to 31st August 
29



Review Payroll costs to 31st August 

Balanced

30





Review Payroll costs to 31st August 

Not using 

payroll journals

Payroll taxes 
for July  or 
August not 
included?

Payments 
recorded 

when made

Use journal for 
J/A liability

• DR wages 

• CR 2250 
PAYE 

control

Alternative: 
record 

amount 
owed as o/s 

payment
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Actions 2 to 6

3

2

Actions 

11 to 12

VAT & 

RCT
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Reviewing 

VAT & RCT 

Practical 

example
 

After posting we will 

review VAT control 2260 

& RCT control 2270
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Recording the VAT & RCT using a Journal
34

When payments is made to Revenue post to the respective 
control accounts



Reviewing VAT & RCT

Total cost of paint work €13620
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Reviewing VAT & RCT

July/August VAT - €1620  

August RCT - €2400
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Reviewing VAT & RCT 
37

Review position 
on ROS for 

Returns for RCT 
and VAT compare 

the control 
accounts

The July/August 
VAT3 and August 

RCT liabilities 
are payable in 

September 2024

Ensure all 
deductions made 
for RCT have been 

returned to 
Revenue

You must file VAT returns even if liability is Nil. 
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Action 21 - Nominal Ledger Activity

✓



Nominal Ledger Activity 
39



Nominal Ledger Activity & Chart of Accounts  
40

Download the chart of accounts from our website here

https://www.fssu.ie/post-primary/search-a-z/chart-of-accounts


Nominal Ledger Activity & Chart of Accounts

41



Nominal Ledger Activity - Income 

School Grants guideline here
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https://www.fssu.ie/app/uploads/2023/03/23-23-Financial-Guideline-Grants-2023_2024_incl-Irish.pdf


Nominal Ledger Activity 
43

Check  the 
report run for 
the correct 
period

Watch for 
any unusual 
items, 
unexplained 
balances

Monitor the 
coding of 
transactions,  
consistency is 
key



Nominal Ledger Activity 

44

Check control 
account 
balances

Capital 
expenditure 
coded to the 
balance 
sheet codes

No posting to 
depreciation 
codes
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Compile a 
manual list 

If using the modules in SAGE review
2100 – Purchase Ledger Control Or

Actions 14 – Creditors & Accruals

✓



Aged 

Creditors

46



47

Purchase 

Ledger 

control 

account 

2100 

Agreed



Accruals on 31st August 2024
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Energy bill for July/August

Telephone – landline/mobiles/broadband, 

Cleaning materials

Repairs & maintenance

Office/school stationery

Accountants fee



Accrual Journal
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Journal entries dated 31-8-204 

DR Expense

CR Accruals 2440



Accrual Journal

50



51

Accruals  

2440

Agreed
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Compile a 
manual list 

If using the modules in SAGE review
1700 - Sales Ledger ControlOr

Actions 15 – Debtors & Prepayments

✓



Review Debtors & Prepayments: Grants Due
53

Grant due from SEC for the 
State exams 2024 – code 1730 



Review Debtors & Prepayments: Grants Due
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Review Debtors & Prepayments: Grants due

DR 1730 Grants Due

CR 3255 State Exam Income 
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56

Review Debtors & Prepayments

AGREED



Review Debtors & Prepayments: Prepayments
57

Prepayments that may arise in 
the school -  code 1720

Insurance, 

Rents, 

Subscriptions/memberships



Review Debtors & Prepayments: Grants due

Journal entries dated 31-8-2024
DR 1720 prepayments &

CR Expense code
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Review Debtors & Prepayments

AGREED



Actions 2 to 6

6

0

Actions 

16 - 19

Income



School Income Received in Advance
61

Incoming First Year Charge

TY Charge

School Admin Charge

Book Rental Income

Voluntary Contributions



School Income Received in Advance
62



DE Grants Received in Advance
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DE Grants Received in Advance
64



Review Ringfenced grants unspent for 2023/24
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Review Ringfenced grants unspent for 2023/24

DSP School Meals Income & Expenditure 

66



Review Ringfenced grants unspent for 2023/24

Journal Entry at 31-8-2024

DR 3296 with €1846 

CR 2171 with €1846 
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Grant Name Income 

Code

Expense code Balance sheet 

Code

Book Grant 3150 4730 2160

DEIS (DEIS schools only) 3020 Various school costs 10% of grant 

towards home school liaison officer
2171

Supervision & 

Substitution (S&S)

3240 4150 2170

State Exam Income 3255 4155 2171 or 1730

Bus Escort Grant 3294 4196 2171

School Meals Grant 3296 4912 2171

Review School Income
68



Balance sheet – Income & Grants in advance & 

ring-fenced grants
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Slide 62 

Slide 64 

Slide 66 



Review Ringfenced grants unspent for 2023/24 ICT

70

ICT Grant 

Non-Capital

Income Code 

3230

Unspent ICT grant balance posted to 

code: 2165

ICT Grant Non-

Capital

Expenditure Code 

4410
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ICT Capital  
Expenditure 
Code 1461

 ICT Additions

ICT Capital 

Grant Income 

code 3921

Review Ringfenced grants unspent for 2023/24 - ICT



Buildings

Building 
Grant 

Code 3900 

DE Capital 
Building 
Grant 
Income

Expenditure 
code

Code 3940 

DE Capital 
Building 
Grant 
expense

Code 1401 

Capital 
Additions to 
Land & 
Buildings ****only if Land & Buildings are owed by BOM 

this applies in a small minority of schools

Review Ringfenced grants unspent for 2023/24 - Capital
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73

Fixtures, 

Fittings & 

Equipment
FF&E Grant 

Code 3920 

DE Fixtures, 
Fittings & 
Equipment 
Grant Income

Expenditure

Code 1421 

Capital 
Fixtures, 
Fittings & 
Equipment 
Additions

Review Ringfenced grants unspent for 2023/24 - Capital



3. Reports to run

74

Trial Balance Balance Sheet
Income & 

Expenditure
Nominal Activity

Unreconciled 
Payments/Receipts

Aged Creditor 
Report – if using 
Supplier module

Aged Debtors 
report – if using 

Customer module

Department report 
for code 2105



Reports to run

75



File for the Accountant

Year ending 
31st August 
2024

1. Final TB & 
Financial 
Accounts 

2. Year-end 
Adjustments 

3. Year-end 
reports when 

finalised 
4. Bank

5. Accruals 
6. 

Prepayments
7. VAT returns

8. Payroll 
reports

9. Income
10. 

Ringfenced 
Grants 

11. Fixed 
assets
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Year-end 
Accounts 
Preparation 
checklist
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Resources available 
78

Training webinars over the coming months 
– remember the handouts

FSSU here to help – constantly updating 
website with training resources www.fssu.ie

FSSU website and the Remote support 
through team viewer



SAGE Autumn 
webinars - 
topics

79

A screenshot of a computer

Description automatically generated

https://www.fssu.ie/post-primary/topics/sage-50-accounts/training/webinar-training/upcoming-sage-50-webinars/


Contact details
Post Primary Team 01 2690677 email: info@fssu.ie
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Thank You for attending
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