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~ 4. Reporting to BOM at the month-end




1. Timeline for the year end process

T Y

30.09.2024 31.10.2024 30.11.2024 31.12.2024 28.02.2025

e Accountant e Run the year e Draft e Accounts e Accountant
notified that end by the accounts to approved for to file
accounts are end of BOM for submission to accounts
ready for October d approval FSSU by BOM with FSSU by
review 28t Feb




2. FSSU Chart of accounts — What's new 2024-2025

FSSU Chart of Accounts \wriesm

the chart of

Effective for the year ended 31st August 2025 S

from our
website here

Income and Expenditure Codes

AT No Description Type Category

3010 Capitation™on Pay Budget Income Diepartment of Education
3021 DEIS Grant Income Diepartment of Education
3021 Eany Start Programme Matenals EquipmentParental Involvement Grant Income Income Department of Education
E R Earku Giart Brrarmmema onitabinn L — Pisnartmant nf Frratinn



https://www.fssu.ie/app/uploads/2024/09/FSSU-Chart-of-Accounts-2024_2025.pdf

2. FSSU Chart of accounts — What's new 2024-2025

New/amended e 3151 Free Schoolbook Grant
e 3152 Free Schoolbook Admin Grant

e 4731 Free Schoolbook Grant Expense

Nominal codes
for 2024-2025 e 4113 Free Schoolbook Admin Salaries Expense

Services Unit



2. FSSU Chart of accounts — What's new 2024-2025

Nominal Information
File Edit View Modules Settings

Home Enter D'Etilll'.i- Enter DEtﬂih

Apps and add-ons Q@ - To create a new nominal account, you need to enter the nominal accounts name and select the type
Opening Balance of nominal account that you are creating.
Business dashboard Mew '-."'.u'lzar-:I

The new nominal account can be given a categary within the chart of accounts and a unique reference
code to identify the account.

Suppliers Refresh h 4

Name Free Schoolbook Grant Expense
Bank accounts

il Type Expenditure
Bank feeds &400

How to add a new Category Education Other

- 5731 H
nominal code
Mominal codes 24140 NjC* 4731
S °

o RT3




2. FSSU Chart of accounts — What's new 2024-2025

u Sage 30 Accounts Client Manager - F550U Master C Sef-Up a new

File Edit Wiew Settings Connec Deparfment

Apps and add-ons Quotations
Business dashboard Sales arders
Inwvoices and credits
Suppliers Suppliers
Purchase orders
BT EEEE S Products and services
Bank feeds -
Bank accounts Deta I|5
Bank feeds
Mominal codes Reference
. Mominal codes
Transactons
VAT
_ Mame 1C Free School Book Grant
Departments Transactions
Diary

Financlal Suppert

Services Unit

Mizards .
Wizard 3 ©Q SSU



2. FSSU Chart of accounts — What's new 2024-2025

New/amended Nominal codes for 2024-2025

3511

4929

Bus Hire Other Income

Other State Funding
Expense

Income

Expenditure

School
Generated
Income

Education
Ofther
Expenditure

To be used for income collected
for buses except from the
games/sports buses.

To be used to account for the
expenditure of income received
from other state bodies and
accounted for in code 3299
Other State Funding
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2. FSSU Chart of accounts — What's new 2024-2025

New/amended Nominal codes for 2024-2025

2173  Other Capital Current Accruals To be used to account for
Ringfenced Liability unspent capital grants or other
Grants/Income

income, for example building
grants, furniture grants unspent,
fundraising for a building project.

Unspent

Services Unit
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2. FSSU Chart of accounts — What's new 2024-25

3150

4730

3296

1803

3335

4741

Changes to nominal code descriptions

Existing Description Change description to:

Book Grant Income

Book Grant Expense

DEASP School Meals Grant

DEASP School Meals Bank Account
Classroom Books Income

Classroom Book Expense

Book Grant Senior Cycle Income

Book Grant Senior Cycle Expense

DSP School Meals Grant
DSP School Meals Bank Account

Classroom Books/Resources Income

Financlal Suppert
Services Unit

Classroom Book/Resources Expe

© >
o
(@
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2. FSSU Chart of accounts — What's new 2024-25

Changes to nominal code descriptions
Existing Description Change description to:

3510 Bus Income Bus Hire for Games Income
I
4113 Primary Free schoolbook Admin grant  Free Schoolbook Admin grant
471 [ravel Games Bpense T [BusiHire for Games Bxpense T
4690 Bus Hire Expense Bus Hire for other expense
I
2172 Otherring-fenced Income Unspent Other nTon—COpi’roI ring-fenced Income
unspen
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2. FSSU Chart of accounts — What's new 2024-25

o o

3160 Book Rental Scheme Grant
3280 COVID Aide Grant

3282 COVID Enhanced Supervision Grant

3284 COVID Funding for Replacement
Caretaker Hours

3285 COVID Funding for Replacement
Secretarial Hours

DO NOT USE!

Services Unit

COVID Funding for Replacement
Cleaner Hours
COVID Funding for Replacement Bus
Escort Hours
COVID Capitation for Cleaning and

PPE Grant
NjC? 011 v nacive | ¥
Nane
Balance 0.00 AccountType  Mominal Account
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2. FSSU Chart of accounts — What's new 2024-25

Expenditure Codes that have been removed

4197 COVID Replacement Bus Escort Hours

Expense 5803 COVID Enhanced Supervision Grant
2011 coVvID Replacement Caretaker Hours Wages Expense .
Expense 5806 COVID Capitation for Cleaning (Non-

Wages) and PPE Grant Expense
6011 COVID Replacement Secretary Hours
Expense

ol covip Replacement Cleaner Hours

Expense
5801 COVID Aide Grant Wages Expense

DO NOT USE!






Set up New Folders for the year 2024/25

Payments

——r

Services Unit



Keeping your SAGE accounts up to date.

Ensure the Bank reconciliations on all school bank
accounts have been prepared and to the 31-8-24

The balances on the supplier's ledger has been
finalised to 31-8-24

The accounts are with school accountant & they have
access to the school data so they can work in the
background




'
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Tasks to do . Deal with 2023/2024

transactions in the new
school year

Journal adjustments to be
posted on 1-9-2024

Run the year end routine
by end of October

Import the budget for
2024/25




2023/24 transactions in the new school year

VAT Payment — July/Aug 2260
PAYE — August P30 2250
SEC - State Exams Commission Income due 3255

Services Unit




2023/24 transactions in the new school year

2250 Reverse VAT Control Account
Showe: Custom Range... gt Dabe: O1/09/2024 to 30,/02,/2024 Twpe: Al Trans.: | 1t 112

Mo - |Type |Date |ref. |Ex.Ref. | Dept|Details Armount | Debit | Credit
Q109,202 0 B/Fwd Balance 152000 1520.,.00

109 BP 23/09,/2024 0O 1/Aa VAT 3 1520.00 1520.00

July/Aug Vat 3 liability

- FSSU 1820.00 1520.00

nanclal Suppor Balance: 0.00

© &Jo Pz mppen




2023/24 fransactions in the new school year

PAYE/PRSI/JUSC/LPT Control

e

I Show: Custom Range... e Diate: D1/09f/2024% to 31122099 Tyvpe: | All Trans.:| 1t 112

Dept|Details
Q1092023 0 B/Fwd Balance

110 BP 23f0s/2024

o 30/09/2024 W io roun...

Amount

0 Revenue Aug P30
0O Aug P30 rounding

Aug P30 liability

@,
o 4 u523Y

Services Unit
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2023/24 transactions in the new school year

3255 Tt State Exam Income

Show: This Financial Year s Date: | 01092024 to 31082025 Type: | all

Mo - |Type |Date Ref. |Ex.Ref. | Ciept | Details
141 1O o 01/09/2024 Reverse ... 0O June 2024 SEC
143 BR 29/09/20249 SEC 0 SEC 2024

Armount

17450.00
17450.00

Journal
State Exam Receipt 1-9-2024
DR 3255
CR 1730

Trans.:

Debit |
17450, 00

Balance:

17450.00
Q.00

1 to 143

Credit

17450.00

17450.00

Financlal Suppert
Services Unit
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Accounting for Junior Cycle Schoolbooks Grant 24/25

Financial Guideline 2023/2024 a Financial Guideline 2024/2025
'Services Unit Community & Comprehensive Schools and ‘Se Community & Comprehensive Schools and
Voluntary Secondary Schools in the Free Education Scheme Voluntary Secondary Schools in the Free Education Scheme
Accounting for Junior Cycle Schoolbooks Scheme Grant and School Year 2024/2025
Administration Support Grant Accounting for Junior Cycle Schoolbooks Scheme Grant and

Administration Support Grant

1. Introduction
The new Junior Cycle Schoolbooks Scheme will provide free schoolbooks for all children
and young people in Junior Cycle years in recognised post-primary schools in the free 1. Introduction
education scheme. This scheme will include all schoolbooks and core classroom resources.

This scheme will be introduced in the 2024/2025 school year. The new Junior Cycle Schoolbooks Scheme was introduced for the 2024/2025 school year.

Schools received the grants in advance during the 2023/2024 school year in order to
purchase the books and resources ahead of the new school year. The grant receipt and

There are two new grants within this scheme.
8 associated expenditure was recorded to the balance sheet in the 2023/2024 school year.

' . | . | o . o cosos i the 20247203
hitps://www.fssu.ie/app/uploads/2024 Nttps://www fssu.ie/app/uploads/2024/09/0
/03/24-24-Financial-Guideline- : . ot :
3-25-Financial-Guideline-Accounting-for-

Accounting-for-Junior-Cycle- :
Schoolbooks-Scheme-Grant.pdf iJnUc?Iliﬁi_s(r:wygcljef_SChOdbOOkS_SCheme_Grom_

-
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Treatiment of Income & expenditure before 31-8-2024

S

New Junior Cycle Book Grant

Income 2151

Free School Book Grant
Free School Book Admin Grant

Expenditure 1720

Books & Resources

Pay to staff to administer or related
administrative expenses

Services Unit
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Treatment of Income & expenditure 2024/25 - Option 1

> Step 1 - Transfer grant receipt from Book Grant Received in Advance to Book Grant Unspent
in the Balance Sheet

ExRef | Department? Detals

Thr JCFSBG to BG Ungpent 13 13303000 0.00

151 Book Grant Received in Advance g

210 Book Grant Linspent ; THr JCFSBG o BG Ungpent 1 0.00 135050.00
2151 Book Grant Received in Advance g THr JCFSBG o BG Ungpent T4 2318.79 0.00
210 Book Grant Linspent ; THr JCFSBG to BG Lngpent 19 0.00 51879

Services Unit
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Treatment of Income & expenditure 2024/25 - Option 1

> Step 2 - Transfer expenditure incurred up to 31st August 2024 to the Income & Expenditure
Statement

Reference Posting Date
Rev Prep JCBG 01/09/2024

NfC* |Name ExRef  |Department® |Detais Debit |

Free Schoolbook Grant Expense Reverse Aug Prepayment 4580.00 0.00

Prepayments Reverse Aug Prepayment 0.00 4580.00
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Treatment of Income & expenditure 2024/25 - Option 1

> Step 3 - Transfer amount of grant in line with amount of recorded expenditure

Reference Posting Date
JC Expense 01/09/2024

NjC* [Name ExRef  |Department™ |Detais

2160 Book Grant Unspent 3 JC Books Prepaid Aug 2024 4580.00 0.00
3151 Free Schoolboak Grant g JC Books Prepaid Aug 2024 0.00 4580.00

Services Unit



29

Treatment of Income & expenditure 2024/25 - Option 1

Action DR/CR Nominal Code Description

» Recording ongoing
expendiiure of the Record payment or DR Free Schoolbooks Grant Expense
grant invoice for purchase Expense

of schoolbooks
during the school
year

CR 1800 Current Account 1

Current Asset

Action DR/CR MNominal Code Description

Record journal to
recognise Free
Schoolbook Grant
Income in line with

Book Grant Unspent
Current Liability

Free Schoolbook Grant Income

Income
recorded

expenditure
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Treatment of Income & expenditure 2024/25 - Option 2

> Step 1 - Transfer grant receipt from Book Grant Received in Advance to Free Schoolbook
Grant Income

Reference Posting Date Balance

JCF3BG 01/09/2024

NjC* [Name ExRef  |Department* Detai ' Dehit] Credit

2151 Book Grant Received in Advance JC FSBG 2024-25 139050.00 0,00
3151 Freg Schoolbook Grant JCFSBG 2024-25 0.00 13905000
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Treatment of Income & expenditure 2024/25 - Option 2

> Step 2 - Transfer expenditure incurred up to 31st August 2024 to the Income & Expenditure
Statement

Reference Posting Date
Rev Prep JCBG 01/09/2024

|Name Ex.Ref Department® |Details

Free Schoolbook Grant Expense Reverse Aug Prepayment 4580.00 0,00

Prepayments Reverse Aug Prepayment 0.00 4580.00
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Treatment of Income & expenditure 2024/25 - Option 2

» Recording ongoing expenditure of the grant

Action DR/CR Nominal Code Description
Record payment or DR 4731 Free Schoolbooks Grant Expens
invoice for purchase Expense

of schoolbooks
during the school
year

CR 1800 Current Account 1

Current Asset

Services Unit
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Journal adjustments - Postings at the 01.09.2024

v DE Granfts in Advance

v School Income in advance
v Unspent Ringfenced grants
v' Reversing Accruals

v' Reversing Prepayments




Journals 01.09.2024: DE Grants in advance

—
l &

mmm —

Clear  Insert

—1
b -]
—

Remaoye

g

4

Copy cel

=
1

Copy cell above

form  row (F7) row (F8) above (F&) +1(Shift +F6)

Reference

JC Admin Gr

2151
3152

Posting Date
01/09/2024

[

[

v

c

Memorise Recall

|Ex.Ref

Book Grant Received in Advance
Free Schoolbook Admin Grant

b

Add Printlist Send to

attachment

| Department* | Details

Tfr JCFSBG Admin
Tir JCFSBG Admin

Excel

Journal
1-9-2024
DR 2151
CR 3152

2318.79
0.00

Balance

Financlal Suppert
Services Unit



Journals 01.09.2024: DE Grants in advance

TTIE. LTS0S

Nominal Activity - Excluding No Transactions

Date From: 01/09/2024 N/ C From: 3151

Date To: 01,/09/2024 M/C To: 3152

Transaction From: 1

Transaction To: 99,999,999

M/C: 3151 Mame:  Free Schoolbook Grant Account Balance: 139,050.00 CR

No Type Date Account  Ref Details Dept T/C Value Debit Credit v B

203 IC 01092024 3151 Tfr Grant Tir JCFSBG to BG Unspent 9 T4 139,050.00 139,050.00 - =
Totals: 139,050.00
History Balance: 139,050.00

MNfC: 3152 Mame:  Free Schoolbook Admin Grant Account Balance: 2,318.79 CR

No Type Date Account Ref Details Dept T/C Value Debit Credit V B

205 JC 01/09/2024 3152 Tfr Grant Tfr JCFSBG to BG Unspent O T9 2,318,779 23189 - -
Totals: 2.318.79

Services Unit

%
o §uF33Y



School Income Received in Advance

2105

School Income Received in Advance

shde 42

18,060,350

MN/C From 2105

Tran Date From 01/09/2023

MN/C To Tran Date To 31/08/2024 Tran Mo To
Dept Mumber 0 Dept Default

MNf/C MName School Income Received in Advance

Tran Number Type Date Details

55 BR 23/08/2024 TY 2024-25

56 BR 23/08/2024 Locker 24/25

57 BR 23/08/2024 Admin chg 24/25

Account Totals

Department

Grand Totals

Tran Mo From 1
99,999,999

:

Department From 0O
Department To 999

Credit
9,000.00

2,605,50
6,455,00

15,060.50

15,060.50

15,060.50

Balance

-9,000.00
-2,605.50
-ﬁquSI [}n

-18,060.50

-15,060.50

-18,060.50

Services Unit
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Journals 01.09.2024: School Income in advance

Journal entry on1-9-2024 N

DR 2105 School Income received in advance

Journal CR 3310, 3370 & 3390 (or the relevant Income code for your school)
entry
Reference Posting Date Balance
SGI In Adv Rev 01/09/2024 .00
|Ex.Ref |Department™ |Details
2105 Schoal Income Received in Advance a 24/25 Income in advance TS 13060.50 Q.00
3310 Transition Year Income 0 24/25 Income in advance T2 0.00 Q000,00
3370 Locker Income 0 2425 Income in advance T9 D.DI‘ 2605.50
3390 School Administration Charges 0 24/25 Income in advance T3 0.00 6455.00




Journals 01.09.2024: School Income in advance

38

me: 09:201:13
Nominal Activity - Excluding No Transactions

Date From: 01/09/2024 M/ C From: 2105

Date To: 30/09/2024 M/C To: 2105

Transaction From: 1

Transaction To: 949,99%, 999

MfC: 2105 Mame:  School Income Received in Advance Account Balance: ‘ 0.00

Mo Type Date Account Ref Details Dept T/C Value Debit Credit Vv B

01/09/2024 Brought Forward 18,060.50 18,060.50

158 D 01/09/2024 2105 SGI In Adv  24/25 Income in advance 0 ™ 18,060.50 18,060.50 -
Totals: 18,060.50 18,060.50
History Balance:

Date Fromm: o1,/09/2024 M C From:

Date To: I0/090202 MNJC To: 3310

Transaction From: 1

Transaction To: 049,999 999

My C: 3310 Mame: Transition Year Income Account Balamoe: 9 000,00 CR

No Type Date Account Ref Details Dept T/C Vo luse Debit Credit v B




Ringfenced Grants Unspent

2171 Other Ringfenced Grants Unspent Slide 64

1,846,00

WORKSHEET: CALCULATION UNSPENT GRANTS

GRANT

INCOME

EXPENDITURE

Surplus/Deficit

NOMINAL | ENTER €
CODE AMOUNT

DSP School Meals Grant ﬁ

3295 | €36,149|DSP School Meals Food Costs ﬁ

NOMINAL | ENTERE
CODE AMOUNT

4912 €34,303
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Journals 01.09.2024: Ringfenced grants unspent

= Journal on
= 1-9-2024
Reference Posting Date Journal DR 2171 Balance
entry CR 3296
D3P SMG 01/09/204 0,00

ExRef  |Department* Detais ' Debit| Credi
0.00
1346.00

Other Ringfenced Grants Unspent School Meals unspent 23/24
3296 DSP School Meals Grant ] School Meals unspent 23/24 T4

1340.00
0.00

Financlal Suppert
Services Unit
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Journals 01.09.2024: Ringfenced grants unspent

: S W
Thme:  15:17:02 Nominal Activity - Excluding No Transactions

Date From: 01;/09/2024 M C From: 2171
Date To: o1/09/2024 MNJC To: 2171
Transaction From: 1
Transaction To: 949,999,999
My C: 2171 Mame: Other Ringfenced Grants Unspent Account Balamoe: .00
Mo Type Date Account  Ref Details Dept T/C value Credit

01,09 2024 Brought Forvward 1,846.00 1,846.00
16 @ 01092024 2171 EFG DSP Schoal Meals unspent 23724 3 ™ 1,846.00

Totals: 1,846.00

- TTmesT ThTuETe T Mominal Activity - Excluding No Transactions

Date Fromm: o1/09/202<%

Date To: o1/09/2024

Transaction Frosm: 1

Transaction To: 949,999,999

[ I 3296 Marme: DSP Schaool Meals Gramt Aooount B

Mo T Cravk e Account el Details Dept  TSC W luwe
01092024 Brought Forvard .00

165 Q1092024 3296 RFG DSF Schoal Meals unspent 2324 3 T2 1,846.00

Totals:

e, SSU History Balance:
£

Financlal Suppert
Services Unit




Journals 01.09.2024: Reversing Accruals

Invoices for August not recorded on the system
" — Re;re;sze4on Details Amount

Journal 2 Apex Fire €750.00
tr DR 2440 Electric Ireland £3.,540.00
eniry CR Expense EIR - August £284.44
code Three Mobile - August £79.00
JP O'Brien & Co Auditors & Accountants €£3,700.00
2440 v | Acruals £85.353.44

Show: This Financial Year Date: | 01/09/2024 to 31/08/2025 Type: | All Trans.:| 1to 157

No & |Type |Date |Ref. |Ex.Ref. | Dept|Details Amount | Debit|

01/09/2024 0 B/Fwd Balance 8353.944 8353.944
152 10 € 01/09/2024 Rev Acc ... 0 Reverse Aug Accrual 8353.44 8353.44




Journals 01.09.2024: Reversing Accruals

lime: 12353040
Nominal Activity - Excluding No Transactions

Date From: 01/09/2024 M/C From: [ 6400
Date To: 30/0972024 N/C To: B400
Transaction From: 1
Transaction To: 99,999,999
NfC: 6400 Name: Accounting [ Auditing Expense Account Balance: ‘ 0,00
No  Type Date Account  Ref Details Dept T/C Value Debit Credit Vv B

01/09/2024 Brought Forward 0,00
| ¥ JC  01/09/2024 6400 Rev Accr  Audit Accrual 2024 E 3,700.00 3,/00.01 s
166 BP  25/09/2024 1800 EFT Audit charge 0 T4 3,700.00 3,700.00 M

Totals: 740000 £.400.00

Services Unit




Journals 01.09.2024: Reversing Prepayments

Prepayments at end August

Details Amount Journal
Allianz ) 6,040 / 1-9-2024 /
NAPD 2ot DR 5450
Payroll Licence 2025 €457 CR 1720

€£7.447

History Balance:

r |
Time: 15:48:59
NMominal Activity - Excluding No Transactions

Date Fromm: 01/09/20249 M C Frorm: 1720

Date To: o1/09/2024 M C To: 1720

Transaction Frorm: 1

Transaction To: 0949, 999,999

M 1720 Marme: Prepayments Account Balamoe:

Mo Type Date Account Ref Details Dept T/C value Debit Credit

Q1092024 Brought Farward o700 o700

151 L Q10972024 1720 FPrepd aug Frepaid Auwug 2029 o ™45 o700 ot S e )

Totals: FeAET.00 7 AaT.00

Services Unit




Journals 01.09.2024: Reversing Prepayments

Time: 15:51:02

Date From:
Date To:

Transaction From:
Transaction To:

N/C:) 5450

No  Type Date

148 D 01/09/2024 5450

Nominal Activity - Excluding No Transactions

01/09/2024 N/C From: 5450
01/09/2024 N/C To: 5450
1
99,999,999
Mame: General Insurance Expense Account Balance: 6,540.00 DR
Account  Ref Details Dept T/C Value Debit Credit Vv B
Brought Forward 0.00

Prepd aug  Prepaid Aug 2024 b, 540.00

History Balance:

B, 540.00

6,540.00




Review Balance sheet after adjustments

Time: 11:50:29

Chart of Accounts: FS5LU

Fixed Assets

Fixed assets
TOTAL Fixed Assets:

Current Asseis

Debtors and Prepayments
1720 Frepayviments
1./20 Larambs Due

Current Account

Total Debtors and Prepayments:

BOM Balance Sheet

Period
Brought Pwd - Sep 2024

0 00
slide 44/45 0.00
slide 23 o.oe
oL oo

Sep 2023 - Aug 2024

—

Prior Year

=
=
o

12,027.00
1./.450,00

29.477.00

© . Financlal Suppert
Services Unit




Review Balance sheet after adjustments

2103
213l

2171
2230
2235
2260
2270
2440

School Income Received in Advance
Book Grant Received in Advance
Other Ringfenced Grants Unspent
ASC Control Account
PAYE/PRSIUSC/LPT Control Account
Reverse VAT Control Account

RCT Control Account

Aceruals

Total Accruals:

|SlideS 36 &37 .00 18,060,50 |
slide 30/31 &34 {00 152,168.79
Slide 40 0,00 1,646.00
0.00 208.20
Slides 21 &22 000 925.76
(0,00 1,620,00
(.00 2,400.00
slides 42/43 (1 8,353.44 |

(.00 185,562 68

nnnnnnnnnnnnnnnn
Services Unit




Run the year end routine

Favourites WebLinks Software updates Help

Global Changes

> Change the program date to Activation .

be the last day of the financial Customise your company

year - 31st August 2024 Opening Balances : _

> Take TWO backups labelled Report Designer Clear Stock

‘Before Year End’ Ewvent Log... Delete Stock

. Dpt

> From Tools >Period End >Year P Pata Management
Batch Reporting Month End

End. Data Service m.anage—

Internet Optons

Archive Company

Consolidation




The Y¥ear End will dear all ProfitfLoss Mominal Codes to Retained Earnings and optionally create
next year's budgets. You can post fransactions to any time period without running a Year End.

Prepare for Year End

Detect and correct any data problems. Checdck Data
Checdk Chart of Accounts for any omissions. Ched: COA
Take a backup now to make sure your data is safe. Backup

Year End Options

Run the

Base next year's nominal or stock budgets on current year actual or ]
budget values,

The date to appear on the year end journal {last day of the current year) yeq r e n d
transferring profit and loss balances to retained earnings. t.

Prevent mnew transactions from being entered before this date
{usually the first day of the new finandal year).

Running Year End for

- Change your finandal year to

- Transfer balances from all profit and loss accounts to retained

- Set the profit and loss nominal accounts for the new finandal yvear to
- Archive your data.

| Run Year End Cancel

@,
o 4523V

Services Unit



Importing the budget for 2024/25

Budget Import Sheet

https://www.fssu.ie
/app/uploads/202
4/03/Sage-Import-
Budget-Guide-
2024 _2025.pdf

Budget Year: 2024/2025
School Name: Type School Name
School Address: Type School Address

Roll No.:

School Type:

Type School Roll No.

Voluntary Secondary School: Non DEIS School Budget

1.The nominal code detail here should be the same as in your Sage 50. If you added additional codes to your income & Exp. budget please at

and values into the budget below. Do not leave any blank lines

SSU

Inanclal Support
Services Unit

‘s

2. Ensure the figures are the same in column C and D for each nominal code

3. The detail in Column A, B & D must be then copied into a Sage 50 Budget Import template for importing into Sage 50

A B C D

Refn Name Yearly Month 1 Budget

Copy Copy into Import Template Do not use Copy & paste as values into Import Template
3010 Capitation 0
3020 DEIS Grant 0
3021 Early Start Programme Materials/Equipment/Parental In 0

4.0pening Bank Position 5.Estimated Bank Cashflow

6.Capital Budget  7.Monthly Cashflow [ 8.5age 50 Import




Importing the budget for 2024/25

FCH Edit View

Mew
Open

Close

Delete Company...

Back up...

Schedule back up...

Maintenance...

Restare...

SSU

Financlal Suppert
Services Unit

Data Import

1 Welcome

o Data Type
o Data Source
o Field Mappings
o Import

Cancel

Welcome

You can import data from Excel worksheets (*.xs;*. xdsx) and files containing 9
comma-separated values [(*.csv].

To help you import your data, templates with the correct import structure are
available here. “

WARNING: The Data Import procedure is NOT reversible.

It is strongly recommended that you badkup your current company Backup
data before proceeding.

Mext




ragram Files (x86)

Sage » Accounts »

Ea

@ Audit Trail Transaction FULL template

@ Custoemer Record FULL termplate

@ Fixed Asset Record FULL template

@ Mominal REecord FULL template _
@ Product Record FULL template

@ Project Record FULL template

@ Project Transaction FLULL template

@ Stock Take FULL template

@ Stock Transactions FULL termplate

@ Supplier Record FULL template

Import Templates

"
[ud
o3

-
Iud

" " " " "
[ud Il Il Il Il
s I o T o B e |

-
Iud
-

Date modified

Lid
-
Lri

[ud

P
Lid
=
(]

Iud

Lid
=
(]

Iud
[
Iud

ad
[
ad
Lid

LA

=

[t
LiJ

LA

[
LiJ

L

[t
LiJ

-
LFi

[od
L

-
Lri

L T = L I = & R = & = & = b B = N = I =

[l

Lid Lid

S o 1 1Ot [ AU A 8
o
LA

(%]
o
L

Importing the budget for 2024/25

v | O
Type Size

Microsoft Excel 97...
Microsoft Excel 97...
Microsoft Excel 97...
Microsoft Excel 97...
Microsoft Excel 97...
Microsoft Excel 97...
Microsoft Excel 97...
Microsoft Excel 97...
Microsoft Excel 97...

PMicrosoft Excel 97...

Search lmport T

4 KE
93 KB
44 KB
45 KB
33 KB
41 KB
34 KB
28 KB
34 KE
a7 KB

Ve

-

SSU

Inanclal Support
Services Unit
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A B c D
Budget Import Sheet Formula Check
Budget Year: 2024/2025 The total of figures in the import sheet should add up
School Name: Type School Name A formula check has been added to confirm this, if the
School Address: Type School Address
Roll No.: Type School Roll No. Total Per Import Sheet Per Budget sheet fCheck
School Type: Voluntary Secondary School: Non DEIS School Budget 48467 43467l TRUE

1.The neminal code detail here should be the same as in your Sage 50. If you added additional codes to your income & Exp. budget please add the codes
and values into the budget below. Do not leave any blank lines

2. Ensure the figures are the same in column C and D for each nominal code | Note this is not the surplus
3. The detail in Column A, B & D must be then copied into a Sage 50 Budget Import template for importing into Sage 50

A B C D
Refn Name Yearly Month 1 Budget
Copy Copy into Import Template Do not use Copy & paste as values into Import Template
3010 Capitation 0
3020 DEIS Grant 0
3021 Early Start Programme Materials/Equipment/Parental In 0
= 4.0pening Bank Position 5.Estimated Bank Cashflow 6.Capital Budget 7.Monthly Cashflow 8.5age 50 Import + .y

hilite: Investinate FEH 5] m -— g
FSSU

© . Flnanclal Support
Services Unit
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Importing the budget for 2024/25

12 A B C
12 Refn Name Yearly Mogth 1 Budget
14 | Copy Copy into Import T9mplate Do not use Copy & paste as valyes into Impart Template
e ———————
15 13010 |capitation
16 EBDED IEIS Grant
17 IBDEI |E%ly Start Programme Materials/Eq@qgoment/Parental In
18 :3022 IEar tart Programme Capitation
19 IBDSD =Non TeRghers Pay Budget
20 EBDSD =5ch|:rol SUNport Services Grant
I 1
21 13100 I1Secretarial Mg
| = A B c
22 |3130 ICaretaker Gran
23 13140 Special EducatifiiN ] guesi B el Yearly Budget
] 1

SSU

nanclal Support
Services Unit

WD B0 =] o W

T3

[@ Copy
|_ﬁ|f| Paste Options:

}D Smart Lockup
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for 2024/25

Data Import

Data Import

B Welcome Welcome

You can import data from Excel worksheets (*,xds; *.xdsx) and fil

| \Welcome

Data Type

Data Source

0,0,0; -

Data Type*
Select the type of data you want to import:

@

Audit Trail transactions

Audit Trail transactions - Grouped
Customer records

Fixed Asset records

Product records

Praoject records

Project-Cnly transactions

Stock take

Stock transactions
Supplier records

Back

e |

Field Mappings
o Data Type comma-separated values (F.csv).
To help you import your data, templates with the correct import Import
o Data Source available here.
o Field Mappings
o Import
WARNIMG: The Data Import procedure is NOT reversible, Cancel
It is strongly recommended that you backup your current company
' Backup...
data before proceeding.
e

Services Unit

@,
o 4523V



Importing the budget for 2024/25

Data Import

1 Welcome Data Source

Select the format of the data you will be importing:
r Data Type () Comma-separated (*.csv)

() Excel worksheet (*.xls; =, xlsx)
3 Data Source

Select the file to import™:

o Field Mappings _ Browse...

e Import [+]First row contains headings 9

o,
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Data Import

Welcome Field Mappings
Map the fields in your data to the fields in Sage 50 Accounts.
u

Data Type Required Imported Field s
Data Source N Refn Refn

Mame Mame
Field Mappings Yearly Budget Yearly Budoget

Month 1 Budget Month 1 Budget
Import

Month 2 Budget Month 2 Budget

Month 3 Budget Month 3 Budget

Month 4 Budget Month 4 Budget

o

= ul —_— (]

- ul —_— (]

Map file in use: [Nnone]

Clear Map Load Map... Sawve Map...

)

o BT
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Data Import

Welcome

Data Type

Data Source

Field Mappings

Import

Cancel

Import
o Help
You are now ready to import your data.
Records Imported
£ TollowIng IS @ summary o7 e opoons you have choss
of them, didk the Back button now,
Data type:
Mominal accounts
Data source:
Mominal Record FULL template - DEMO. xds
Sheet:
Header row:
Yes
Records not Imported
There appear to be no records to impaort, Please chedk vour data file.
To begin importing your data, didk Import.
R (T
-

© dut

FSSU

Financlal Suppert
Services Unit
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BOM Income and Expenditure Account

From: Month 1, September 2024
Chart of Accounts:  F55U

Income

Department Income

3010
3151
3152
32435
3255
3296

Capitation/Non Pay Budget
Free Schoolbook Grant

Free Schoolbook Admin Grant
Physics/Chemistry Grant
State Exam Income

DEASP Schoo! Meals Grant

Total Department Income:

To:

Month 12, August 2025

Period

0.00
139,050.00
2,318,719
.40

0.00
1,846.00

143,214.79

$

Budget

310,500.00
139,050.00
2,318.79
0,040

0,00
36,150.00
488,018.79

nnnnnnnn
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Guide on Preparing Month End
Reports for Accounts Personnel in
Voluntary Secondary Schools

4. Reporting to BOM at month-end




Steps in effective month end reporting

Step 1
Preparation
before
INnputting
Informartion
to the
accounts
system

Step 2:
Recording Step 4.
accounts Generate
Information and
In the print/save
accounts final reports
package
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Step 1: Preparation before inputting information to

the accounts system

Cash receipts

Remittances/Other documents supporting direct lodgements

Online payments system analysis reports

Purchase invoices
VAT/RCT records

Cheque payments

Bank statements

Payroll cost reports for each payroll run

Petty cash book (if not maintained on system) and vouchers/receipts

Credit card statements and invoices/receipfts

Services Unit




Step 2: Record in accounts-Daily/Weekly

On a daily or weekly basis:

‘ Record all receipfs.

‘ Input purchase/supplier invoices (if maintaining a supplier ledger).
‘ Record all cheque payments in sequence

‘ Record all EFT payments.

‘ From the online bank statements record any direct debits and credits.

‘ Record the weekly payroll journal (if applicable).




Step 2: Record in accounts -Monthly

On a monthly basis:

‘ Printf bank statements for the full month and reconcile all bank accounts.

‘ Record petfty cash payments.

‘ Record credit card payments

. Record the monthly payroll journal

‘ Record online payments per analysis report account

‘ Record RCT/VAT journals




Before prinfing any of the

) reports you should review
Step 3: Review the them for accuracy and

financial reports for reasonableness.

reasonableness and
accuracy

Services Unit




Monthly Reporting Checklist

Report Title Finance sub-  Board of
committee Management
meeting meeting

Board of Management Reporis:
Monthly Reports Checklist




Step 4: Generate and print/save final reports

%M@M@@%E&KT § o

Mew  Edit Delete Preview Print Export Report Data  Email

to Excel to Excel
rovic

Add the docurments that you use most often to Favourites to access and generate them
Balance sheet o . S
clicking the staricon. You can drag and drop your favourites into any order you want.

Filters All s

Day books
My nominal code repm

Mominal activity
Nominal budgets BOM Balance Sheet Custom Balance Sheet

Nominal details
i '*' BOM Income and Expenditure Account Income and Expenditure Account
Profit and loss

FSSU = Post-Primary = Topics = Sage 50 Accounts > Guide on Preparing Month End Reports

Marne Description

-
o BT



Summary of todays topics

« Recap of timeline for the Year-end Process

« What is new on the FSSU Chart of accounts for new school
year 2024-25

» Tasks to perform before moving forward to 2024-25

« Reporting to BOM at the month end

Services Unit



Resources available — where to get more help

AO)

FSSU

Findncil Support
Sarvicas Unit

Services Unit

botls |Gl | Gachdd | P M| CONTACTUS

XA Internal Financial Controls

Manual for Schools

https://www.fssu.ie/app/up
loads/2024/07 /Internal-

Financial-Controls-Manual-

Aug24.pdf
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SAGE Autumn webinars schedule - save the date

OCTOBER 2024

L] L] | LT

Services Unit



Contact details
Post Primary Team 01 2690677 email: info@fssu.ie
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