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Autumn 2024

SAGE - Webinar 3 - 26th September 2024

 

New School Year 2024-2025
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Webinar housekeeping rules

2

info@fssu.ie. 
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Webinar 

Calendar 

Autumn 2024
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Webinar 1 

Preparation for the 

year-end and the 

essential checklist 

Webinar 2 

Processing year-end 

adjustments & 

Reviewing Reports
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Agenda

1. Timeline for the Year-end Process

2. FSSU Chart of accounts – What's 
new 2024-25

3. Tasks to complete to move forward 
to 2024-25

4. Reporting to BOM at the month-end

4
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1. Timeline for the year end process

5

30.09.2024

• Accountant 
notified that 
accounts are 
ready for 
review

31.10.2024

• Run the year 
end by the 
end of 
October 

30.11.2024

• Draft 
accounts to 
BOM for 
approval

31.12.2024 

• Accounts 
approved for 
submission to 
FSSU by BOM

28.02.2025

• Accountant 
to file 
accounts 
with FSSU by 
28th Feb
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2. FSSU Chart of accounts – What's new 2024-2025
6

Download 

the chart of 

accounts 

from our 

website here

©

https://www.fssu.ie/app/uploads/2024/09/FSSU-Chart-of-Accounts-2024_2025.pdf
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• 3151 Free Schoolbook Grant 

• 3152 Free Schoolbook Admin Grant 

• 4731 Free Schoolbook Grant Expense 

• 4113 Free Schoolbook Admin Salaries Expense

New/amended 
Nominal codes 
for 2024-2025

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

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

How to add a new 

nominal code
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Set-up a new 
Department

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

10

10

Code Description Type Category Comment

3511 Bus Hire Other Income Income School 

Generated 

Income

To be used for income collected 

for buses except from the 

games/sports buses.  

4929 Other State Funding 

Expense

Expenditure Education 

Other 
Expenditure

To be used to account for the 

expenditure of income received 

from other state bodies and 

accounted for in code 3299 

Other State Funding 

New/amended Nominal codes for 2024-2025

©



2. FSSU Chart of accounts – What's new 2024-2025
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11

Code Description Type Category Comment

2173 Other Capital 

Ringfenced 

Grants/Income 
Unspent

Current 

Liability

Accruals To be used to account for 

unspent capital grants or other 

income, for example building 

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

New/amended Nominal codes for 2024-2025
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2. FSSU Chart of accounts – What's new 2024-25
12

Changes to nominal code descriptions

Code Existing Description Change description to:

3296 DEASP School Meals Grant DSP School Meals Grant

1803 DEASP School Meals Bank Account DSP School Meals Bank Account

3150 Book Grant Income Book Grant Senior Cycle Income

4730 Book Grant Expense Book Grant Senior Cycle Expense

3335 Classroom Books Income Classroom Books/Resources Income

4741 Classroom Book Expense Classroom Book/Resources Expense
©



2. FSSU Chart of accounts – What's new 2024-25
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Changes to nominal code descriptions

Code Existing Description Change description to:

3510 Bus Income Bus Hire for Games Income

3580 Discounts Given Discounts/Rebates

4113 Primary Free schoolbook Admin grant Free Schoolbook Admin grant

4671 Travel Games Expense Bus Hire for Games Expense

4690 Bus Hire Expense Bus Hire for other expense

2171 Other ring-fenced Grants Unspent Other non-capital ring-fenced grants 

unspent

2172 Other ring-fenced Income Unspent Other non-capital ring-fenced Income 

unspent
©
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Income Codes that have been removed

2. FSSU Chart of accounts – What's new 2024-25

Code Description

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

Code Description

3286 COVID Funding for Replacement 

Cleaner Hours

3287 COVID Funding for Replacement Bus 

Escort Hours

3288 COVID Capitation for Cleaning and 

PPE Grant

DO NOT USE! 
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Expenditure Codes that have been removed

2. FSSU Chart of accounts – What's new 2024-25

Code Description

4197 COVID Replacement Bus Escort Hours 

Expense

5011 COVID Replacement Caretaker Hours 

Expense

5111 COVID Replacement Cleaner Hours 

Expense

5801 COVID Aide Grant Wages Expense

Code Description

5803 COVID Enhanced Supervision Grant 

Wages Expense

5806 COVID Capitation for Cleaning (Non-

Wages) and PPE Grant Expense

6011 COVID Replacement Secretary Hours 

Expense

DO NOT USE! 
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3. Tasks in the New financial year 2024/25

©



17

Monthly 

reports

  

VATRCT PaymentsIncome

Set up New Folders for the year 2024/25
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Keeping your SAGE accounts up to date. 
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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

Ensure all Year-end reports have been run & reviewed

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

19

• 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 for 2023/24

© ©
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2023/24 transactions in the new school year
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Examples of payments & receipts codes Nominal code

PAYE – August P30 2250

SEC – State Exams Commission Income due 3255

VAT Payment – July/Aug 2260
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2023/24 transactions in the new school year
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July/Aug Vat 3 liability
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2023/24 transactions in the new school year
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Aug P30 liability
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2023/24 transactions in the new school year
23

State Exam Receipt
Journal 

1-9-2024

DR 3255

CR 1730

©
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Accounting for Junior Cycle Schoolbooks Grant 24/25

https://www.fssu.ie/app/uploads/2024/09/0

3-25-Financial-Guideline-Accounting-for-

Junior-Cycle-Schoolbooks-Scheme-Grant-

incl.-Irish.pdf

https://www.fssu.ie/app/uploads/2024

/03/24-24-Financial-Guideline-

Accounting-for-Junior-Cycle-

Schoolbooks-Scheme-Grant.pdf
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Treatment of Income & expenditure before 31-8-2024 
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Income 2151

Free School Book Grant

Free School Book Admin Grant

Expenditure 1720

Books & Resources

Pay to staff to administer or related 

administrative expenses 

New Junior Cycle Book Grant 

©



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
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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
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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
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Treatment of Income & expenditure 2024/25 - Option 1

➢ Recording ongoing 

expenditure of the 

grant
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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

30
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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

31
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Treatment of Income & expenditure 2024/25 - Option 2

➢ Recording ongoing expenditure of the grant
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✓ DE Grants in Advance

✓ School Income in advance

✓ Unspent Ringfenced grants

✓ Reversing Accruals

✓ Reversing Prepayments 

Journal adjustments  - Postings at the 01.09.2024

©



Journals 01.09.2024: DE Grants in advance
34

Journal 

1-9-2024
DR 2151

CR 3152 
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Journals 01.09.2024: DE Grants in advance 
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School Income Received in Advance
36



Journals 01.09.2024: School Income in advance
37

Journal entry on1-9-2024

DR 2105 School Income received in advance

CR  3310, 3370 & 3390 (or the relevant Income code for your school)
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Journals 01.09.2024: School Income in advance
38
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Ringfenced Grants Unspent

39
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Journals 01.09.2024: Ringfenced grants unspent
40

Journal on 

1-9-2024 

 DR 2171 

CR 3296
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Journals 01.09.2024: Ringfenced grants unspent
41
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Journals 01.09.2024: Reversing Accruals
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Reverse on 
1-9-24 

DR 2440 
CR Expense 

code 

©



Journals 01.09.2024: Reversing Accruals
43
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Journals 01.09.2024: Reversing Prepayments
44

Journal 
1-9-2024
DR 5450 
CR 1720 
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Journals 01.09.2024: Reversing Prepayments
45
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Review Balance sheet after adjustments
46

slide 23 
slide 44/45 
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Review Balance sheet after adjustments
47

slides 36 & 37

slide 30/31 & 34 

slides 42/43 

Slides 21 & 22

Slide 40 
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Run the year end routine
48

➢ Change the program date to 
be the last day of the financial 
year - 31st August 2024 

➢ Take TWO backups labelled 
‘Before Year End’

➢ From Tools >Period End >Year 
End. 
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Run the 

year end 
routine

49
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Importing the budget for 2024/25
50

https://www.fssu.ie

/app/uploads/202

4/03/Sage-Import-

Budget-Guide-

2024_2025.pdf

©
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Importing the budget for 2024/25
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Importing the budget for 2024/25

©
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Importing the budget for 2024/25

©
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Importing the budget for 2024/25
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Importing the budget for 2024/25
55
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Importing the budget for 2024/25
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Importing the budget for 2024/25
57
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Importing the budget for 2024/25
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Importing the budget for 2024/25
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4. Reporting to BOM at month-end

60
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Steps in effective month end reporting

Step 1: 
Preparation 

before 
inputting 

information 
to the 

accounts 
system

Step 2: 
Recording 
accounts 

information 
in the 

accounts 
package

Step 3: 
Review the 

financial 
reports for 

reasonablen
ess and 

accuracy

Step 4: 
Generate 

and 
print/save 

final reports 

61
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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/receipts

62
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Step 2: Record in accounts-Daily/Weekly
63

Record all receipts. 

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).

On a daily or weekly basis:
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Step 2: Record in accounts -Monthly

On a monthly basis: 

Print bank statements for the full month and reconcile all bank accounts.

Record petty cash payments.

Record credit card payments

Record the monthly payroll journal

Record online payments per analysis report account

Record RCT/VAT journals

64
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Step 3: Review the 

financial reports for 

reasonableness and 

accuracy

Before printing any of the 

reports you should review 

them for accuracy and 

reasonableness. 

65
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Board of Management Reports: 
Monthly Reports Checklist 

66©



Step 4: Generate and print/save final reports

67
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Summary of todays topics
68

• 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

©



Resources available – where to get more help
69

https://www.fssu.ie/app/up

loads/2024/07/Internal-

Financial-Controls-Manual-

Aug24.pdf

©



SAGE Autumn webinars schedule – save the date

70
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Contact details
Post Primary Team 01 2690677 email: info@fssu.ie

71

©



Thank You for attending

72
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