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1. Timeline for the year end process

30.09.2024

28.02.2025

e Accountant nolified that accounts are
ready for review

e Draft accounts to BOM for approval

e Accounts approved for submission to FSSU
by BOM

e Accountant to file accounts with FSSU by
28 Feb 2025

nnnnnnnnnnnnnnn
Services Unit




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

AIC No Diescription 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

WY Faoru Start Brraramma M onikatinn Inrnmo Monartmant of Fdorafinn A”


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

@
{urssy



Add new nominal code

Chart of Accounts

ACCOURFRT GROC-LPE ACCCFIPIFMNT COD E

Educatiomn Other Experndimmoare 7=

A CODOURNRT TYEFE CODE RAMGE

Frorm =00 Toe SJaamch

Imcorme Se Exxppermnditure

DRNESC RIPFTICR

= . — - i —— =
Free Schoolbook Gramnt Expenss I= thi=s & Bank Account

e T LT p T |

gy rsse cancer | |

Financial Support ©
Services Unit



Set-up a new
Depariment

Settings -
Accounts Tab

Settings —

) General Setup

Business Details
Users
Manage Currency

Manage Time Recording

Setup

Accounting Periods

Departments

lllllllllllllll
Services Unit




Settings — Accounts tab - departments

Departments
| Use De
TITLE

DEPARTMENT 10

DEPARTMENT 11

Sub Departments

SHORT

DEP

CODE

DEIS

LONG

Department

DESCRIPTION DEFAULT

DEIS

-« &




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
Unspent grants, furniture grants unspent,

fundraising for a building project.
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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

Classroom Book/Resources Expense

Services Unit
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Changes to nominal code descriptions
Existing Description Change description to:

3510 Bus Income Bus Hire for Games Income

4113 Primary Free schoolbook Admin grant  Free Schoolbook Admin grant

4690 Bus Hire Expense Bus Hire for other expense

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

2172 Otherring-fenced Income Unspent Other non-capital ring-fenced Income
unspent @ FSSU _
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2. FSSU Chart of accounts — What's new 2024-25

3160 Book Rental Scheme Grant
3280 COVID Aide Grant _
3282 COVID Enhanced Supervision Grant

3284 COVID Funding for Replacement

Caretaker Hours 3286 COVID Funding for Replacement
3285 COVID Funding for Replacement Cleaner Hours
Seeeiaia] Haus 3287 COVID Funding for Replacement Bus
Escort Hours
3288 COVID Capitation for Cleaning and

DO NOT USE! PPE Grant




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

Edit Account

SBCCOUNT GROUPE BCCOUNT CODE

Department of Educaticn L SZ284

MCCOURNT TYFPE CODE RARMGE

Income & Expenditure From 2000 To 2294

DEECEIFTION

DO MOT USE - COVID Funding for Reg = this a Bank Acco

DO NOT USE!

wpr Acrheammoed

B e M B B

Financial Support @
Services Unit
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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
S01T covID 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!
.i’g FSSU

. Financial Support ©
Services Unit






Tasks to do

Lock the periods

Deal with 2023/2024
transactions in the new
school year

Journal adjustments to be
posted on 1-9-2024

Import the budget for
2024/25




Set up New Folders for the year 2024/25

Payments

——r




Keeping your Brightbooks 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




/

Tasks to complete before moving on with September
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2023/24 transactions in the new school year

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

Financial Support




2023/24 transactions in the new school year

BANK ACCOUNT S
July/Aug Vat 3 liability

1800 Current Account | v

Date Payment Type DEP Ref. o, Supplier Payee NotesfNarrative Amount VAT Cade

B0 B B v AD v |ulug VAT v ORern v AT Q B0 Z000% Zer v

VAT

000

220

Financial




2023/24 transactions in the new school year

1800 Current Accourt 1 \ Aug P30 liability ‘
late PymentType 0 Rello Suppler Fajee Notes/Narratie Amaunt. VAT Code VAT Nom. Code
BI04 B B v HD v APy Y Reene v Al | W0 000 Zer v 000 210 |




2023/24 transactions in the new school year

JOURNALS DETAILS

DATE

01/09/2024
Code Description

3255 State Exam Income
1730 O Grants Due

REF NO. TYRE
REVSEC 24 Journal Journal
1-9-2024
DR 3255
CR 1730
Notes

REVERSESEC 2024

REVERSE SEC 2024

State Exam Receipt

% Add Attachment

Debit Credit DEP
17.430.00 0.00 5EC
0.00 1745000 | 5EC




(ve
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Accounting for Junior Cycle Schoolbooks Grant 24/25

Financial Guideline 2023/2024 n

'Services Unit Community & Comprehensive Schools and
Voluntary Secondary Schools in the Free Education Scheme

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
education scheme. This scheme will include all schoolbooks and core classroom resources.
This scheme will be introduced in the 2024/2025 school year.

There are two new grants within this scheme.

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

/03/24-24-Financial-Guideline-
Accounting-for-Junior-Cycle-
Schoolbooks-Scheme-Grant.pdf

SSU

inancial Support ©
Services Unit

Financial Guideline 2024/2025

Community & Comprehensive Schools and
Voluntary Secondary Schools in the Free Education Scheme

School Year 2024/2025
Accounting for Junior Cycle Schoolbooks Scheme Grant and
Administration Support Grant

1. Introduction

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
associated expenditure was recorded to the balance sheet in the 2023/2024 school year.

| . | . . o costes i the 2024/202
https://www.fssu.ie/app/uploads/2024/09/0
3-25-Financial-Guideline-Accounting-for-

Junior-Cycle-Schoolbooks-Scheme-Grant-
incl.-lrish.pdf
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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

Financial Support
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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

JOURNALS DETAILS

DATE REF MO.
01/05/2024 Tfr to uns
Code Description
2151 1  Book Grant Received in Advance
160 Book Grant unspent

TYPFE

Journal

Motes

Tfr bal New JCF5BG to Bk grant unspent

Tfr bal New JCF5B(G to Bk grant unspent

% Add Attachment

Debit Credit DEP
139,050.00 0.00  |CF5B
0.00 139,050.00 |CFsB

9,
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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

JOURNALS DETAILS
DATE REF NO. TYPE
% Add Attachment
0170672024 Exp to I&E Journal

Code Description Hotes Dehit Credit DEP

Free Schoolbook Grant Expense Reverse Aug 2024 Prepaid from |CF5BG 2458000 0.00 JCF5B

Prepayments Reverse Aug 2024 Prepaid from JCFSBG 0.00 24580.00 | |CF5B
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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

JOURNALS DETAILS

DATE REF NO. TYPE
% Add Attachment
01/09/2024 Transfer Journal
Code Description Motes Debit Credit DEP

Book Grant unspent Transfer Expenditure from unspent Grant

( | Free Schoolbook Grant Transfer Expenditure from unspent Grant A 2458000 |CFyB

9,
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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




Treatment of Income & expenditure 2024/25 - Option 2

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

JOURNALS DETAILS
DATE REF NO. TYPE
010972024 H o Tirtolnc Journal v
Code Description Notes Debit Credit DEP

Book Grant Received in Advance Tfr New JCFSBG to Income 135,050.00 0.00 |CF5B

(. Free Schoolbook Grant Tir Dal New JCF58(G to Bk grant unspent 0.00 13505000 |CFsB v
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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

JOURNALS DETAILS
DATE REF NO. TYPE
% Add Attachment
0170672024 Exp to I&E Journal

Code Description Hotes Dehit Credit DEP

Free Schoolbook Grant Expense Reverse Aug 2024 Prepaid from |CF5BG 2458000 0.00 JCF5B

Prepayments Reverse Aug 2024 Prepaid from JCFSBG 0.00 24580.00 | |CF5B
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Treatment of Income & expenditure 2024/25 - Option 2

» Recording ongoing expenditure of the grant

during the school
year

Current Asset

Action DR/CR Nominal Code Description
Record payment or DR Free Schoolbooks Grant Expense
invoice for purchase Expense
of schoolbooks
CR 1800 Current Account 1

Financial
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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

Financial Support ©
Services Unit



Journals 01.09.2024: DE Grants in advance

Year-end implications of non-teaching pay grant not being
Issued to schools as of the 31st of August 2024

The treatment instead is a journal posting
DR 1730 and CR 3030




Journals 01.09.2024: DE Grants in advance

Calculation of Grants Received in Advance Template

School Name Sample C&C school

School Roll Number 12345A
Year Ended 31st August 20XX

Grant Name € Amount Received Element |€ Elementin Advance |BrightBooks |BrightBooks
in Debit Code Credit Code
Advance
Non-Pay Grant 1/3 €0.00 3010 2150
Non-Teaching Pay Grant §July Installment not paid @ 31.8.2024
SSSF Grant 50% €0.00 3050 2150
Book Grant 100% €0.00 3150 2151
DEIS Grant 100% €0.00 3020 2152
£0.00 £0.00

Financial Supp ort ©
nnnnnnnn

@ FSSU



Journals 01.09.2024: DE Grants in advance

JOURNALS DETAILS

DATE REF NO. TYPE

01/05/2024

Description

% Add Attachment

Rev DEIS Journal

Credit DEP

DEI% Grant Received in Advance DEIS 24-25 35,430.00 0.00 DEIS

DEl5 24-45 3543000 DEIS

DEIS Grant

Q




Journals 01.09.24: School Income in advance

BrightBooks for C&C Schools
Quick Reference Guide

Accounting for School Income Received in Advance

What is school income received in advance?

This is income received in the current accounting period that belongs to a future accounting year
e.g. monies received between now and the 31 of August for the next school year

Examples of school income received in advance

» Incoming First Year Charge

» Transition Year Charge

» School Administration Charges
» Book rental Income

» Voluntary Contributions

=

b)

Grants received in
June - Aug 24 relating
to Sept 24/25 school
year

Moving income back
from the balance sheet
to the 1&E account for
2024/25 year
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Journals 01.09.2024: School Income in advance

JOURNALS DETAILS

DATE REF NO. TYPE

01/05/2024 Transfer Journal

Code Description Motes
' 5chool Income Received in Advance Transfer Expenditure from unspent Grant

331-3 Transition Year Income In advance 24-25

3370 Locker [ncome In advance 24-25

3390 Schoal Administration Charges In advance 24-25
A

% Add Attachment

Debit

18,060.50

0.00

0.00

0.00

Credit DEP

000 AD

9,000.00

2,605.50 g0D

6,455.00 00
O
F
.1‘*9 SSU

() Financial Support ©
Services Unit



Journals 01.09.24: Ringfenced grants unspent 42

Journalon 1-9-24 DR 2171 & CR 3296

chool Library Books Capital Grat 3155 4641




Journals 01.09.24: Ringfenced grants unspent

% Add Atzchment
01/0972024 o DROA Journal
Journal on 1-9-2024
DR 2171 & CR 3296
Coge Description Debit Credit DEP
271 Other Ringfenced Grants Unspent D5PSM Unspent Aug 2024 ‘ 305400 0.00 D5PSM
3% U DSPSchool Meals Grant D5PSM Unspent Aug 2024 # 0.0 305400 P

Financial Support




Journals 01.09.2024:

Reversing Accruals and Prepayments

Automatic journal reversal

TY P E

Journal -

Jourmnal
COpening Balance

Accrual

Pre-payment Deabit

MNotes




Journals 01.09.2024: Reversing Accruals

% Add Attachment

0170872024 Rev Accr Journal

Code Description Nates Reverse on Debit Credit DEP

1-9-24
244( 0 Accruals Aug 2024 ccruals DR 2440 8,353.44 000 ADD
CR

6400 Accounting / Auditing Expense Accounts fee 2024 Expense 0.00 3,700.00 AQD
6250 Telephone Expense / S Teit IR AugLst code 000 284,44 AQD
6250 Telephone Expense / 5M5 Text Three Mobiles 0.00 79.00 AQD
2400 Routine Security Expense Apex Aug 24 0.00 750.00 AQD
3550 Light and Power Expense July/Aug 24 0.00 3,540.00 AQD

Financial Support



Journals 01.09.2024: Reversing Accruals

General Legger ACCount ACtivity

C&L Demo Schoul Date Range: 151 Sep 2024 To 375t Aug 2
Lode Lhate Lhac.Na. [ype Uetails Dl Lredl Halance
Ld00-Accounting ¢ Auditing Expense

G400 A 2024 Balance Forward

L40L D204 2h

L4000 111062024 b3

hURRL
PMT

Aecounts fee 2024

Aecounts fee 2024

4, riado 4 10000

4, M0

Totals: €31, 700.00 €31 700.00

Totals: €3,700.00 €3,700.00 D

[,

vy

FSSU

Financial Support ©
Services Unit



Journals 01.09.24: Reversing Prepayments

Journal on 1-9-2024

JOURNALS DETAILS DR 5450 & CR 1 720
DATE REF NO. TYPE
, % Add Attachment
[ 01/08/2024 ] il Prepaid 24 Journal v
(ode Description Motes Debit Credit DEP

,

1720 Prepayments Allianz Insurance NAPD & Payroll Licence 0.00 » 7,740.00 AQD
\ 3430 (aeneral Insurance Expense Allianz Insurance » 6,540.00 0.00 AOD

6700 Annual Subscriptions Expense NAPD 24-25 430.00 0.00 AOD

6731 0 Accounting Software / Payroll Software Expense Payroll Licence 2025 750.00 000 AOD

9,
a3 FSSU
() Financial Support ©
Services Unit

o



Journals 01.09.24: Reversing Prepayments

Genaral Legger Account Activity

CELC Demo Schoal Date HanE.' 15t SE 2024 Ta 115t 11.u5| 2025
Code Date Dac_No. Iype Details Debn Crednt Balance

S50 General Insurance Experss

LT OIS 2024 Balance Forwad

A0S 2024 : WAL Allianz Insurance B, 580000 : B 540,00
Totaks: €6, 540.00 : £6,540.00
Totals: €6 84000 : £6, 540.00

Financial Support
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Review balance sheet after adjustments

Balance Sheet
C&C Demo School Date Range: 15l Sep 2024 To 3151 Aug
2025
2025 2024
Code Descrniption Current Comparative
£ €
Balance Sheet
Fixed Assets
Current Assets
Debtors & Prepayments
1720 Prepayments 7,740.00
1730 Grants Due 17,450.00
€25,190.00




Review balance sheet after adjustments

Accruals
2105 Schoal Income Racawvad in Advance S“de 4] - 18,060.50
2150 Grants Recelved in Advance Slides 38 & - 57,566.67
2151 Book Grant Received in Advanca Slide 39 & - 152,168.79
2152 DEIS Grant Received in Advance Slide 33 - 35,450.00
2171 Other Ringfenced Grants Unspent Slide 43 - 3,054.00
2250 PAY E'PRSUVUSCILPT Comtral Accaunt 285.79 H25.76
2260 Ravearsa VAT Contngl Actount Slldes 24 & - 351.00
Slide 25
2270 RCT Contral Account - 520.00
2440 Accruals Slide 45 - 8,353.44
€285.7T9 €276,450.16




Importing the budget for 2024/25

Budget Year: 2024/2025

School Name: Type school name

School Address: Type school address

Roll No.: Type School roll

School Type: Community & Comprehensive School: NON DE

1.The nominal codes here should be the same as in your Bright accounts. If you
added additional codes to your income & expenditure budget please add the
codes and values into the budget below.
2. Values are formatted as "General”
3. Income values [codes 3000-3899) should show as a minus (-) figure
4. The details in Column A & C must be then copied into a Bright Budget Import
template for importing into Bright Books

Copy Copy
A C
Code - - Period 1 -

¢ » == 40pening Bank Paosition 5.Estimated Bank Cashflow = 6.Capital Budget 7.Monthly Cashflow | 8.Budget Import Shes




Importing the budget into Brightbooks

I» BrightBooks

Settings

) General Setup

Business Details
Users
Manage Currency

Manage Time Recording

® 0 & @ ()

(>} Contacts

Setup
Categories
Other Information

Credit Terms

52

C&C Demo School

m—)

Imports

Exports

Year-End

Mominal Only Recalculation




Importing the budget into Brightbooks

[D-EIt-EI Irm oo rit ]

SDelect thhe Twp= of che file wow wi=sh o irmappaoar T

ErightEBEook=s Starrdard lrmpaoaore Fille
Carntacts - CustormerddSupplieser S PFrospecrttsff Busineae=ss & FPersomna@l Comtacts
FProdwst Lisc
Detc=iled Cwustormer Imnmwoices @anmnd Credit MNotte=
Cnstormrer Smd PRNomn CoasTtormear ReEeEc=sipes
SwrrarrmaEry Suppiliasr lnyrwvaaicase=s amd Credet BN obtes

Jomrmal=

Pl thilly BEwudiE=it Ilrmepa=rtL

Financial Support ©
Services Unit
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Importing the budget into Brightbooks

Data Import »Monthly Budget Import

To import Menthly Budget Data into BrightBooks you must use the followi click on link to download). Once you have filled in the information select your file below and press the Impart Button. If there are any
issues with the import file the information will not be imported then you must fix the problems and re-impart.

Select Period 5elect Department

Choose File LRl E)] Select option v Select option v

‘ Close H Previous ‘ Import




Importing the budget into Brightbooks

C F G H
1 Budget Import Sheet
z |Budget Year: 20242025 Formula Check
2 |School Name: T}PE school name The total of figures in the import sheet should add up to the income less the expenditurn
2 |School Address: Type school address Aformula check has been added to confirm this, ifthere is a descrepancy wig ;
= Roll No.: Type School roll
& |School Type: Community & Comprehensive School: NON DEIS School Budget Total Per Import Sheet Par Budget sheat Check
7 £34,410.00 <34 21800 TRUE
2 | 1.The nominal codes here should be the same as in your Bright accounts. If you Hote thiz iz not the surplas
] added additional codes to your income & expenditure budget please add the

10 codes and values into the budget below.

11 | 2. Valves are formatted as "General”

12 3. Income wvalues (codes F000-3899) shouwld s
13 |4, The details in Column A & C must be then copied into a Bright Budget Import

14 template for importing into Bright Books
Subtotal per Import sheet Subtotal per Budget sheet Check
Copy
C
- - Period 1 ~
Capitation/MNon Pay Budget L]
20 | 3020 DEIS Grant 0
3021 Early Start Programme Materials/Equipment/Parental O
21 Involvement Grant Income
3022 Early Start Programme Capitation o
22
23 |53030 MNon Teachers Pay Budeget b
24 | 3050 Ancillary/School Support Services Grant -24500
25 | 3100 Secretarial Grant O
26 |3130 Caretaker Grant O
£ oD 4.0pening Bank Position 5.Estimated Bank Cashflow &.Capital Budget T.Monthly Cashflow 8.Budget Import Sheet

@,



Importing the budget into Brightbooks

AutcSeve @ 0N [T - | s AutoSave (@ o) [T] “D ~
B E o - . * Rl o O liEzri -= 11
File Hom Vmadin ~ |11 A AT ES - % File Home insert C2NET
B I = & ~ A ~ 55~ %55 30 B T = O -
I:I & Wingdings - 11 - A LI:I i _=libri ~| 11 ~| 4
[ ~ S L3 ~ .
Paste Search thie menus Pasfte B T LB Search thie memus
- = o '\-_\..::-ﬁg. B
Clipbosra  m| & Tt * Clipboard  Ful dh  Cut
- 1 fE'l Copy — . L& Copy
. O Faste Options: [0 Paste Option
Eﬂd -—E -~ a P ] ~ ;_ —.': —;ﬁ;:;. ey j .II-'Il .
7 = i La=g L & L.JE LEE ;
B I . 1 Code L
. Paste Special... L .
3 ETWETN = ] ) Paste Specral]
4 S0 .: Smart Lookup = - EI_:I_EIIE_ —
———————————— i Sermant L k
5 3120 T = _ ol ol S Moni.
___________ Ines
6 | 31s0 > | 2120 Insest..
7 3155 Delete L =] S350
____________ - = EEIEtE---
'::.E' 3170 Clessr Conkerts ¥ e
2 3190 & i JE ___E'_]:?'.:E_- - Clear Lokl
10 3200 =] Quick Anabysis 9 3190
— e e i i e e |

(@ Financia! Support ©
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Importing the budget into Brightbooks

Data Import Monthly Budgt mpor

Where the year-end process completed on BrightBooks Accounts

Toimpart Monthly Budget Data nto BrightBooks you must use the fallowing Template (fick on ink to downlazd), Once you have il mthe nformation selec yourfle below and press the Impart Button. f there are any
ssues with theimport il the infarmation will ot be imported then you must i the problems and re-mport

Select Period Select Depariment

[ Current Period v] [ﬂﬁ] ]




Importing the budget into Brightbooks

Select Period select Department

1341 Copy of CC-..EIS SACS.xsx Current Period v A0 v

“Monthly Budget data successfully queued for import. Your Queue position is - xx”

Import

I Close I Previous

[
(v
g2 N
i
7))
c



Importing the budget into Brightbooks

Common error messages

Validation Message

Line 13 - Nominal code
Line 30 - Nominal code
Line 60 - Nominal code
Line 85 - Nominal code

- 3156 does not exist in BrightBooks
- 3280 does not exist in BrightBooks
- 3511 does not exist in BrightBooks
- 4113 does not exist in BrightBooks

Line 155 - Nominal code - 4929 does not exist in BrightBooks

Validation Message

rivalid file format. Only file type {.csv} is allowed

Financial Support



4. Reporting to BOM
at month end

Guide on Preparing Month End s Ulle /abp /uoloads/2
. pS:.//WWW.IssU.le/app/uplodaas
Reports for Accounts Personnel in 023/09/Guide-on-Preparing-

Community & COmprehensive Month-End-Reports-for-CC-
Schools Schools rev2023.pdf



https://www.fssu.ie/app/uploads/2023/09/Guide-on-Preparing-Month-End-Reports-for-CC-Schools_rev2023.pdf
https://www.fssu.ie/app/uploads/2023/09/Guide-on-Preparing-Month-End-Reports-for-CC-Schools_rev2023.pdf
https://www.fssu.ie/app/uploads/2023/09/Guide-on-Preparing-Month-End-Reports-for-CC-Schools_rev2023.pdf
https://www.fssu.ie/app/uploads/2023/09/Guide-on-Preparing-Month-End-Reports-for-CC-Schools_rev2023.pdf

Steps in effective month end reporting

Step 1:
Preparatfion
before
INputting
Information
to the
accounts
system

Step 2:
Recording Step 4.
accounts Generate
InNformartion 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
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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 printing any of the

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

financial reports for reasonableness.

reasonableness and
accuracy
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Monthly Reporting Checklist

Report Title Finance sub-  Board of
committee Management
meeting meeting

Board of Management Reporis:
Monthly Reports Checklist
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Step 4: Generate and print/save final reports

Report

Favourites ~

Aged Supplier Balance Detailed

Balance Sheet

Bank Reconciliation

General Ledger Account Activity

Income&Expenditure

Trial Balance

FSSU = Post-Primary = Topics = BrightBooks (formerly Surf Accounts) = Guide on Preparing Month End Reports




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
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Resources available — where to get more help

Financi Support
Services Unit

CONTAGT U

A.‘ FSSU Moutlls | Crlys | Gewh A | Publicaions / Mamual
. Findnglil Sugpor
Sarvicas Unit Ceareh

Internal Financial Controls
Manual for Schools

fome v Topes v Gudenes v Schoo Managemen v ExemalAccountnts Audrs v Taning v

https://www.fssu.ie/app/up
loads/2024/07 /Internal-
Financial-Controls-Manual-
Aug24.pdf

FSSU = Post-Primary > Training = New A/cs. Personnel Training Resources
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BrightBooks Autumn webinars schedule - save the date

November
Su Mo Tu We Th Fr Sa
| 2
14 5(®7 8 9
10 11 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29 30
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Contact details
Post Primary Team 01 2690677 email: info@fssu.ie




Thank You for attending

@,
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