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Overview of ‘
PCIer” in the Basic Payroll Controls

school Setting

sy
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‘Poyroll Processing routine

‘Relevonf Chart Of Account Codes
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Who is paid on the School Payroll

. * Caretakers
Ancillary Staff o ClEEREES
* Some Secretaries /Clerical officers

* After school study supervisors
» Teachers for mock exams
Others * Bus escorts
* Supervision and Substitution payments FG 10-23/24
» State exam payments
* Selection committee members

B. Basic Payroll : ’
Ensure compliance
Controls

Protects against theft or
fraud
. Supports reporting process ’
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Basic Payroll Controls

All Payroll Procedures documented

Basic Payroll Controls

Segregations of duties

Schools should use reliable payroll software

up-to-date register of all employees

sy

Basic Payroll Controls

Rates of pay approved by the board.

sy




Basic Payroll Controls

Maintain detailed records of Payroll

Secure Storage
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Basic Payroll Controls

Pay Wages /Salaries by
Cash
( Payroll Advances

sy
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C: Payroll

Process nRegisterof Employees

Filing and Payment of Revenue Refums




Payroll Process
- Before you begin

[ Payroll Package log in details I

{ Revenue Log in details I

’7 Review and Approval from the Principal I ——

Pt
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Payroll Processing

Generate reports

g the
s and check
accuracy

‘ Backup ‘

pc

sy
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Payroll Reports
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D. Chariias
Accounts

Income and Expenditure

Income and
Expenditure

.

Educational
Salaries 4000 -
4299

L J

sy

Mcaintenance
5010/5030
5110/5112

Administration Financial

Repairs and
6010 /6050 7500
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Educational Salary Nominal Codes

ke Descripiion Tpe | Category Description
10| Substtue i 2 Jocl emplyers PASHfo rvatelypad ubstue teachers
11| Prey Pasd i emplogrs PR dsHA
12| Chapn Saliis i " employers PRSI o the Chapln,
enplopers P

413 Admin Salsncs Ex
115 = o E i PRk

erdant s
4155 |Seate Exan
4170 Adoh Edbcation Sl 7 2 PRSI ot thoss invgbved in Al Educaton.
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Educational Salary Nominal codes

Deseription

(Gross salary including employers PRSI for coaches of Sports
|Gross salary including employers PRSI for canteen staff.

h

i & ! 5" i s i i
4199 [HSE Funded Salaries Expense Edeation Slary _Grosssaly inchding #RSI for HSF funded Nurses Psycholgists ete
ﬁFES‘l
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Repairs, Maintenance & Establishment
Nominal Codes

Nominal

‘;ﬁ"‘ Decipion | Tipe ey Desripon

SO0 |Caretaker Wage Expenditae (Repais, Malatenance & Estabistent {Gross ages Inloding PRS for cartakers

S0 |Caretaker Pension Exgense (Expenditue [Repairs, Mat & Establishment it ers ension
S0 [Claaners Expendiute |Renairs, Maiatenante 7055 wages ncluding employers PRS for leaners.
5102 [Claners' Pension Expense | Expendtuee [Repalrs, Malatenance & Estabihment | Emoloyers contrbution to i

Qe

20

ministration Nominal Codes

i Description Type Category Description
[Grass pay including employers PRSI for
|clerical officers / secretaries paid by the
6010 |Clesical Officers/S | Wages Expense | Expenditure ooard of managemert.

(Employers contribution the the clerical
6050 |Clerical Officers/Secretarial Pension Expense |Expenditure _|Administration |officers /secretaries pension.

Qe
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Financial Nominal Codes

N::::II Deseription Type | Category Description
Pensioners - Community and
7500 |Pensloness Payroll Expense Expenditure |Financial prehensive schols only

Pt
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Balance Sheet

Balance
sheet

PAYE/PRSI/ USC
LPT Control
account

2250

Pension control
accounts

2220/2230/2240

Union fees
control account

2210

Net wages

control account
2200

sy
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Section 2.
Control What is a control account?

Accounts

and USing Payroll control accounts
Journals

Benefits of using control accounts




Control Accounts

Payroll Control Accounts

| stcte eoms sotcries

Payroll control
accounts
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2200, /S| e Study/ Clubs
2210,2300,2400, @I e
2250 S

Payroll contfrol accounts

Net PAYE/PRSI
wages JUSC/LPT
Control Control

account account
2200 2250

ASC
control
Account
2230

control
Account

2220

sy
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Net Wages Control Account

~ State Exams

After Study/
Clubs Salaries

28
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Example: Net Wages Confrol Account

Week 3 Pay Run Hours worked to 17" January : Net wages due €1,500
i
Wages are paid from the bank on 24" January €1,500

=B

sy
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Payroll Taxes Control Account

30

10



Payroll Journal and Control account

Bank Payment

DR CR
5110 Cleaners €110
Wages
1800 Bank €110
ﬁFES‘l

Example: Cleaners Gross Wage €135.00

Payroll Journal and Control Account

DR CR
5110 Cleaners Wages €147.01
2220 Net wages control €110
account
2250 Payroll Taxes control €37.01

account
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Section 3
Recording
payroll costs in
the accounts

Method 2 -
Method 1 Using Payroll
Direct journal &
method control
accounts

Reasons to
consider
Method 2

Recording payroll costs in the accounts

Net wages payments
are coded to the net
individual wages
codes

11
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Recording payroll costs in the accounts

Gross to Nat Payroll Report
Demo data
Emp Pay Wi Py
Mo Por Mo G0 gmpiopsMame  PPSNo. GrossPay T usc Iﬂm EEPRSI  Mettpay  BK  LPT  Decuctions ActulPay ERPRSI
ross Pay

TN VY — S S

W oo Secretary (1] s || s 000 | 7788 M 5851 000 0| S || nm
3 W Qoo | Cleaner mi || we || ss | oo |nna| e on o00| 4es8 [ asacn || sasr
SOV oM | coeker 8000 || semoo || ea00 | 000 |34msar | amets  ooo 000 | sa4g 8668 || n
Woek Total 20878 a1 || s 00 | eaos 14608 000 oon | isagr || 13401 || 2401
—_ — — e

Qs GrandTowls 20876 44 #2100 P05 1emEd 000 000 (M9 LSO 2M0

34

Recording payroll costs in the accounts

Gross to Net Payroll Report
Emp Pay Wk Pay
No. Par. No dale EmpioyoaName  PPSNo, Gross Pay Tax usc  Non EEPRSI  Netipay  BX  LPT  Deductions Actual Py
Gross Pay

2 W womms 6010 wo0000 67500 %680 138 0 2788A1 se8t 000 oo s24p 243
8w s 50 Xouoox 57475 B 98 0w 2RA mam 0% 000 4es  4sa0]
W g g0 xooooox 8000 SO0 BMO0 000 MESAT  41mis  0o0 00 w4 38ed

Week Total 200875 218 na 000 805 149958 000 000 18487 14501
ﬁ“%“_ Grand Totals 20875 a8 a2 000 8805 14988 000 000 ‘!,Nﬂ
L

6

Recording payro O e da O

L = = F 3 ] [ =
e ok || dnemt rameve copyed! Comyittakera Cotice | amcwe riecit!| pretes sacd be
e En RS SRV TGRS ks

Wi | Clemcal Officers/Sacretaral Wages ‘

a0 010 5 Carataer ... 20668 1 o.00

2686

000 134301

e =

asssy
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Recording payroll costs in the accounts

Gross to Net Payroll Report
MY
h o EmplopoMame  PPGNo. GrossPay  Tax  USC  Mon  EERRSI et
Py BK T
o Deuetions Actual Pay ER PRSI
6010
2 Secrelary 7500 B NE 00 ZMAM mm om0 00 R4 w7
3 5110 Cleaner Lk e 0% 000 2SAL mam om0 o0 % eem e
5 5010 Carblaker WI00 A B0 00 MESAT 41915 om0 0 R4 e wm
‘Week Total 200878 a8 "2 [ ] 140958 000 000 1T 1M1 2M0M
farssy GrndTomls 20975 Imm W00 80 I\mu LI T T U BT
L

Recording payroll costs in the accounts

@ s

L = = =5 7 '
Cew prot  Insert Remove Cony
Tom  Chosue row (7) row (P sbove 8) 31 (5uf $78) el (75) el

Tx Rate: .00

asssy
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Recording payroll costs in the accounts

i 170953 Nominal Activity - E ing No Transactions

Date From: 01/10/2024 N/C Fros
Date To: 3/10/2024 N/C Tor
aneadionirome 3 Review the expense code
Transaction To: 99,999,999
N/C: 6010 Name:  Cerical Officers/Secretarial Wages Expense. Account Balance: 750.50
No Type Date Account Ref Details Dept  T/C Value bit Credit ¥
246 L 04/10/2024 1800 Wh 40 Clerical Officer Wk 40 Net pay o ™ 524.32 524.32
249 BP  23/10/2024 1800 P300CT | €O Oct Taxes o T 17345 17345
252 L 04/10/2024 1800 Wk 40 Pension ded o T 5249 5249
Totals: 750.26

Gross to Net Payroll Report
- -1
. e e Somry e e e
. R —

W 004102 Clerical Officer xxxsmﬂ:l 500 lmlu RETey 000 27e8A1 srear oo a60  s245

e

39
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ecording payroll costs in the accounts

Net wages payments
* coded to the net wages control 2200

Payments to revenue
* recorded to Taxes control 2250

PAa e
oraing payro O Acco
T Gross to Nat Payroll Report
I Demo data
Ho. Per Mo G0 gmpioysahams  PPSNo. GrossPay  Tax U Nen EEPRSI  Mettpy B LPT  Decuctons ActuslPay ERPRSI
Gross Pry
N O — —
toW o (Secretary omoo | emem || ey | oco|zeemt | et o ooo| mes || saem|| vsas
3OW aonion | Cleaner Lk s 1) o | Bs2A 50402 000 L 45408 || 8agT
W ponon | ook o000 || 200 || eaco | oo |uesar | emts oo oo | 5245 || seags || sm
Woak Total 208875 s || s 0 | #aos 1,488
ars GrndTows 209875 @ M2 000 05 14888 000 000 (Mg LMAOI  2M01
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Recording payroll costs in the accounts

D et

=] =
ve Copycel Copy cellabove
row (F7) row (F8) above (F6) +1 (SRt +£&) ret (F3)

1@5@(‘3‘.

101 ) Carical Offcer... 524.32 T2 .00

1801 a Gieaner Nt . 4510373 .00 45403

1801 o Cavetater vk 08,66 To aco 20406
3801 000 134,01

ﬁsssu
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Recording payroll costs in the accounts

B B b ¢

04/10/202% Wk
04/10/2024 Wk 40
04/10/2024 Wk 40

Vew Edit Delete  View Printlist Send to

transachion bransackion transaction  item Excel

2200 v [NetWoges Control Account )

Show: This Financial Year v Date: [03/09/2024 o 308/2025 | Type: [A1 r': 10257
No 4 [Tvoe  [Date [Ref.  |ExRef. |  Dept|Detais

0 Clerical Officer Wk 50 Ne.... 52432 524.32
0 Cleaner Net Pay vk 40 454,03 454,03
0 Caretaker Wk 40 Net Pay

18/02/2025

Recording payroll costs in the accounts

Payroll Journal

Nom Code
6010  SecretaryWages
5110  Cleaner Wages
5010  Caretaker wages
2200  NetWages Control
2250  PAYE/PRSI Control
2230  ASCControl

ﬂfssu

Notes/Comment DR CR

Gross Pay W40 1 €750.26

Gross Pay W40 2 €637.72

Gross Pay W40 3 £€944.78

Net Pay Wk 40 4 £1,345.01

Payroll taxes Wk 40 5 €832.78

Deductions Wk40 6 £154.97
€2,332.76  €2,.332.76

44

Recording payroll costs in the accounts

Gross Pay Tax usc Non
Gross

Por EEPRSI Nett pay BIK LPT Deductions  Actual Pay ER PRSI

5 [ Taxes €421.51+ €91.21+ €86.05 + €234.01= €832.78 ]

ﬂFSsU 421.51 91.21

k 67800 seea] 138 000 27.68 A1 781 om0
/
3 57375 #8368 000 2352A1 50402 000 0.00
/
850.00 28003 6800 0.00 3485 A1 41815 000 0.00
/
200875 X
088, s 9z 00 s tasess oo 000

/

000 14098 000 000 § 15457 A134501)
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Recording payroll costs in the accounts

Reference Posting Date
Wt Journl | 047302024

|Department* [Detads

6010 Clerical Officers/Secretarial Wages 0 Wh40 CO total cost Inc ERPRSI 19
5110 Cleaners Wages Expense 0 Wk 40 Cleaner total cost Inc ER PRSI T9
5010 Caretaker Wages Expense 0 W 40 Coretaker total cost Ind ER .., T9
2200 NetWages Contral Account ] Netpay W 40 it
20 PAYEPRSISCAPT Control Account ] Wk Taxes due it
2% ASC Control Account 0 k40 Pension deducbons "

18/02/2025

Recording payroll costs in the accounts

c. Reviewing the nominal codes under both methods

* Expense codes

* Control account
codes

Recording payroll costs in the accounts

Time: 17:09:53
. ! Nominal Activity - Ex g No Transactions
Date From: 01/10/2024 N/C From: 5010
Date To: 3/10/2024 NJC To: 6010
Transaction From: 1 .
Transaction To: samme Review the expense codes - Method 1
N/C: 6010 Name:  Cerical Officers/Secretarial Wages Expense. Account Balance: 750.50
No  Type Date Account Rel Details Dept  T/C Value Credt v
246 L4 04/10/2024 1800 Wk 40 Clerical Officer Wk 40 Net pay o ™ 52432 )
249 B 23/10/2024 1800 P30 OCT €O Oct Taxes. o ™ 173.45
252 L 04/10/2024 1800 Wk 4e Pension ded o ™ 5249
Totals;
Gross to Net Payroll Report
g <A e
. N cale 5
Teplymbee  BPONe OrmPwy Te U e | EEPAS Moy S LT Ceductars AchelPar SRSRM

16



Recording payroll costs in the accounts

18/02/2025

Time: 16:36:
Nominal Activity - Excluding No Transactions
Date From: 01/10/2024 NfCF 2200
Date To: 31/10/2024 N/CT. 2200
fiimofuckion Fromss:. 1 Review the control accounts Method 2
Transaction To: 99,999,999
N/C: 2200 Name:  Net Wages Control Account I‘r.mllnl Balance: 0.00
No  Type Date Account Ref Details Dept  T/C Value Debit [ v B
246 04/10/2024 1800 Cerical Officer Wk 40 Net pay [ L] 524.32 N
247 04/10/2024 1800 W40 Cleaner Net Pay wk 40 t T 454.03 N
248 04/10/2024 1800 Wk 40 Caretaker Wk 40 Net Pay o m™ 366,66 N
261 04/10/2024 2200 V40 NetpayWk4D 0T 150 -
Totals: 134501 1,345.01
History Balance:
nFSSII
0
RPa a
oraing pavyro O d O
I Activity - Excluding No Transactions
Transaction From: 1
Transaction To: 99,999,999
njc: 2230 Mame:  ASC Control Accaunt | Account Batance: 154.97 CR
Mo  Type Date  Account ief Detaits Dept 1€ value Debit  Credit v B
ou09/ze2e Brought Forwiard 208.20 208.20
214 op 08097024 1800 Aug Ded [ 20820 20820 n
263 IC 04102024 2230 WKeD k4D Pension deductons. 0 T 158.97 1sm97 - -
. Totals: 208.20 36317
Review the control accounts Method 2 Mistory Balance: 154.97
njc: 2250 Mame:  PAYE/PRSI/USCAPT Control Account | Account Batance: 832.54 CR
Mo  Type Date  Account Ref Detaits bept T/C Value Debit  Credit v B
o1/0s/z624 Brought Forwrd s25.76 s25.76
10 ee  2309/2024 1800 Revere Aug P30 o T 326,00 92600 2
262 JC 0102024 2250 WAHO  VihdO Temes due S s32.78 s3278 -
Totals: 92600 17554
History Balance: 832,54
sy
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Recording payroll costs in the accounts

d. Reasons to consider using Method 2

17
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Recording payroll costs in the accounts

Reasons to use Method 2

No need for splits
of payments to
Employees and

Revenue

More efficient for
large numbers on
payroll

Queries where they
arise are easier to
deal with

Pt
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Summary of todays webinar

Section 1 - An overview of payroll in the school
setting.

Section 2 - Control accounts.

Section 3 - 2 methods for recording payroll costs

Qe
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Webinar Next webinar:
Calendar Wednesday 30" of April

2025

REGETER O
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Resources available — where to get more

help

Internal Financial Controls
Manual for Schools

U bl |t | bl | s s | CONACTS
;

o v e v G ¢ Soogeet v oo v Ty v

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

18/02/2025
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Thank you for attending our webinar

If you have any other questions, please call or email us:

Phone: Post Primary (01) 2690677
Email: Post Primary Info@fssu.ie
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