Financial Support
Services Unit

&~ FSSU
‘(J Sage 50 Accounts

Importing the Budget

Note: The year-end must be run in Sage 50 for the year ending Aug 2025 before
importing the budget for 2025/2026.

1. VSS Budget 2025/2026 - Sage 50 Import sheet

Included in the Budget Template 2025/2026 is a sheet called “Sage 50 Import” which provides a summary of
the nominal codes and the total budget figures for the year.

—
Budget Import Sheet Formula Check
Budget Year: 2025/2026 [ The total of figures in the import sheet should add up)
School Name: Type school name | formula check has been added to confirm this, if th
School Address: Type school address
Roll No.: Type School roll Total Per Import Sheet Per Budget sheet  Check
School Type:
ype Voluntary Secondary School: Non-DEIS School Budget 48467 48467 TRUE
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 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 Nate 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 [8 C D
Refn Name Yearly Month 1 Budget
Copy Copy into Import Temp) Do not use Copy & paste as values into Import Template
3010 Capitation 0l
3020 DEIS Grant 0
3021 Early Start Programme Materials/Equipment/Farental Iny| 0
3022 Early Start Programme Capitation 0|
3030 2]
3050 44900
3100 0]
3130 0]
3140 0
3150 0]
3151 0]
3152 1784
3155 school Library Books Capital Grant 0]
3170 lspecial Subjects Grant 0|
3171 Irish and Bilingual School Grant 0
3190 [ICSP Grant 0]
..... Tran 0
0|

=  1.Budget Preparation Info  2.Budget Grant Calculation  3.Income & Expenditure Budget ~ 4.0pening Bank Position  5.Estimated Bank Cashflow  6.Capital Budget  7.Monthly Cashflos 8.5age 50 Import

The details in Column A, B & D of this sheet can be copied into a template available in Sage 50, and this will
enable the budget data to be imported into Sage 50.

Steps 2 — 4 in this document outline this process.



wnload and complete the Sage nominal data import

Select File > Import.

Data Import X
Data Import
18y Welcome Welcome 9
You can import data from Excel worksheets (*.xls; *.xlsx) and files containing o
o Data Type comma-separated values (*.csv).
To help you import your data, templates with the correct import structure are
e Data Source available 2ere.

° Field Mappings
e Import

WARNING: The Data Import procedure is NOT reversible.

Itis strongly recommended that you backup your current company a2 ckup.
data before proceeding. =

Click “here” to open the template that will help import the budget data.

| 5 | Import Templates = O
Home Share View
Ll% U o Cut B Moveto~ | 9€ Detete > lf?v il open ~ [ select all
= w.. Copy path ﬁ i E,‘ Edit 1 Select nor,
n to Quick Co Paste E v = New Properties
Scease Py [#] Paste shortcut Bcopyto - =fiRename folder 5 @ History 5 Invert sele
Clipboard Organize New Open Select
1+ « Sage » Accounts > Import Templates v 0 O Search Import Temy
A
Name Date modified
s Quick access
@ Audit Trail Transaction FULL template 04/06/2021 16:24
[ Desktop * ;i
@ Customer Record FULL template 04/06/2021 16:24
¥ Downloads o Fixed Asset Record FULL template 15/12/2020 13:37
[E Documents  # & Nominal Record FULL template 15/12/2020 13:37
[&] Pictures # B Product Record FULL template 15/12/2020 13:37
budget @ Project Record FULL template 15/12/2020
budget import tem| 2] Project Transaction FULL template 15/12/2020 1
final presenitation d @ Stock Take FULL template 15/12/2020
@ Stock Transactions FULL template 15/12/2020 13:37
Import Templates 5
@ Supplier Record FULL template 04/06/2021

@ OneDrive - JIMB
3 This PC

¥ Network

Open “Nominal Record FULL template”.



3. Copy relevant information from the VSS Budget to the Sage Nominal record template.

Open the VSS Budget Template 2025/2026.

2 @ M |[ sageimportBudget-Guide202¢ x | FSSU-VSS Budget Workbooks 20 % Kl VSS-Budget-Template-2025-202 % +

C 0] %) https//jmbdomain.sharepoint.com/x:/r/FSSU/ layouts/15/Doc.aspx?sourcedoc=%7B9E0BI30D-0D77-4B07-AS4C-05928DEF63E0% 7 D&file=VS5-Budget-Template-2025-2026-NonDEIS-Draft.xlsx&action=defay

u VSS-Budget-Template-2025-2026-NonDEIS-Draft g ~ O Search for tools, help, and more (Alt + Q)

File Home Insert Share Page Layout Formulas Data Review View Automate Help Draw

Ov B  Gaoi@oay v 12 v A & B 7 U a D v v v A =[5 wes| @ Megev | Genera v v e B By Ry By By D
B116 v 5 ICT Grant Non - Capital Expense
A B Cc D E F G H
1 Budget Import Sheet Formula Check
2 |Budget Year: 2025/2026 The total of figures in the import sheet should add up to ti
3 School Name: Type school name A formula check has been added to confirm this, if there ig
4 School Address: Type school address
5 Roll No.: Type School roll Total Per Import Sheet Per Budget sheet  Check
School Type: P
6 ype: X v S dary School: Non-DEIS School Budget 48467 48467  TRUE
7 |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 add the codes
& |and values into the budget below. Do not leave any blank lines
9 |2. Ensure the figures are the same in column C and D for each nominal code | Note this is not the surplus
10 |3. The detuail in Column A, B & D must be then copied into a Sage 50 Budget Import late for importing into Sage 50
11
2[A B c D
13 |Refn Name Yearly Month 1 Budget
14 [copy Copy into Import Temp Do not use Copy & paste as values into Import Temp
15 3010 Capitation 0
16 |3020, DEIS Grant [1]
17 3021 Early Start Programme Materials/Equipment/Parental Inv| 0
18 3022 Early Start Programme Capitation 0
19 3030 Non Teachers Pay Budget 0
20 3050 school support Services Grant 44900
213100 |secretarial Grant 0|
22 |3130 Caretaker Grant 1]
23 314 |special Education Equipment Grant 0|
24 31;} Book Grant Senior Cycle Income 0
25 (3151 \ Free Schoolbook Grant 0
26 |3152 \ Free Schoolbook Admin Grant 1784
27 |3155 \ school Library Books Capital Grant 0
28 |3170 \ lspecial Subjects Grant 0
29 3171 \ Irish and Bilingua! school Grant 0|
a0\ 5P Grant 0
313200 \ Transition Year Grant 0
32 3210 \ Leaving Cert Applied Grant 0
4
< =1 Bu&et Preparation Info  2.Budget Grant Calculation  3.Income & Expenditure Budget ~ 4.0pening Bank Position 5. Estimated Bank Cashflow  6.Capital Budget ~ 7.Monthly Cashfl 8.Sage 50 Import ) +

\ —
1. Check that the nominal codes & names agree with the codes that are already in Sage 50.
This template will over-write the nominal code detail that is already in Sage 50
2. Check the formulas are populating correctly from the “Income & Expenditure Budget Sheet”.

The total of figures in the import sheet should add up to the income plus the expenditure less the
contingency in the budget, the check box below will turn red if there are any errors.

Formula Check
The total of figures in the import sheet should add up Y the income plus the expenditure less the contignecy in the budget

A formula check has been added to confirm this, if ther&is a descrepancy with any section of the budget the check box will turn red

Total Per Import Sheet Per Budget sheet Check
487530 487530 TRUE

Note this is not the surplus

3. Below are the steps required to copy the information from the Sage 50 import sheet to the Sage
nominal record full template. One column at a time is copied, as follows:

2.1 To copy the information in column A ‘Refn’ from the VSS Budget Template - Highlight
A15:A212 (i.e. all the nominal codes), right click and copy.

In the Sage Nominal record FULL template Click into A2 right click and paste.



i3l AutoSave \. off) Nominal Record FULL template - Read-Only - Compatibility Mode ~

File Homy Insert Page Layout Formulas Data Review View Help
2 & Cut Calibri
— [[@copy ~

<¥ Format Painter

Yo A A =E = b, Wrap Text

ORI f=x S [ S

Merge & Center ~

Undo Clipboard ~ Font ~ Alignment T
BS Y [z Jx  Secretarial Grant
A B € D E

1 [Refn Name Yearly Budget Month 1 Budget YMonth 2 Budget JMor
2 3010 Capitation 178224
3 3020 Enhanced Capitation (DEIS) [
4 3050 Support Services Grant 126618
s| 100 Secretarial Grant 23275
6 3130 Caretaker Grant 19075
7 3140 Special Education Equipment Grant [
8 3150 Book Grant Income 13536
9 3160 Book Rental Scheme Grant 0
10 3170 Special Subjects Grant [}
11 3190 JCSP Grant 0
12 3200 Transition Year Grant 1520
13 3210 Leaving Cert Applied Grant 3473
14 3220 Grant for Traveller Students 0

2.2 To copy the information in column B “Name” from the Budget Template -

Highlight B15:B212 (i.e. all the names), right click and copy

In the Sage Nominal record FULL template, Click into B2 right click and paste.

2.3 To copy the information in column D ‘month 1 budget’ which contains the total budget figures
from the Budget template -
Highlight D15:D212 (i.e. all the values). right click and copy.

Then in the Sage Nominal record template Click into D2 (Month 1 Budget) right click
and paste as values

Cut

Copy

Paste Options:

3| (123] [ ] |28] (%] (s

Paste Special... | »



Save the file with a revised name that specifies the year the budget template relates to.

Retain this file and once year end is run in Sage 50 for Aug 2025 then follow steps 5 — 7.

A B C D E F
*L_Name Yearly Budget YMonth 1 Budget YMonth 2 Budget JMonth 3 Bud
2 | 3010 Capitation 178224
3 3020 Enhanced Capitation (DEIS) 0
4 | 3050 Support Services Grant 126618
D 3100 Secretarial Grant 23275
6 3130 Caretaker Grant 19075
7 3140 Special Education Equipment Grant 0
8 3150 Book Grant Income 13536
9 3160 Book Rental Scheme Grant 0
10 3170 Special Subjects Grant 1]
11 3190 JCSP Grant 0
12 3200 Transition Year Grant 1520
13 3210 Leaving Cert Applied Grant 3473
11 22920 Crant far Trauallar CHidante n

5. Backup data in Sage 50 before importing Sage Budget template figures.

Data Import X
Data Import
i8y Welcome Welcome 9
You can import data from Excel worksheets (*.xs; *.xIsx) and files containing o
0 Data Type comma-separated values (*.csv).
To help you import your data, templates with the correct import structure are
o Data Source available rere.

° Field Mappings
e Import

WARNING: The Data Import procedure is NOT reversible.

Itis strongly recommended that you backup your current company Al ackup.
data before proceeding.

In Sage 50 select File>Import.
Take a Backup.

Then click next.



6. >Data Type = Nominal accounts

Data Import = |

Data Import

o Welcome Data Type™ 9

Select the type of data you want to import: (2]

p3) Data Type Audit Trail transactions
Customer records

Nominal accounts
o Data Source Product records
Stock take
. : Stock transactions
o Field Mappings Supplier records

N
° Import

Cancel Back | | Next

Select Nominal Accounts and Click Next.

7. Browse for the relevant Sage Budget Import Template.
" Data Import L= |

Data Import

e Welcome Data Source 9

Select the format of the data you will be importing:

Data Type (O Comma-separated (*.csv)

(@) Excel worksheet (*.xls; *.xlsx)
Data Source

3
Select the file to import™:
o Field Mappings l ] I B Owa, .

T [“IFirst row contains headings @

Cancel Back | ‘ Next

Browse for the relevant Sage Budget Import template & Click Next.



~
Data Import [ = |

Data Import

o Welcome Field Mappings 9

Map the fields in your data to the fields in Sage 50 Accounts.

e Data Type Required lIrnportEd Field Sage Field
e Data Source = Refn Refn
Name Name
=3 Field Mappings erarIy Budget Yearly Budget
Month 1 Budget Month 1 Budget
o Import |
Month 2 Budget Month 2 Budget
chnth 3 Budget Month 3 Budget
Month 4 Budget Month 4 Budget
Map file in use: [none]
Clear Map | l Load Map... [ ! Save Map... ‘

o [ v

Click Next.
Data Import X
Data Import
o Welcome Import 9
You are now ready to import your data.
o Data Type The following is @ summary of the options you have chosen. If you need to change any
of them, dick the Back button now.
e Data Source Data type: A
Nominal accounts
o Field Mappings Data source:
Copy of Nominal Record FULL template sage 50 test.xls
b}y Import Sheet:
Nominal Record Template
Header row:
Yes
v

To begin importing your data, dick Import.

][

Click Import.

Run the BOM Income & Expenditure report to verify the figures.

The Budget figures can be edited in Sage 50 in the nominal code section, double click on the relevant code
and amend the figure under the budget heading in month 1.



