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1.1 Download Monthly Report Template 

  Before you start Excel 2010 or newer is required to run these templates. 

1. Download your copy of Monthly Reporting Template (MRT) from www.fssu.ie  

There are 3 files available:  Standard 4 bank file, 6 bank file and the Irish version 

 

 

 

2. Save the file – Enable editing and enable content 

  

 
 

3. If you get a Microsoft security message the file will have to be renamed, save, closed and 

reopened in order to clear the message.  

  Remember not to open the file in Google Sheets – this corrupts the file 
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1.2 Main Menu Review 

1. Main Menu worksheet is used for quick navigation across the workbook. 

 

2. Click on the navigation links to quickly navigate to various worksheets 

3. Within each worksheet there are navigation link back to the Main Menu 

4. All payment sheets have a link to the bank reconciliation for the relevant month being 

reconciled. 
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1.3 Inputting School Details 
1. In the Instruction worksheet enter the school name, roll number 

2. Enter the names of your bank – try to keep this brief, just enough information to distinguish  

3. Follow step 4 to step 7 navigation links to complete the full set up of the file.  

 

4. The opening bank balances are taken directly from your bank statement as of Sept 1st and 

entered the September bank reconciliation. Opening bank balances are only entered once. 

 

5. If applicable, enter cheques drafted and recorded in prior year and not cashed per bank 

account. The cheques are totalled, the total amount is recorded under the relevant bank. 

6. If the prior year cheques are not cashed in September, they will form part of your 

outstanding cheque listing until they are presented at the bank.  

7. Closing bank balances are entered directly from your bank statement as of the last day of the 

month that you are reconciling. Closing bank balances are entered every month for a 

monthly bank reconciliation.  
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1.4 Reviewing the Chart of Accounts (COA) 
1. The Chart of Account (COA) is the structure of the Monthly Reporting Template because 

everything stems from the COA worksheet.  

2. Review and familiarise yourself with different codes available in the COA. This will make data 

entry easier and remember to be consistent when categorising to a COA code.  

1.5 Customising School Settings and Preferences 
1. The full FSSU Primary Chart of Accounts can be viewed in the COA worksheet with a facility 

to hide items not relevant to your school.  

2. The FSSU team have reviewed the codes and we have marked the codes with ‘N’ to hide 

codes not commonly used by Primary schools. 

3. To customise the COA to your school, examine the list of descriptions to determine which 

codes are relevant to your school. 

  

4. Change status of the code from ‘Y’ to ‘N’ if the item is not required 

5. Hit ‘Update Hidden Columns’ to hide the display of these items from certain columns, rows, 

lists and reports.         

6. Change status of the code from ‘N’ to ‘Y’ if the item is subsequently required  

7. Hit ‘Update Hidden Columns’ to show the display of these items in certain columns, rows, 

lists and reports.  

8. To reactivate the codes already hidden, change the ‘N’ to a ‘Y’ and run the ‘Update Hidden 

Columns’ routine.
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2.1 Entering Opening Bank Balances 
1. To enter opening and closing bank balances for each bank account in the spaces 

allocated – these figures are taken directly from the bank statements  

2. The opening bank balance entry is required for September only - the closing balance is 

required to be entered every month.  

  

2.2 Entering Uncleared Prior Year Cheques 
1. Cheques drafted and recorded in the prior year but have not yet been cashed. Record the 

total amount of the unpresented cheques under the relevant bank. 

 

2. If cheques are still outstanding at the end of the month - record separately in the 

outstanding cheques section.
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2.2 Entering Monthly Closing Bank Balances 
 

1. Every month requires a closing bank balance, taken directly from the bank statement, in 

order to do a monthly reconciliation.  

2. Enter closing bank balances under the relevant bank as per your bank statement. 

 

2.3 Breakdown Reserve Brought Forward 
 

1. There is an option to breakdown the reserve brought forward to allow grant balance analysis 

per default department. 

2. Reserve of grants brought forward from prior year are entered in the yellow cells 

3. Breakdown the ringfenced grant initially and then look at the general funding reserves.  

4. A balancing figure can be entered under Capitation because this money will be used in the 

running costs and both the reserve amount and the grand total should match to get an 

accurate reflection of grant balances. 

5. Receipts, payments and balances for this Financial Year are populated automatically  
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3.1 Income and Payments Overview 
 

1. Receipts and payments are entered in the relevant Income and ‘Payment’ worksheets 

 

2. Receipts are usually taken directly from the bank statement and recorded in the ‘Receipts’ 

worksheets for the relevant month. 

 

3. Payments can be recorded as they occur, such as when cheques are drafted. 

 

4. Generally, record the transactions such as transfer, standing orders and bank fees directly from 

your bank statements. 

 

3.2 Entering Income Transactions 
 

1. When entering in each lodgement or receipt select the bank account the transaction is relating 

to from the drop-down list in column B. 

 

2. Enter a date in the correct format: DD/MM/YY or DD/MM/YYYY and it will automatically convert 

to the long version date: 01 September 20XX. 

 

3. Always enter a description because this is required in order to generate reports. 

 

4. Always select a category form the drop-down again, this is required in order to generate 

reports. 

5. A reference entry is optional and is not required to be filled to generate the reports. 

 

6.  Always, select the category from the drop-list – this is required for reporting and upon selection 

the data input cell will automatically highlight 

 

7.  Double-click on the category cell to activate a searchable drop-down. 

 

8. Select a category from the dropdown to activate the GO TO cell feature - the matching column 

title will highlight to enter a value. This will populate the amount column G.  
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3.3 Entering Payment Transactions 
 

1. When entering in each cheque drafted or payment, select the bank account the transaction is 

relating to from the drop-down list in column B. 

 

2. Enter a date in the correct format: DD/MM/YY or DD/MM/YYYY and it will automatically convert 

to the long version date: 01 September 20XX. 

 

3. Always enter a description because this is required in order to generate reports. 

 

4. Always select a category form the drop-down again, this is required in order to generate 

reports. 

5. A reference entry is optional and is not required to be filled to generate the reports. 

 

6.  Always, select the category from the drop-list – this is required for reporting and upon selection 

the data input cell will automatically highlight 

 

7.  Double-click on the category cell to activate a searchable drop-down. 

 

8. Select a category from the dropdown to activate the GO TO cell feature - the matching column 

title will highlight to enter a value. This will populate the amount column G.  

 

 

3.4 Adding and Deleting Rows 
Add Row 

1. If another row is required, use the ‘Add Row’ button located at the top of each of the 

monthly Income & Payment worksheets to add a row at the end of the data set. 

2. Click the Add Row button.   

 

3. A message will appear to enter the number of rows required. The maximum is 50 rows per 

routine. Click Ok to enter the rows needed. 
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Add Row Above 

4. If another row is required above a row, use the ‘Add Row Above’ button located at the top 

of each of the monthly Income & Payment worksheets to add a row above a selected cell in 

column A8 to the last row above the total row.  

  

5. Click the Add Row button.  

 

6. A message will appear to enter the number of rows required. The maximum is 50 rows per 

routine. Click Ok to enter the rows needed. 

 

Delete Row  

7. To delete a row or rows, use the ‘Delete Row’ button located at the top of each of the 

monthly Income & Payment worksheets. 

8. Select the row or rows to delete by selecting the cell or cells in column A8 to the last row 

above the total row to delete the entire row/s 

  

9. Click the ‘Delete Row’ button.   

 

10. A message will appear asking are you sure.  

 

11. Select Yes to delete or No to exit the routine 
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3.5 Hide and Unhide Rows 
1. The facility to hide and unhide rows that have a zero value in the amount Column G. 

 

2. To hide the rows with zero values, click the ‘Hide Row’ button  

 
 

3. To unhide the rows with zero values, click the ‘Unhide Row’ button  

 
 

3.6 Adding and Deleting Comments 
Add Comment  

1. The facility to add or delete a comment in a cell to available to allow additional context to be 

added to a description.  A comment added will not show in the reports and will not expand the 

reports either.  

 

2. To add a comment, click on a cell in Column D to insert a comment and click the ‘Add Comment’ 

button.    

 

3. A message box will appear to add a comment and then click OK. 

 

 
 

Delete Comment  

4. To delete the comment, select the cell that has the comment and click ‘Delete Comment’ 

button.   

5. A message box will appear to confirm you want to delete the comment 
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3.7 Bank Reconciliation 
 

1. A bank reconciliation is an important part of the process to ensure that your transactions in the 

Income and Payments worksheets match what has gone through the bank accounts. It is a 

monthly cross-checking exercise where you match your transactions in the Income and 

Payments worksheets to what are on the bank statement. 

 

To do a bank reconciliation: 

2. Ideally, you should have a copy of your bank statements printed off for the month that you are 

reconciling. 

 

3. You should ensure you have all the transactions in the relevant monthly income and payments 

worksheet, including lodgements, standing orders, direct debits and bank fees. 

 

4. Cheques drafted for the month should be recorded and remember to include the cheque 

number as a reference. 

 

5. Look at your bank statement, line by line, and tick each transaction on the bank statement to 

match the income and payment worksheet transaction.  

 

6. To tick each transaction in the income and payment worksheet; right click in the cell in Column 

A to generate a tick, to match the transaction on the bank statement. Right Click to Tick 

 

7. This will highlight the amount in green to enable you to clearly see what items are not matched. 

 

8. Review your bank statement to see if you have any unticked items, these omitted unticked need 

to be included in your income and payments transaction.  

 

9. Review your income and payments transactions, any unticked could be cheques that are not 

presented at the bank or items that are not on your bank statement. 

 

10. Omission or wrong recording of a transaction will cause a difference between your income and 

payments to the bank statement transactions. Correction is required in order to reconcile.  

 

11. Cheques that are not presented at the bank need to be included in the outstanding cheque 

listing section in the bank reconciliation. These cheques are carried to the next month until they 

have cleared the bank. 

 

12. Once you have reconciled to the bank account your unreconciled balance should be 0.00 

 

13. When all banks are reconciled you should get a tick in the bank reconciliation to indicate that 

the reconciliation is complete.    
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3.8 Move Outstanding Cheques  
1. There is a facility to move the uncashed cheques to the outstanding cheque section by clicking 

the ‘Move Unticked to Outstanding Cheques Section’ 

 

2. Once all transactions have matched and the only unticked items are the cheques that have been 

drafted that month but haven’t cleared in the bank.  

 

3. Click ‘Move Unticked to Outstanding Cheques Section’ button. 

 
4. A message will appear indicating the number of cheques to move and if you are sure you want 

to move them to the outstanding cheque section. Click ‘Yes’ to move or ‘No to exit the routine. 

 

5. If you make a mistake, just delete the cheques in the outstanding cheque listing and start again. 

 

3.9 Amend Transactions-Edit/Delete/Refund 
 

1.  Everyone can make mistakes, that’s why you have the option to amend transactions after you’ve 

entered them. If you make a mistake on a transaction or you enter a transaction in error, within 

the income and payment worksheets, locate the transaction to correct or delete.  

To delete a transaction: 

2. To delete, select the single category in Column E and hit your delete key. This will clear also 

clear the amounts in the category row. Select any other data to delete and hit the delete key. 

To amend a transaction: 

3. Reselect from the dropdown and the cell will go the correct column to enter a value. If a 

transaction does not have a category selected it will not show in the reports. 

To enter a refund: 

4. Record them as a negative (minus) payment against the original category used when paying 

revenue. e.g. Overpayment of PRSI/PAYE on secretarial wages, post a negative amount in 

payments tab, selecting secretarial wages category 

3.10  To Cancel Old Cheques 
 

1. If an uncashed cheque is over 6 months old, or for some reason you have cancelled a cheque it 

should be written back.  This just means putting in a negative expense.  Select the relevant 

bank, date at which cheque is cancelled/written off, and in description put written off or 

cancelled cheque.  Choose the same category as you originally chose for the cheque, e.g. 

teaching aids, art expense, book grant expense etc.  then put a minus amount in the blue cell. 

This has the advantage of reducing the amount of the overall expense code. So, when you run a 

report on any of those categories it will include the negative amount and the total is reduced. 
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3.11  Obtain the Actual Balance of Funds 
1. To obtain the balance of actual school funds available the school needs to consider timing 

differences for outstanding uncleared lodgements and outstanding uncleared payments. For 

instance, the school may receive monies but haven’t lodged it to the bank or there is an 

outstanding invoice that is pending payment. You may want to factor in guaranteed income or 

frequent monthly payments to show the impact on the reconciled bank balance to obtain the 

balance of actual school funds available. 

 

2. In each of the monthly payment worksheets, under the bank reconciliation there is a section 

where outstanding uncleared lodgements and outstanding uncleared payments can be entered.  

 

3. Enter the amounts in the yellow cells. If more rows are required, select the Add Row buttons: 

 

A message will appear asking how many rows to insert. Enter 

the amount of and click ‘OK’ or ‘Cancel’ to exit the routine. 

 

 

 

4.   To print the report, click the ‘Print Actual Balance Report’ button.  
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4.1 Budget File 
 

1. A school budget assists the board in effective decision making to manage the school finances on 

a day to day basis. A budget assists with controlling the school’s financial resources and 

maximising the use of available resources. It’s an estimation of planned events expressed in 

monetary terms which enables financial planning to ensure efficient running of the school.  

 

2. The FSSU budget template should be used when preparing the school budget and will allow the 

function to import the budget figures directly to the Monthly Reporting Template MRT/Actual v 

Budget worksheet. The ‘FSSU-Primary-School-Budget-Template-20XX-20XX’ is available on our 

website along with training videos on how to complete a school budget. 

4.2 Importing the Budget into the MRT 
1. On completion and approval of budget template, the next step is to import the budget into the 

MRT/ Actual v Budget worksheet. Importing the budget will allow the school to analysis their 

finances on an ongoing basis. The import is usually done in September when the MRT becomes 

available to download. However, it can be imported later, when the budget file is complete and 

approved or, you may want to overwrite an existing import to update the figures.  

 

2. Within the budget template there is an option to import Year to Date figures from the previous 

year’s MRT file. Make sure to update this import with the final year figures to enable complete 

12-month comparative reporting. This is done when the previous year’s MRT is reconciled to 

August or if a new import is needed to overwrite the existing figures. 

 

3. MRT/ Actual v Budget worksheet: the budget figures can be manually entered in Column D or 

there is an option to import from populated stand-alone budget template. The import is the 

best option because it will also import previous year figures to allow for period comparatives.  

To import the budget: 

4. To import the budget, go to the ‘Actual v Budget’ worksheet in the MRT file and 

click the ‘Import Budget’ button.  

 

5. A message will appear asking if you are sure you want to run the routine. Click ‘Yes’ to run or 

‘No’ to exit the routine. 

 

6. Browse to the budget template, select the file 

and click open.  

 

7. A message will appear saying the budget has 

been imported successfully. The figures will import into 

budget column D and column I from row 6 down. 
 

 



FSSU Monthly Reporting Template Manual  Section 4: Budget 

 

4.3 Review Actual v Budget reports 
1. The Budget report is a comparison per category of year to date actual versus budget. The 

budget figures were estimated based on current information previous experience and plans for 

the year. The actual figures accumulate as income and expenses are entered. 

 

2. The Period report is a comparison per category of the rolling period 

actual versus period prior year actual. Select a month or full year from 

the drop down to update the figures to compare the current year 

actual to the prior year actual to view the differences.  

4.4 Review Budget Summary and Graph 
1. The budget summary is a comparison per category of year to date actual versus budget. 

 

2. The orange section are the imported budget figures and green are the actual year to date 

amounts. These actual amounts will increase as you enter transactions into the income and 

payment sheets. The summary allows to track Actual v Budget differences and to easily gauge 

the differences between the two comparatives. 

 

 

3. In order to determine the difference or variance between the budgeted and actual value, we 

have a budget vs actual chart. With this target chart. 

 
Actual figures are the green filled bars that you see in the chart and will grow as you enter data. 

Budget figures are represented by the horizontal orange target lines. 

4.5 Budget Reports 
1. To print reports, click on the buttons within the Actual v Budget worksheet.  
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5.1 Entering Opening Reserve 
 

1. Transferring reserve balances from one year to the next can be done once, the August bank 

reconciliation for the previous year’s Monthly Reporting Template is complete. 

 

2. The closing bank balances of the previous year’s August reconciliation are the same as the 

opening bank balances for September 1st in the new financial year. 

 

3. Cheques that were still not cashed in the previous year’s August bank reconciliation, should 

be reviewed to determine if they need to be written off or cancelled. Make your 

accountant aware of these cheques because the accountant will do a yearend adjustment. 

 

4. Cheques that are still valid need to be transferred to the new financial year.  

 

5. The total amount of valid cheques is entered in the September bank reconciliation in the 

prior year cheque section under the relevant bank.  

 

 

6. The opening balances are entered in the September bank reconciliation and that total 

minus prior year cheques populates the balance brought forward from the previous year. 

 
 

7. The next step is to transfer the reserve from the previous year to this financial year. 

8. Go to the ‘Bank Summary’ worksheet in the previous year and refresh the reports by 

selecting ‘Year to date’ in the dropdown. This will refresh all the reports in the bank 

summary worksheet. 
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9. Copy the balance remaining – new reserve figures from the previous year to the reserve in the 

new financial year. This can be manually entered or pasted into the yellow cells. 

 

10. The closing reserve amount should be the same as your opening reserve amount which is the 

same as the opening bank balances minus prior year cheques.  

11. If you are new to the Monthly Reporting Template, breakdown the ringfenced grant initially and 

then look at the general funding reserves.  

12. A balancing figure can be 

entered under Capitation 

because this money will 

be used in the running 

costs and both the 

reserve amount and the 

grand total should match 

to get an accurate 

reflection of grant 

balances. 

13. Receipts, payments and 

balances for this financial 

year are populated 

automatically. 
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5.2 Departments 
1. Default departments are pre-set in the grant analysis reports. Each category selection in the 

income and payments worksheets will default to a predetermined department. A list of these are 

displayed when you hover over each department.  

 

2. The grant analysis is a condensed listing by department of the reserve, receipt, payments and 

balance. 

 

3. The Income analysis is a more detailed report by department and by categories associated with 

each income entered. 

 

4.  The Expenditure analysis is a more detailed report by department and by categories associated 

with each payment entered. 

 

5.3 Running and Rewinding Reports 
1. There are three reports that update when the reports are refreshed. 

 
2. To update the reports, select a month in the dropdown or Year to date to report on all entries in 

the Income and payments worksheet to date. 

 

3. The selection in the dropdown will activate a refresh of the reports. 

 

4. To rewind to a specific monthly period, select the month on the dropdown and the reports will 

update from September to the month of selection.  

 

5.4 Printing Reports 

1. Select the print buttons to print the relevant report.  
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6.1 Bank Reconciliation Statements 
1. The bank reconciliation for each of the banks named in the Monthly Reporting Template must be 

reconciled each month. 

 

2. The bank reconciliation reports must be included as part of the reports for the Board. 

 

3. To print the bank reconciliation there is a print button on top of each of the 

payment worksheets. 

 

4. The bank reconciliation statement should be signed by Treasurer and Chairperson. The Chairperson 

can nominate another board member in their absence. 
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6.2 Income and Expenditure 
1. Go to ‘Monthly Income & Exp. Reports’ worksheet.  

 

2. The income and expenditure report summaries the school’s activity for the year on a category and 

monthly basis. This report should be included as part of the reports for the board. 

 

3. To rewind the report to a specific period, select a month from 

dropdown and the report will condense to the month selected.  

 

4. To hide zero values in the total column to make the report more reader 

friendly, hit the ‘HIDE ROWS’ or ‘UNHIDE ROWS’ button to view all values.  

 

 

5. To print the income and expenditure report, click on the 

print button.  

 

Income and Expenditure Monthly Reports 

6. The monthly income and expenditure report summaries the school’s activity for the period selected 

in the dropdowns.  

 

7. To isolate a period, select the specific month from the dropdown to get a 

single month compared to a year to date amount.  

 

8. The selection in the dropdown will populate a monthly report of income and expenditure and will 

also update the capital and reserves report to the month selected.  

 

 

 
 

9. To print the monthly income and expenditure report, click on 

the print buttons.  

 

6.3 Capital and Reserves 
1. The capital and reserves report would be populated and printed the same 

way as the income and expenditure reports only if you have income and 

expenditure that is of a capital nature otherwise, these reports will be blank.  
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6.4 Actual v Budget 
 

1. Go to the ‘Actual v Budget’ worksheet. 
 

2. The Budget reports in the Monthly Reporting Template are laid out in line with the stand-alone 
Budget file and the Chart of Accounts, starting with Department of Education income.  

 
3. The budget figures can be manually entered in the cells or there is an option to import if the budget 

template has been completed and confirmed. These budget figures were estimated based on 
current information previous experience and plans for the year.   

 
4. To import the budget, click on the ‘Import’ button.  

 
5. A message will appear asking are you sure you want to run the 

routine. 
6. Click ‘Yes’ to continue of ‘No’ to exit the routine. 

 
7. Browse to budget template file and select ‘Open’. 

 
8. A message appears saying the budget has been imported successfully.  

 
9. To generate accurate period comparisons, you must ensure that the full previous year’s MRT has 

been imported into the budget file. 
 

10. The figures will import into Budget report column D from row 6 down. The import option will 
populate the Budget and the Prior Year columns.  
 

 

 
11. The budget summary and the graph are populated automatically, the values are grouped into 

income and expenses based on the Chart of Accounts.  
 

12. To print the budget reports, click on the buttons below: 
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6.5 Bank Summary  
 

1. The bank summary reports are very useful for tracking grant balances per department.   
The reports allow you to quickly see which areas are doing well against school grants and which 
areas aren’t.  

 

2. There are three reports that update when the reports are refreshed. 

 

3. To update the reports, select a specific month in the dropdown or ‘Year to date’ to report on all 

entries in the Income and payments worksheet to date. 

 
4. The selection in the dropdown will activate a refresh of the reports. 

 

5. To rewind to a specific monthly period, select the month on the 

dropdown and the reports will update from September to the month 

of selection.  

 

6. To print the various reports, click on the buttons below:  
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6.6 Cashflow 
1. The cashflow statement tracks the inflow and outflow of cash during a monthly period. 

2. To print the cashflow statement click on the button.  

 

6.7 Receipt Transactions 
1. The ‘Receipt Transaction’ worksheet allow you to generate numerous reports by bank, date range, 

description and/or category.  These reports are the most detailed per transaction. 

Bank Report 

2. Reporting by ‘Bank’, select required bank from the drop-down list. 

  
 

 

 

3. To filter on the bank selection, click ‘Filter Data’ button.  

 

4. To report on the filtered criteria, click ‘Report’ button.   

 

5. The worksheet will open to ‘Receipts Report’ to view the report that has been generated based on 

the criteria enter in the ‘Receipt Transaction’ worksheet.  

 

6. The print the report, click on the ‘Print Report’ button.  

Date range report 

7. Filtering and reporting between specific dates, enter the date range in the start and finish cells.  

 
 

8. To filter on date range, click ‘Filter Data’ button.  

 

9. To report on the filtered criteria, click ‘Report’ button to open the ‘Receipt 

Report’ worksheet with the extracted data shown in the report. 
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Description reporting 

10. Filtering and reporting by description using the Asterix (*) enables subcategory reporting on 

specific transactions that have consistent data entry. An example of this would be ‘DEIS’ report. 

 

11. If ‘DEIS’ or your key word is consistently entered in the description, then enter your key word in the 

description cell with the Asterix (*) at the beginning and end of the characters with no spaces. 

 
 

 

12. To filter on the subcategory, click ‘Filter Data’ button.  

 

13. To report on the filtered criteria, click ‘Report’ button.   

 

Category reporting 

14. Filtering and reporting by category, enter a couple of characters to activate the searchable 

dropdown and select the required category.  

 

15.  To filter by category, click ‘Filter Data’ button.  

 

16. To report on the filtered criteria, click ‘Report’ button.   

 

17. Select one or more criteria to filter and report by multiple entries and follow the same sequence to 

filter and report: 

 

 
 

 

18. To clear the selection and start afresh. Click the ‘Clear Selection’ button.  

19. To print the reports that have been filter. Click the ‘Print Report’ button in the ‘Receipts Report’ 

worksheet. 

  



FSSU Monthly Reporting Template Manual  Section 6: Reports 

 

6.8 Payment Transactions 
1. The ‘Payment Transaction’ worksheet allow you to generate numerous reports by bank, date 

range, description and/or category.  These reports are the most detailed per transaction. 

Bank Report 

2. Reporting by ‘Bank’, select required bank from the drop-down list. 

  
 

 

 

3. To filter on the bank selection, click ‘Filter Data’ button.  

 

4. To report on the filtered criteria, click ‘Report’ button.   

 

5. The worksheet will open to ‘Payments Report’ to view the report that has been generated based on 

the criteria enter in the ‘Payment Transaction’ worksheet.  

6. The print the report, click on the ‘Print Report’ button.  

Date range report 

7. Filtering and reporting between specific dates, enter the date range in the start and finish cells.  

 
 

8. To filter on date range, click ‘Filter Data’ button.  

 

9. To report on the filtered criteria, click ‘Report’ button to open the ‘Receipt 

Report’ worksheet with the extracted data shown in the report. 

Description reporting 

10. Filtering and reporting by description using the Asterix (*) enables subcategory reporting on 

specific transactions that have consistent data entry. An example of this would be ‘DEIS’ report. 

 

11. If ‘DEIS’ or your key word is consistently entered in the description, then enter your key word in the 

description cell with the Asterix (*) at the beginning and end of the characters with no spaces. 
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12. To filter on the subcategory, click ‘Filter Data’ button.  

 

13. To report on the filtered criteria, click ‘Report’ button.   

 

Category reporting 

14. Filtering and reporting by category, enter a couple of characters to activate the searchable 

dropdown and select the required category.  

 

15.  To filter by category, click ‘Filter Data’ button.  

 

16. To report on the filtered criteria, click ‘Report’ button.   

 

17. Select one or more criteria to filter and report by multiple entries and follow the same sequence to 

filter and report: 

 
 

 

18. To clear the selection and start afresh. Click the ‘Clear Selection’ button.  

19. To print the reports that have been filter. Click the ‘Print Report’ button in the ‘Payments Report’ 

worksheet. 
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6.9 Multiple Report Selection 
1. To launch the ‘Multiple Report Selection’ form click on the button and the window below appear: 

 
2. To generate a report on multiple categories. Select the category from the dropdown and then click 

on ‘Add to Selection’, this will be added to the ‘Category Selection’ field. 

 

3. Continue adding to selection until the categories required are listed in ‘Category Selection’ field. 

 

4. To run and report on the selection, click ‘Run Selection’ and the ‘Exit’ to view the filtered data. 

 

5. To report on the filtered criteria, click ‘Report’ button.   

 

6. To print the Click the ‘Print Report’ button in the ‘Receipts Report’ worksheet. 

 

7. To generate a report on multiple banks. Follow the same steps as above 1 – 6. 

 

8. To generate an instant Capital report or an instant Non-Capital report. 

 

9. Click on the buttons and then 

exit to view the filtered data. 

 

10. To generate a report between values. Enter an amount from and an amount to 

 

11. Exit to view the data and hit the report button to generate a printable report. 
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7.1 Checklist 
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9.1 Chart of Accounts  
The FSSU have created a standardised Chart of Accounts (link to file below) that will be used as the 

basis for the submission of accounts. 

Chart of Accounts - FSSU 

 

9.2 Chart of Accounts Suggestions 
There are several documents to assist with categorising items of income and expense, these are 

available on our website and a more detailed document can be email upon request. 

Suggested-use-of-COA-categories-for-schools.pdf (fssu.ie) 

 

9.3 Bank Summary Default Breakdown 
The bank summary breakdown shows the department default list that each of the category default to 

upon selection. This is available upon request by email.  

 

9.4 Petty Cash Template 
This file is used on it’s on or in conjunction with the Monthly Reporting Template. There are training 

videos and file available on our website. 

Recording Petty Cash - FSSU 

 

9.5 Budget Template 
This file is used on it’s on or in conjunction with the Monthly Reporting Template. There are training 

videos and file available on our website. 

School Budget Template - FSSU 

 

https://www.fssu.ie/primary/external-accountants-auditors/school-accounts/chart-of-accounts/
https://www.fssu.ie/app/uploads/2023/10/Suggested-use-of-COA-categories-for-schools.pdf
https://www.fssu.ie/primary/training/fssu-training-videos/recording-petty-cash/
https://www.fssu.ie/primary/training/fssu-training-videos/school-budget-template/

