


Internet Browser
Please note that our online portal cannot be accessed with Internet Explorer.

Instead of using Internet Explorer, please download one of the following
browsers:

eeeco

Microsoft Mozilla Foundation Google Opera Software

Engagement Partner Page 2 to Page 13
The Engagement Partner is the main point of contact in an accountancy firm.
This person has authority to assign permissions to an Additional User.

Additional User Page 14 to Page 22
An Additional User is an individual who has been given permissions to make a
submission by the Engagement Partner of the firm.


https://www.microsoft.com/en-ie/windows/microsoft-edge
https://www.mozilla.org/en-US/firefox/
https://www.google.com/chrome/
https://www.opera.com/

Engagement Partner
The Engagement Partner is the main point of contact in an accountancy firm,
who has authority to assign permissions to an Additional User.

1. Follow the icon on the homepage to access the Login Page
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Home ~

Gaeilge | AboutUs | Guidelines

Search

External Accountants / Auditors Publications

CONTACTUS

Financial Support [JEESTYPY A0
Services Unit

FSSU Guidelines -  Boards of Management ~

I Search

Help -

Help with VAT/ RCT Help with Payroll Help with Templates

Training ~

How to complete a VAT Return

Step by Step

How to complete an RCT Return

Step by Step

How do | register for VAT

Revenue Guidelines for Board of

® ©®© ® ©

Management

@ Holiday and Bank Holiday

Entitlements
@ Self Employed v Employee
@ Overview of PAYE Modernisation
@ Payments to Schools Personnel

@ Keeping Payroll Records

@0 0 o

Where do | begin recording day to

day transactions?

How to complete a Budget

Template

How to record cash receipts

How to record petty cash

2. Click Login

& New Praclice Registration




3. Click Request Password

Financial Support
Services Unit

@ FSSU

Request Password

What is 8 + 37

4. Enter the Email Address Registered with FSSU and click Submit

Request Password for Access

Please Enter Email Address Registered with FSSU.

Jith FSSU

You will receive the following message. Click OK.

Thank You

A password has been sent to the email address specified

If you have not received an email in the next 5 minutes check both your clutter and junk inbox
If no email ammves after more than 5 minutes elapse, please re-submit your email address

If no email amrives please contact supporti@fssuie




5. Go to your email Inbox to access your Password.
Follow the Click here to access portal link

As reguested, please find below your password for the FSSU portal.

For security reasons this password will expire in 72 hours after which you will need to send another password request from the login screen by clicking 'Request
Password'.

Access to the portal is now available using the email address you have provided and the password below.

PRI

Click here to access portal
If you have difficulty accessing the portal please email support@fssu.ie

Financial Suppert Services Unit

6. Login using your Username and Password

e Your Username is the email address you used to access your Password
e Enter the Password that was emailed to this account

e Enter the result of the equation in the third box.

e Click OK.




7. You must confirm you hold a Current Practicing Certificate and Current
Professional Indemnity Insurance to progress.
If you do not you may not make a submission on behalf of a school.
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8. Slide the Green Tab to confirm and click Confirm Details

2018 / 2019 School Year

Submissions will only be accepted from holders of both a current Practicing Certificate and Professional Indemnity Insurance.

Please confirm that both are in place.

Current Practising Cert:

Current Professional Indemnity Insurance:
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Engagement Partner Settings Landing Page

Update Practice Details as necessary

ractice Detais

Practice Details
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(28] Active School(s)

Update Engagement Partner as necessary
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janebrownedaccountant.com

Use School Link to search for schools or add schools

School Link

Roll Number: Schoal Name:

School Type: Status:

School Type Waiting for Activation

To fink & School Please enter the schools’ Roll Number and press Save’ If you
link @ School in this screen it is automatically set to status ‘Waiting for Activation'
The FSSU needs to Activate this school before you can administer its accounis.
‘You will recieve an email confirming activation.




Under User List user can add or remove school access

Firuar ial Boapemait
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New User Window

Add New User

First Name:

First Name

Engagement Partner:




9. You will be brought to the User Details page where you can view all Schools
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The Filter button allows you to filter schools by Submission Status

Filter Schools

Find By Roll Number:

You can use the below tabs to view schools by Primary School, Voluntary
Secondary School or Community and Comprehensive School

@ Click Here to Update Practice Details, Link School(s) or Edit User(s)

% FSSU

User Details  Primary Schoolfs) ~ Voluntary Secondary School(s)  Community and Comprenhensive School(s)




10.Select the relevant school by double clicking on the School Roll Number or
School Name

[5] Primary Schoclis) Qutstanding and In Progress
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11.Pop Up Advice — Click Confirm to begin submission
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12. Begin by entering the School Details
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13. Complete the Trial Balance including:
e Fixed Assets
e (Current Assets
e Current Liabilities
e Capital & Reserves
e Income
e Expenditure

10




14.Complete the Charities Regulator Report
Registration with the Charities Regulator is mandatory for all schools

-

Services Unit

User Details School Details Fixed Assel Current Asset Current Liability Capital & Reserves Income Expenditure Charities Regulator Final Accounts Upload

Charities Regulator Report

Registered Charity Number (RCN): Total School Income: Total School Expenditure:
€ €
Total Salary Amount paid by the Board of Management: Number of Employees paid directly by the Board of Management:
N _ _
As per the board of ion d t by the board of and provided to us, the board
confirms that the Trustee details for the school are registered correctly with the CRA

As per the board of i by the board of and provided to us, the board D
confirms that, where applicable, the Income and Expenditure and bank balance of the Parents Association and/or Student Council
are included in these accounts.

Indicate the number of individuals who have volunteered for the board and the school during the reporting year
Please Select v

7110 Mandatory Fields Ouistanding Final Accounts Not Uploaded € -37679 . 5540

15. Complete Final Accounts Upload
Click on Upload / Remove Final Signed Accounts Document

“

User Details School Details Fixed Asset Current Asset Current Liability Capital & Reserves Income Expenditure Charities Regulator Final Accounts Upload

Final Accounts Upload

Please Upload Final Signed Accounts in PDF Format (Max size 10MB)

Please note that uploading Final Signed Accounts is not the end of the pracess. You still need to click ‘Submit’ once all the mandatory fields are completed.

To ensure full compliance with the financial reporting obligations of the Department of Education and Skills, please ensure that the financial statements have been physically signed. not type signed by the Chairperson and another Board Member
Please note in VSS schools the Principal is not a member of the board of management.

A Upload / Remove Final Signed Accounts Document.

Click on Click to browse and select file and select relevant files

Final Accounts Upload
PDF Document Only - 10MB Max Document Size

® Delete Attachment(s)

Click to browse and select file

11



Chosen document will appear. Click Save Attachment

Final Accounts Upload
PDF Document Only - 10M8 Max Document Size

® Delete Attachment(s)

SchoolAccounts.pdf

#» Save Attachment

Saved Documents can also be removed

Delete Attachment(s)

Are you Sure you Want to Delete Selected Attachment(s)?

16. Once your School Accounts are ready to submit all buttons will have turned
to green and your Trial Balance will have balanced

“_

UserDetails  School Details  Fixed Asset ~ CurrentAsset  CurrentLiabiity ~ Capital & Reserves  Income  Expendire  Charities Regulalor  Final Accounts Upload

Final Accounts Upload

Please Upload Final Signed Accounts in Microsoft Word or PDF Format (Max size 10MB)
To ensure full compliance with Section 18 of the Education Act 1998 please ensure that the financial statements have been physically signed. not fype signed by the Chanparsan and another Board Member.
Please note in VSS schools the Principal is not a member of the board of management.

Final Signed Accounts Document Uploaded

Document Uploaded TEST1 Accounts.docx

i) S €= _

12



17.Confirm your Submission by clicking on Submit

Confirm Submit
Are you Sure you Want to Submit School Data?
By clicking submit, | confirm that the figures submitted are the final financial accounts as approved by the Board of Management/Govemors.

1350 confirm that by submitting these data that the Board of Management have approved the transfer of the relevant information contained in this submission to the Charities Regulator and the Gentral Statistics
Office, torsatisfy the annual reporting obligations.

Once your accounts are submitted the Submit button can't be re-clicked and
data becomes read only
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18. A confirmation email will be forwarded on completion:
Confirmation of Submission of Financial Accounts for 2018 / 2019

e A confirmation email will also be sent to the Secretary to the Board of
Management of the school

e A confirmation email will also be sent to the FSSU

13



Additional User
An Additional User is an accountant who has been given permissions to make a
submition by the Engagement Partner of the firm.

1. You will receive an email notifying you that you have been set up on the
Accounts Portal

To: Jane Browne <janebrowne @accountant.com>
Subject: FSSU Accountants User Activation

Dear Ms Jane Browne,

You have been set up to use our Accounts Portal. Your details are listed below.

Name: Jane Browne,

Username: janebrowne@accountant.com

Password: Request from Portal

To request your password please browse to www.fssucloud.net and click 'Request Password'.

2. Login using your Username and Password
e Your Username is the email address you used to access your Password
e Enter the Password that was emailed to this account
e Enter the result of the equation in the third box.
e Click OK.

Financial Support
Services Unit

@ FSSU

Request Password

Email Address

14




3. You will be brought to the homepage where you can view all Outstanding &
InProgress Schools
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The Filter button allows you to filter schools by Submission Status

Filter Schools

Find By Roll Number:

You can use the below tabs to view schools by Primary School, Voluntary
Secondary School or Community and Comprehensive School

(@ "o suwoect G Click Here 1o Update Practice Details, Link Schoolis) or Edit User(s)
Services Unit

Primary Schoolfs) ~ Voluntary Secondary School(s) ~ Gommunity and Gomprenhensive School(s)

15




4. Select the relevant school by double clicking on the School Roll number or
School Name
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5. Pop Up Advice — Click Confirm to begin submission

Before you make this submission

Please have the following infermation to hand before starting this submission.

1. Anpdf copy of the approved Beard of Management annual accounts for the year of the
submission. Please ensure that the accounts have been signed by the chairperson
and another board member. Note: in V88 schools the Principal is not a member of the
board of management.

The final Trial Balance which will be prepared in accordance with the FSSU's Chart of
Accounts. The Trial Balance must reflect all school bank accounts including the
Parent's association bank account or any other financial institutions accounts
operated by the board.

The Board of Management's Registered Charity Number (RCN) as issued by the
Charities Regulator. Submissions will not be accepted from Boards who are not
registered with the Charities Regulator.

Acopy of a confirmation letter completed by the Board of Management. This letter will
allow the external accountant/auditor to file data to the online portal which is required
from Boards of Management by the Charities Regulator and the Central Statistics
Office.

+ Continue

6. Begin by entering the School Details
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7. Complete the Trial Balance including:
e Fixed Assets
e (Current Assets
e Current Liabilities
e (apital & Reserves
e Income
e Expenditure

8. Complete the Charities Regulator Report
Registration with the Charities Regulator is mandatory for all schools

@,
023 [ ]

Services Unit

User Details School Details Fixed Asset Current Asset Current Liability Capital & Reserves Income Expenditure Charities Regulator Final Accounts Upload

Charities Regulator Report

Registered Charity Number (RCN): Total School Income: Total School Expenditure:
€ €
Total Salary Amount paid by the Board of Management: Number of Employees paid directly by the Board of Management:
€ 1,000 20
As per the board of ion document by the board of and provided to us, the board
confirms that the Trustee details for the school are registered correctly with the CRA

As per the board of irmation document by the board of and provided to us, the board
confirms that, where applicable, the Income and Expenditure and bank balance of the Parents Association and/or Student Council
are included in these accounts.

Indicate the number of individuals who have volunteered for the board and the school during the reporting year

9. Complete Final Accounts Upload

Click on Upload / Remove Final Signed Accounts Document

“

User Details School Details Fixed Asset Current Asset Current Liability Capital & Reserves Income Expenditure Charities Regulator Final Accounts Upload

Final Accounts Upload

Please Upload Final Signed Accounts in PDF Format (Max size 10MB)
Piease nofe that uploading Final Signed Accounts is not the end of the process. You still need to click ‘Submit’ once ail the mandatory fields are compieted.

To ensure full compliance with the financial reporting obligations of the Department of Education and Skills, please ensure that the financial statements have been physically signed, nottype signed by the Chairperson and another Board Member.
Please note in VSS schools the Principal is not a member of the board of management.

#& Upload / Remove Final Signed Accounts Document

17



Click on Click to browse and select file and select relevant files

Final Accounts Upload
PDF Document Cnly - 10MB Max Document Size

® Delete Attachment(s)

Accounts18_19.pdf

#£» Save Aftachment

Chosen document will appear. Click Save Attachment

Saved Documents can also be removed by clicking Delete Attachment

Final Accounts Upload
PDF or Word Format 10MB Max

Click 1o browse and select file

18



Click Close or Submit

Final Accounts Upload
PDF Document Only - 10MB Max Document Size

® Delete Attachment(s)

Document Name Document Size

‘Accounts18_19 pdf 258842kh

Click to browse and select file

Confirm Submit

Are you Sure you Want to Submit School Data?
By clicking submit, | confirm that the figures submitted are the final financial accounts as approved by the Board of Management/Govemnors.

| also confirm that by submitting these data that the Board of Management have approved the transfer of the relevant i i in this
Charities Regulator and the Central Statistics Office, to satisfy the annual reporting obligations.

19



10. Once your School Accounts are ready to submit all buttons will have turned
to green and your Trial Balance will have balanced

(@ Financial suson
Services Unit

2%, FSSU
&

UserDetails  School Details

Final Accounts Upload

i) €=

Please Upload Final Signed Accounts in Microsoft Word or PDF Format (Max size 10M8)

To ansure full compliance with Saction 18 of the Education Act 1998, pleasa ensurs that the financial statements have been physically signad, ot type signad by the Ghairpersan and anather Board Member.
Please note in VSS schools the Principal is not a member of the board of management

Final Signed Accounts Document Uploaded

Document Uploaded TEST1 Accounts.docx

“_

Fixed Asset  CumentAsset  CurrentLiabiity ~ Capital & Reserves  Income  Expenditure  Chariies Reguiator  Final Accounts Upload

11.Confirm your Submission by clicking on Submit

Confirm Submit

Are you Sure you Want to Submit School Data?
By clicking submit, | confirm that the figures submitted are the final financial accounts as approved by the Board of Management/Governors.

1 also confirm that by submitting these data that the Board of Management have approved the transfer of the relevant information contained in this submission to the Charities Regulator and the Central Statistics

Office, torsatisfy the annual reporting obligations.
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12.You will see this message Click OK

Accounts Submitted Successfully

Thank Youl Your submission was successful
A confirmation email will be sent to you, the Engagement Partner and the Secretary of the Board of Management.
You will be contacted if there are any queries/amendments required.

If you have any further queries, please contact suppori@fssu.ie

Once your accounts are submitted the Submit button can't be re-clicked and
data becomes read only
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13. Upon completion you will receive a confirmation email

Confirmation of Submission of Financial Accounts for 2018 / 2019 for Roll Number:
10015T

To Jane Browne & Co,

On 13/09/2019 14:55:10 the FSSU received a financial submission for the school year 2018 / 2019 for
school Sample School 11 with roll number: 10015T.

This submission fulfils the financial reporting obligations of the Department of Education & Skills, the
Charities Regulator, the Charities Act 2009 and the Central Statistics Office.

Please find attached a full copy of this submission for your records.
Kind Regards,

Financial Support Services Unit

2% FSSU

. Financial Support
Services Unit

e A confirmation email will also be sent to the Secretary to the Board of
Management of the school

e A confirmation email will also be sent to the FSSU

If you require any assistance, please call the FSSU Support Line 01 910 4020

or email support@fssu.ie

2% FSSU

. Financial Support
Services Unit
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