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Community & Comprehensive Schools

Entering the budget on Surf Accounts for the year ended 31 August 2020

In accordance with the Governance Manual for Community & Comprehensive Schools,
the board of management are advised to prepare an annual budget each school

year.

The School Budget for 2019/2020 should now be imported.

1. On the left panel, click Settings.
2. The Settings page appears. Under the DATA heading, click Imports.
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3. The Data Import page appears. Tick Monthly Budget Import and click Next.



Data Import

| @ Quick tip Detailed help

Select the type of the file you wish to import
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Monthly Budget Option

4. The Data Import screen for Monthly Budget Import page appears. Click
Template to download the required excel format to your machine and save
the document.

Data Import > Monthly Budget Import

| © Quick tipDetaile

To import Monthly Budget Data into Surf Accounts you must use the followi
Import Button. If there are any issues with the import file the information wi

d then you must fix the problems and re-import.
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Template Link

5. Within the excel template, you can enter multiple nominal codes and their

corresponding budget values.
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You can copy the information from the budget template that was submitted to

the department.

The fields should be completed as follows:

Code: The Nominal Account code /number.

Period 1: Total € amount budgeted for the full year. Note income values (codes
3000-3899) should be a entered as a minus(-)

Once you have completed the import template save the changes.

6. From the data import template page choose the file and select the period you
are importing the budget to.

Data |mp0rt >Monthly Budget Import

To import Monthly Budget Data into Surf Accounts you must use the following Template (click on link to download). Once you have filled in the information select your file below and press the
Import Button. If there are any issues with the import file the information will net be imported then you must fix the problems and re-import.
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If you have started Surf Accounts pre-31st of August 2019 and have not yet
performed your year end, you should select to import the template for the
‘future period’.

If you have started Surf Accounts from the 15t of September 2019 or have
started Surf Accounts pre-31s* of August 2019 and have performed your year-
end select the ‘current period’.

Select “AOD” for the department.
Then select ‘Import’.

7. If you have the budget broken down between departments and wish to
compare different department income and expenditure against budget you
will need to prepare a separate import template for each department. After
each department balance has been imported the remaining balances should
be entered under “AOD”.

This is not required for the board of management reports recommended by
the FSSU and is at the discretion of the school.

8. Once the budget has been imported you can view it by going to the ‘General
ledger’ module > ‘Chart of Accounts’. Click on the green ‘Budget’ button and
select either ‘Current Period-Monthly’ or ‘Future Period-Monthly’ depending on
what period you selected when importing.



Code

Income

3010

3011

Income and Expenditure Account

Chart of Accounts [IEEER I 20 S 2D

Current Period - Annual

Description

Current Period - Monthly

Future Period - Annual

Future Period - Monthly

Income Department Grants

Non Pay Budget

Other grants

Debit

500.00

Suppress Zero | Search

2020

Credit

2,208.25

Debit

2,200.00

2019

92,5

Budget view

9. If you need to edit any of the amounts entered you can select the relevant cell

and overtype the figures.

Code

3010

301

3020

3030

3050

3150

3170

3190

3200

3210

3220

3230

3240

3255

3270

3275

Description 2020
Non Pay Budget 0.00
Other grants 0.00
DEIS Grant 0.00
Non Teachers Pay Budget 0.00
Support Services Grant 0.00
Book Grant 0.00
Special Subject Grant 0.00
JCSP Grant 0.00
Transition Year Grant 0.00
Leaving Cert Applied Grant 0.00
Grant for Traveller Students 0.00
Computer / IT Grant 0.00
Supervision/Substitution 0.00
SEC Exam Income 0.00
Sports Complex 0.00
Minor Works Grant- Non Capital 0.00

Enter Current Year Monthly Budget m m

Total Sep 19 Oct 19
-161,250.00 -161,250.00 0.00
0.00 0.00 0.00
0.00 0.00 0.00
0.00 0.00 0.00
-66,000.00  -66,000.00 0.00
-13,000.00  -13,000.00 0.00
0.00 0.00 0.00
0.00

0.00
0.00
-402.00 -402.00 0.00
0.00 0.00 0.00
-3,538.00 -3,538.00 0.00
0.00 0.00 0.00
0.00 0.00 0.00
0.00 0.00 0.00

-

Nov 19

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

Dec 19

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

DEP AOD-Alli v

Jan 20

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

0.00

Feb ]

0.

0.

0.4

0.4

0.4

0.4

0.4

0.

0.0

0.

0.

0.

0.4

10. The budget can also be input manually by entering the figures in the
September column as shown above.

11. The budget will appear in the Income and expenditure report. For board of
management reporting the income and expenditure report should always be
printed from September to the year to date i.e. if reporting up to the end of
January the Income and expenditure report should be printed for the period

September to January.

Further information or clarification on any of the issues raised in this guideline can be
obtained from the FSSU.

Tel: 01-269 0677

info@fssu.ie
11t October 2019
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