
Welcome to this FSSU 
training Webinar



Key Points for finalising the Year 
end Accounts in Surf

BOM

Income & Expenditure 

Balance sheet Reports

Nominal activity

Suppliers

Accruals

Ringfenced 
Grants

VAT

PAYE

Bank Balances

Fixed Assets

Digital Grant

ICT Grant

Breda Murphy 

Accounts support & 

training



Webinar
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Learning points of this webinar

1. Introduction – Keeping SURF up to date & 

getting organized for the Year end

2. What is new and what is important for the 

August accounts preparation 

3. Key tasks in finalizing the August Accounts

4. Other likely accountant queries

5. Summary & Latest Surf News
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Introduction
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BOM

Income & 
Expenditure 

Balance sheet 
Reports

Nominal activity

Suppliers

Accruals
Ringfenced 

Grants

VAT

PAYE
Bank 

Balances

Fixed 
Assets

Digital 
Grant

ICT Grant

August Accounts preparation – it is the same process as 

any other month

But it is the end of the Financial Year so the accounts 

require a little extra attention to detail

The FSSU Year end Guideline provides a detailed step by 

step approach to the Year end Accounts preparation 

process. 

This webinar will outline some of the key tasks for finalising 

the August Accounts & provide guidance on gathering the 

supporting Year end paperwork for the school Accountant.



SURF Accounts – Accounts Preparation & Organisation
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 Bank Recs

Suppliers 

ledger
Balance 

sheet

Ringfenced 

grants

Covid Refund

Calculation

Income  22/23

Income & 

Expenditure 

report

Review

List

Income in 
advance

PaperworkInvoices

SURF
Calculation

Templates

Journals

(If u wish)

Dept 
Reports

Accountant
Y/E 
File

Accountant will finalise the Year end journal adjustments

❖ Update Surf promptly & accurately

❖ Open a Year end file for all supporting paperwork

❖ Time reviewing the accounts is time well spent



2. Income & Expenditure Account August 2022
FSSU Financial Year end Guideline - 06
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1. What is new for 2021/2022?

❑ New once off Department Grants this year & 

reporting requirements

❑ Latest updates to the chart of accounts

2. What is important

❑ Code and record transactions in Surf carefully

❑ Review General Ledger for accuracy

3. Suggestions for reviewing the Income & Expenditure &  

general ledger reports for accuracy and completeness

4. Bank Reconciliations – Important for accuracy
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Income
Expenses



What is new for 2021/2022?
New Once off DE Grants for 2021/2022
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Grant Description    Payment Due    Notes    Surf

Nominal Code

Exceptional Minor Works Grant Funding Dec 2021 FSSU Guideline No 20 2021/2022

Supporting Enhanced Ventilation 

Department reporting

3905

2169 (Unspent)

The Digital Strategy Grant for ICT infrastructure Dec 2021 FSSU Guideline No 34 2021/2022

Department reporting crucial

3921

1461

2165 (Unspent)

Grant to address the digital divide and learners 

at risk of educational disadvantage 

Dec 2021 FSSU Guideline No 34 2021/2022

Create a department to be able to report to 

DE

3921

1461

2179 (Unspent)

School Library Book Capital Grant May 2022 FSSU Guideline No 32 2021/2022

Create a Department

3155 (Income)     

4641 (Expense)

2161 (Unspent)



Recording ICT & Digital Grants received

• Take care recording the Grants received in Dec 2021 in 
SURF

• A unique Department report will be required for each of 
these grants

Create a unique Department for the Digital Divide Grant in 
SURF separate from the ICT dept

This funding was secured through the EU NRRP Facility to 
address the digital divide 

schools will be required to submit a record of how the 
funding was utilised to address the needs of learners at risk 
of educational disadvantage through the digital divide in 
their school before the end of the school year. 
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A sample of New Nominal Codes
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Code Description

4640 Library Non Grant Funded Expense New nominal name

4315 Student Photocopying expenses New for Sept 1st

3380 Student Photocopying Income New for Sept 1st

1420 Capital: F&F &Equip B/Fwd New name relevant from 1.9.2022

1421 Capital: F&F &Equip ADDITIONS New code

1461 Capital: ICT Additions New Code

Update to FSSU Chart of Accounts FSSU Guideline No 40 2021/2022

& Guideline 2022/2023 0- 09



Income & Expenditure Account review
Checking for accuracy & completeness
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1. Monitor Total Income, Expenditure and Net Profit  V Budget V Prior Year – Is bottom line as expected?

2. These figures must be for the actual full financial year and relate to the day to day running of the school 

3. Compare actual to prior year & budget  on a line by line basis- remember that this years costs would be higher as school was 

open for full academic year compared with 2021

4. Look up general ledger report to ensure transactions have been posted to the correct codes, income to income codes / expenses

to expense codes / no netting out. Follow up debit balances on income codes

5. Review general ledger postings for completeness  – e.g. all payroll week numbers to week 35 + Revenue costs to Y/E

6. Check what is in “Other” & Reimbursable - School Income & expenses must go to their relevant code headings for consistency of 

school reporting. Also check repair codes for high value items that are potentially a capital expense

7. Check the general ledger that correct departments are assigned especially where the Dept report will be relied upon for 

calculations
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Income & Expenditure Account
Demo Data Summary (before review)

Current 
Full year Budget Prior 

Year Comments

Income 535,000 490,000 470,500
Unspent Grants

Covid Refund

Expenditure 441,000 488,000 465,100 PY (covid effect)

Net Profit 94,000 2,000 4,900
Bottom line – if its too 

good to be true?
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Capital V Repairs
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Structural

Long term Use

High Value Project – all costs

Day to Day 
maintenance 

expense

Annual 
Maintenance 
contract costs

Alarm 
servicing 
& repair

Call outs for repair of 
fire extinguishers

Boiler 
servicing
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Assets

Fixed 
Assets

Bank

Liabilities

Accruals

Capital 
Grants

Cap exp

Balance sheet



Review Bank Rec 
reports
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3. Key Tasks in finalizing the August 
accounts (Focus on Balance Sheet)



3. Finalising August Accounts - A closer review of Year end balances

August Accounts review to date

1. Review Income & Expenditure Report –

investigate anything unusual

2. Review general ledger activity 

3. Bank Reconciliation Reports review

4. Capital V Repairs – Review

Closer review of Year end Accounts for accuracy & completeness

Gathering information to ensure accounts reflect everything owed by 

the school at YE

Supplier’s ledger & Control Accounts

Future Years Grants/Income

A. Calculating Grants received in advance 

B. Ringfenced Grants & recording unspent amounts 

at Y/E 

C. Accounting for the Covid Refund

D. Recording Income in advance 

A  s t e a d y  a n d  m e t h o d i c a l  a p p r o a c h  t o  r e v i e w i n g  a c c o u n t s
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Aged Supplier Balances
Check for accuracy & Completeness

Aged 
Supplier 
Balances 

@ 31.8.2022

Include 
Supplier 

Invoices up to 
31.8.2022

Supplier 
Statements

Chase invoices

Follow up 
Debit balances
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Suppliers Ledger/
Accruals review

Record all purchase invoices up to 

31.8.2022

In demo data, Invoice for 5,200 

relating to covid cleaning will 

impact refund calculation



Amounts owed to Revenue at Year end

Control Account balances

Ensure Supplier account and invoice 

are flagged as RCT in SURF: 

When you record the payment to the supplier,  

SURF will automatically post the RCT journal so you 

don’t have to

19
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Journal Template at Year end

Date : 31.8.2022

N/C Name Dr Cr

5310 Repairs 3,000

2260 VAT Control account 3,000

Payroll Journals up to week 35

Or

Record Revenue payment for 

August 2,500 in SURF @31.8.2022 

Record Journal entry in SURF to reflect all VAT due at 

31.8.2022



Building Confidence using SURF Accounts

Future Years / Balance sheet balances

BOM

Income & Expenditure 

Balance sheet Reports

Nominal activity

Suppliers

Invoices 

Calculations

Journals 

Building confidence

Trial Balance 
@31.8.2022

Department 
Reports

List 

Income in 
advance 

Grants 
unspent

Identify Income/Grants 

relating to future Years

A. Grants received in 

advance

B. Ringfenced / 

unspent

C. Covid Refund

D. Income for 22/23



August 2022 Demo Accounts
Accounting for ringfenced Grants
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Must bring 

forward 

unspent 

grants & 

monies 

relating to 

future years

Grant 

income 

should = 

grant 

expense



A. Grants Received 
in advance

Book Grant: received in June 22 is for the school year 2022-23 

and should be coded to 2151 Book grant received in advance. 

Any payment for books or to parents for books for the next 

school year should be treated as prepayments.

Non-Pay Grant and Non Teaching Pay Grant: 1/3 of the grant 

received in July is for September 2022 and should be coded to 

2150 grants received in advance

SSSF: 50% of the grant received in June is for Sept/Oct and 

should be coded to 2150 grants received in advance

DEIS Grant: received in June 22 is for the school year 22-23 

and should be posted to 2152 - Deis grant received in 

advance.
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August 2022 Accounts
Accounting for Grants received in advance
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journal on 

slide 29 



B.Unspent Grants 
at Year End

Step 1: Calculate the amount of the grant unspent at the 

31.08.2022 (Income Less Expenditure) 

Step 2: Post a journal dated 31.08.2022 to transfer the unspent 

element to the balance sheet. 

Step 3: Post a journal dated 01.09.2022 to transfer the unspent 

element back to the Income & Expenditure report for use in 

the 31.08.2022 year

Financial Guideline 2022/2023-07 Year End on Surf Accounts 

– Appendix 2 contains a link to a worksheet to assist with the 

calculation of unspent grants at the year end.
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Journal entry 

outlined on slide 29



August 2022 Demo Accounts
Accounting for ringfenced Grants
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WORKSHEET: CALCULATION UNSPENT GRANTS 

GRANT INCOME EXPENDITURE Surplus/Deficit Comment

NOMINAL 

CODE

ENTER € 

AMOUNT

NOMINAL 

CODE

ENTER € 

AMOUNT
€

Book Grant 3150 17,600 Book Grant Expenses 4730 12,800 4,800

Book rental income 3330 Book rental scheme expense 4740 0

School Library Books Capital Grant 3155 17,800 School Library Books Capital Grant Expense 4641 0 17,800

Supervision & Substitution Grant 3240 3,538 Supervision & Substitution Expense 4150 3,538

Bus Escort Grant 3294 Bus Escort Salary Expense 4196 0

DEASP School Meals Grant 3296 DSP School Meals Food Costs 4912 0

Non Teacher Pay Grant 3030

NTPG - Clerical officers salaries 5010

NTPG - Caretakers salaries 6010

NTPG - Cleaners salaries 5110

NTPG - Pensioners salaries 7500

ICT Grant - Non capital ICT Grant Non-Capital Expense 4410

ICT Grant - Capital Capital: ICT 1460 0

Instructions:
Income: Review the Grant income nominal account on Surf accounts, to ensure the postings are correct. Enter the total amount of the grant received/carried forward into the current year in column D

Expenditure: Review the expenditure nominal account on Surf accounts, to ensure the postings are correct. Enter the total amount of the expenditure out of the grant for the current year in column F

Balance of Grant unspent: A formula has been entered here to automatically calculate the amount of the unspent grant. 



August 2022 Demo Accounts
Example of Single line journal in SURF
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Slide 25/26 

Slide 28 

Book grant 

unspent

Slide 27 



C.Covid Refund 
Calculation

1. Read the FSSU Guidelines on the Covid Refund

2. Covid Minor Works does not have to be refunded

3. Completeness & accuracy checks on the nominal postings to 

the expenditure codes are vital

4. Ensure that all costs incurred up to 31.08.22 but not yet paid are 

accrued. Don’t bring in Sept 2022 costs 

5. Use the Covid Grant reconciliation Template to calculate the 

COVID Refund

6. Print the final template for the Year end file to provide back up 

for the year end journals in Surf for any covid grants unspent

7. DE Refund is due 30.9.2022 – review work will be complete
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Covid Refund Journal 
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D.Recording Income in advance

If Income in advance is currently in 

this Years income codes then prepare 
a list of this income

A journal will be required dated 

31.8.2022 to 

▪ Dr Income codes 

▪ Cr code 2105 in the Balance sheet

▪ select journal type accrualUse 

code 

2105



SURF Department reports
(I&E & GL)

30

SURF Department reports will be very useful for 

audit file

With sample school data

❑ Why no unspent balance for NTP Grant

❑ Dept report shows overspend

❑ Check for accuracy and completeness



Income & Expenditure Account
Summary after review

Actual Budget Prior Year Comment

Income 495,000 490,000 470,500

Expenditure 494,100 488,000 465,100

Net Profit 900 2,000 4,900
Actual looks more 

realistic

1 3 / 9 / 2 0 2 2
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Balance Sheet Balances
Summary after review
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.

4. Other likely Accountant queries 

33



Any expenses prepaid or 
Grants due?

Costs paid in 2022 but relate to Sept 2022 – Aug 2023

Prepayment Journal @ 31.8.2022
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Journal Template at Year end

Date : 

N/C Name Dr Cr

4710 School trip deposit x

1720 Prepaid x

3255 State exam Income x

1730 Grants due x

Debits = Credits x x

Prepayment journal also to 

recognise Grant Income 

due
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Fixed Asset Additions

Auditor/accountant will 

ask for supporting 

paperwork

To classify Digital Grant as unspent at Y/E - Year end Audit adjustment 

Dr: 3921 with 16,800

Cr: 2179 with 16,800
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Fixed Asset Additions

Department report and supporting paperwork

To classify Digital Grant as unspent at Y/E - Year end Audit adjustment 

Dr: 3921 with 12,000

Cr: 2165 with 12,000
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Capital Grants & Expenditure

Auditor/accountant will ask for Supporting documents

Template to assist with reporting on Capital projects on the website

Department reporting from Sage will also assist here



Trial Balance at Y/E

Starting point for auditor/accountant
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Feeling more confident, every step helps, take time to consider the reports

1. The Year end Accounts file – brimming with supporting paperwork – the key to 

many queries

2. Anticipate questions – review of key reports

3. Develop a better Understanding of what auditors/accountants are asking for 

and why they want it. 

4. Don’t let technical terms put you off, ask them to explain what they mean

5. Trust in your knowledge of the accounts

6. Auditors are here to finalise the accounts – welcome it

7. Always ask for a breakdown of what is included in the final Balance sheet 

balances. (Accruals, Income & grants in advance and any unspent balances)



Timeline
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Sept week 1

Year end Accounts file opened

All financial Data entered

All banks reconciled & adjust old items

Review Nominal ledger & follow up queries

Sept week 2-3

Reviewing & meeting with Principal

Listing Accruals/Prepayments

Revenue returns

Week 4 

Complete worksheet for unspent grants

Final Reviewing & adjusting

Filling Year end accounts file

30.9.2022

Accountant notified that accounts 
are ready for review (can add 
accountant as a user)

Complete Covid Refund Template 
and make COVID refund to DE

New year

Surf is date driven

Keep accounts up to date

for new Fin Year (September 
onwards)

Once Y/E adjustments are in SURF 
don’t delay running Year end
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Summary
SURF Accounts – Every little step helps

(Whatever you are able to do is enough)

2 1 / 9 / 2 0 2 2

40

F
i

n
l

i
s

i
n

g
t

h
e

 
A

u
g

u
s

t
 

2
0

2
2

 
A

c
c

o
u

n
t

s
 

i
n

 
S

u
r

f
 

Bank Recs

Suppliers 

ledger

Balance 

sheet

Calculations for 

ringfenced 

grants

Covid Refund

calculation

Income & 

Expenditure 

report

Review

List

Income in 
advance

PaperworkInvoices

SURF
Calculations

Templates

Journals

(If u wish)

Dept 
Reports

Accountant
Y/E 
File

Accountant will finalise the Year end journal adjustments



Latest SURF 
news

New multi-factor authentication for logging into SURF

Recent Guideline detailing more Chart of accounts changes. 

New codes for Combined covid PPE &

Cleaning (3288,5806,2186) 

See www.fssu.ie for more FSSU training videos including 

Standardising the Chart of accounts & a new method of 

importing the budget into SURF
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Download the Authenticator app from Google 

Play/ Apple App Store

http://www.fssu.ie/


Thank You for attending


