Online Annual Accounts
Submission User Manual

Step by step guide to
making the online annual
accounts submission




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:

Edge Firefox Chrome
Microsoft ) Mozilla_.Foundation . Google Opera Software

Engagement Partner Page 2 to Page 11
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 12 to Page 18
An Additional User is an individual who has been given permissions to make a submission by
the Engagement Partner of the firm.



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

‘.l F s s U Gaeilge | AboutUs | Guidelines CONTACT US
Financial Support ARY
.(J Services Unit PRIM | Search ﬁ g Euppnt:l

2. Click Request Password

Financial Support
Services Unit

@ FSSU

Request Password

Notice of Portal Downtime:
Due to nightly systems maintenance the portal is unavailable
from 11.00pm to 7.00am

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

Request Password for Access

Please Enter Email Address Registered with FSSU:

Enter Email Address Registered with 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 arrives after more than 5 minutes elapse, please re-submit your email address.

If no email arrives please contact support@fssu.ie.




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

As requested, 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.

pR1 "

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

Financial Support Services Unit

5. 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 C(lick OK.

Request Password

Email Address

What is 6 + 92




6. 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.

J018 72019 School Year
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7. 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:

_H

+ Confirm Details




Engagement Partner Settings Landing Page

Update Practice Details as necessary

Pracice Detaiy aQerY

Practice Details
Sractce Name Conwet Practang Corvicare Currert Srstesncral nSematy inussrce
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accountant.com

[28) Active School(s)

Update Engagement Partner as necessary

= Engagemen Pamert
Engagement Partner
st Nave Law e

o«\Vat

janebrowne

Use School Link to search for schools or add schools

School Link

Roll Mumber: School Name:

School Type: Status:

School Type Waiting for Activation

To link 3 School Flease enter the schools’ Roll Number and press 'Save’ If you
link & Schaool in this screen it is sufomatically sef to status Waiting for Activation'
The FSSU needs to Activate this school befare you can administer its accounts.
You wiil recleve an email confirming activation.




Under User List user can add or remove school access

Furar ial Besgmpmae
Sarvices st
Pracice Detais Engagement Partnes User List
(18] Active User(s
Username Stata Mame Mograternd
tomaaccount acree Tom Brown OMOS2019 1325 47
joaniza ntar ] Fadie Spmove oan Brown 0BOS20 NN
gerry@accountantcom Atve Gerry Brown TR0 1S

New User Window

Add New User

First Name:

First Name

8. You will be brought to the User Details page where you can view all Schools

Fonancial Soppan (3 Upcuse Pyacece Detain, L Schooks) or 68 Uses(s)
Becvicon Umat

User Detalls
Frem e Perrom Seroo ver
lane Browne & Co janebrowne@accountant.com lane Browne 2058120

You currently have [26] Active School(s) Linked 1o Your Organisation

You currently have [8] School(s) Outstanding and in Progress for the School year 20XX/20XY

{5) Prienary School{s) Outstanding and In Progress

R Schoot Locabty Statun Troe Cwtarty.

WO Sample School 1 n Fromary Shoor Last Saved janebrowna@accountant cor
Progess

wort Sample School 2 = Py Scrooi Last Saved janetrowna@laccountant com
Frogen

04T Sample School 3 " Py Scroet Last Saved janebrowne@ s
Frogess




The Filter button allows you to filter schools by Submission Status

Filter Schools

Find By Roll Number:

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 Defaits ~ Primary School(s)  Voluntary Secondary School(s)  Community and Comprenhensive School(s)

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

| [5] Primary School(s) Outstanding and In Progr
Rolt Schoot Locasty Statun Type Dwtads
100117 Sample School 1 " Preary Scvos
Frogress
100037 Sample School 2 " Prary Sonoot
Srogrens
19004 Sample School 3 " Preary SO0 Last Saved janebrowns@accountant. com
Frogrens
100187 Sample School 4 el Prmary Sonoc
Frogess
100071 smple School " Py Behoos
Frogwis




11. Begin by entering the School Details

School Details

School Name: Roll Number: Audited Accounts: DEIS Status:

Test Primary School 41 4001T Please Select v Mo

12. Option 1 —Import Trial Balance

@,
fpyuady - N - N ..

e Click on the Import Button

e Browse to excel data file e.g. ‘12345G_Portal_Manual_Import.xlsx’
e Select the populated Portal file for the school and Open

e Click Import File to populate the Trial Balance

Import Data File

12345G_Portal_Import_TB xIsx

The file you selected is listed above.
Please click the 'Import File' button to Import.

Option 2 — Manually complete the Trial Balance including:
e Fixed Assets

e Current Assets

e Current Liabilities

e C(Capital & Reserves

e Income

e Expenditure



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

-
{3 Fssu T

Services Unit

UserDetalls  School Details ~ FixedAsset  CurrentAsset ~ CurrentLiabilty ~ Long Term Liabities ~ Capital & Reserves  Income  Expenditure  Charities Regulator  Covid Supports  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: Average Number of Employees paid directly by the Board of Management:
€ 0

As per the board of management confirmation document completed by the board of management and provided to Us, the board confirms that the Trustee details for E.
the school are registered correctly with the CRA

As per the board of management confirmation document completed by the board of management and provided to Us, the board confirms that, where applicable, the E.
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 of management and the school for the school year. (e.g. BOM members, parent's association. T N
parents that helped out at bake sale etc.)

14.Complete the Board of Management Declaration for Covid Supports

Board of Management Declaration - Covid Supports

Were Covid-19 financial supports claimed by the Board in respect of Department of Education grant
funded Secretaries, Caretakers and Cleaners? This question relates to EWSS.

Please Select

The board understands that grant funding may be reduced by the amount of any Covid-19 financial
supports received as identified above and this may be subject to audit at a future date.

The board confirms that the Covid-19 operational supports provided as outlined in 0045/2020 to date
were specifically used for the purpose of minimising the risk of spread of Covid-19 and that costs were
recorded appropriately in the school accounts.

Please Select

The board confirms that the reconciliation of unspent Covid-19 Capitation related grants for the school
years 2020/2021 and 2021/2022 were prepared and where applicable the unspent amount was
returned to the Department.

Please Select

15. Complete Final Accounts Upload
Click on Upload / Remove Final Signed Accounts Document
>
FSSU 5 "
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 process. You stil need to click ‘Submit' once ail the mandatory fields are completed.

You can upload up to 3 PDF documents including ‘Board of Letter’, 'Signed Annual Accounts' and 'Trial Balance’. Please ensure that these documents include *Approved and Signed Annual Accounts'

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 Voluntary Secondary Schools the Principal is not a member of the board of management



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

Final Accounts Upload
FDF Decument anly - 10043 Max Sacumant Sz

Click 1o brewse and selzct file

10



Chosen document will appear. Click Save Attachment

=inal Acocounts Upload
0= Daciment Snly - <R MAx Docimem Size

SCNoaACCOUNE Dar

Saved Documents can also be removed

Delete Atachment{s)

Are you Surs you Want to Delste Sssctec Atachment(s)?

16.0nce 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 ~ CumentAsset  CurentLiability  Capital & Reserves  Income Expenditure  Charities Regulator  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 1996, physically signed, and another
Please note in V pal is not a member of g

Final Signed Accounts Document Uploaded

Document it Uploaded TEST1 Accounts. docx

B L _ €| = _

11



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/Governors.

1aiso confirm that by submitting these data that the Board of Management have approved the transfer of the relevant information contained in this submission o the Charities Regulator and the Central Statistics
Office, to satisfy the annual reporting obligations.

Once your accounts are submitted the Submit button can't be re-clicked and data becomes
read only

el -t St Vo St Putes

et e e _ _ _

18. A confirmation email will be forwarded on completion:
Confirmation of Submission of Financial Accounts for 20XX/XY

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

12



Additional User
An Additional User is an accountant who has been given permissions to make a submission
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
Enter the Password that was emailed to this account
Enter the result of the equation in the third box.
Click OK.

Financial Support
Services Unit

@ FSSU

Request Password

13



Schools

D

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

Filter Schools

Find By Roll Number:

‘Outstanding and in Progress

Outstanding
in Progress
Submitied
Al

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

.............

& Ciick Here to Update Practice Details, Link School(s) or Edit User(s)

ive School(s)

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 information to hand before starting this submission:

1. Apdf copy of the approved Board 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 Voluntary Secondary
Schools the Principal is not a member of the board of management.

2. 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

3. 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.

4 A copy 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

6. Begin by entering the School Details
School Details

School Name: Roll Number: Audited Accounts: DEIS Status:

Test Primary School 41 4001T Please Select w No

7. Option 1 - Import Trial Balance

Services Unit

e Click on the Import Button

e Browse to excel data file e.g. ‘12345G_Portal_Manual_Import.xlsx’
e Select the populated Portal file for the school and Open

e Click Import File to populate the Trial Balance

Import Data File

12345G_Portal_Import_TB.xlsx

- The file you selected is listed above.
o [ Please click the 'Import File' button to Import.

Option 2 — Manually complete the Trial Balance including:
e Fixed Assets

e (Current Assets

e Current Liabilities
e (Capital & Reserves
e Income

e Expenditure

15



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

% FSSU :

User Details  School Details ~ FixedAsset  CurrentAsset  CurentLiability ~ Long Term Liabilties ~ Capital & Reserves  Income  Expenditure ~ Charities Regulator  Covid Supports  Final Accounts Upload

Charities Regulator Report

Registered Charity Number (RCN): Total School Income: Total School Expenditure:

_ s <

Total Salary Amount paid by the Board of Management: Average Number of Employees paid directly by the Board of Management:
€ 0

As per the board of management confirmation document completed by the board of management 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 management confirmation document completed by the board of management 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 of management and the school for the school year. (e.g. BOM members, parent's association

Please Select
parents that helped out at bake sale etc.)

9. Complete the Board of Management Declaration for Covid Supports

Board of Management Declaration - Covid Supports

Were Covid-19 financial supports claimed by the Board in respect of Department of Education grant
funded Secretaries, Caretakers and Cleaners? This question relates to EWSS.
The board understands that grant funding may be reduced by the amount of any Covid-19 financial E.

supports received as identified above and this may be subject to audit at a future date.

The board confirms that the Covid-19 operational supports provided as outlined in 0045/2020 to date
were specmca\ly used for the purpose of minim\sing the risk of spread of Covid-19 and that costs were

recorded appropriately in the school accounts.

The board confirms that the reconciliation of unspent Covid-19 Capitation related grants for the school
years 2020/2021 and 2021/2022 were prepared and where applicable the unspent amount was

returned to the Department.

10. Complete Final Accounts Upload

Click on Upload / Remove Final Signed Accounts Document

o
{3 Fssu T

Services Unit

UserDetails ~ School Details ~ FixedAsset ~ CurrentAsset  CurrentLiabilty ~ Long Term Liabilties ~ Capital & Reserves  Income  Expenditure  Charities Regulator ~ Covid Supports  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 process. You stil need to click ‘Submit' once ail the mandatory fields are completed.

You can upload up to 3 PDF documents including ‘Board of Letter’, 'Signed Annual Accounts’ and 'Trial Balance'. Please ensure that these documents include *Approved and Signed Annual Accounts'

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 Voluntary Secondary Schools the Principal is not a member of the board of management

16



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)

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 to browse and select file

Click Close or Submit

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

® Delete Attachment(s)

Document Name Document Size

a Accounts18_19.pdf 258842kb

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/Governors.

| 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.

18



11.0nce your School Accounts are ready to submit all buttons will have turned to green
and your Trial Balance will have balanced

0415 Mandatory Fields Outstanding Final Accounls Uploaded € | 547929 € | 547,929

12.Confirm your Submission by clicking on Submit

Confirm Submit

Avre 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.

1also 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, to satisfy the annual reporting obligations.

—

You will see this message Click OK

Accounts Submitted Successfully

Thank You! 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 queriesfamendments required.

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

Once your accounts are submitted the Submit button can't be re-clicked and data becomes
read only

19



13. Upon completion you will receive a confirmation email

Confirmation of Submission of Financial Accounts for 20XX /20XY for Roll Number: 10015T

To Jane Browne & Co, On 13/09/20XY 14:55:10 the FSSU received a financial submission for the school year
20XX/20XY for school Sample School 11 with roll number: 10015T.

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

Please find attached a copy of the submitted trial balance 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.

If you require any assistance, please call the FSSU Support Line on

01 910 4020/01 2690677 or email support@fssu.ie

2% FSSU

. Financial Support
Services Unit
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