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Agenda

1. Introduction – keeping SURF updated & key 
tasks for completion before starting 
September processing

2. Guidance on updating SURF for September
3. An overview of Journal adjustments 

required in September
4. Latest FSSU Chart of Accounts – New codes
4. Importing the budget for 2022/2023
5. Reporting to the BOM for Sept 2022
6. Ensure that the Accountant updates Surf 

with y/e adjustments and that the Year end 
is process in SURF on a timely basis



1. Introduction – Keeping SURF updated & key tasks 

before moving to Sept processing

Bank reconciliations finalised for August Year end

Suppliers ledger finalised for August

SURF Chart of accounts should be aligned with latest FSSU 
COA issued in Sept

All Year end reports run & reviewed by the school Finance 
team

Accounts with Accountant & they should have access to the 
school data in SURF



Keeping SURF Accounts up to date

❑Important to keep the Surf accounts up to date 
for the new Financial Year while waiting to hear 
back from the Accountant

❑ Advisable to Lock year ended 31.08.2022 so 
nothing is posted  in error (Settings>Accounting 
Periods)

❑ Record all financial transactions as normal

▪ Demo Slides to follow showing where to 
code Sept payments

❑ Reconcile the bank accounts as normal



Updating SURF for September 2022

❖ Frequently asked questions
❖ Where do I code the covid refund?

❖ Unsure about Recording journals in Sept?

❖ Why is an accrual reversed at 1.9.2022?

❖ What to keep an eye on in the Balance sheet?



2. Updating SURF for Sept 2022 – FAQ’s

Coding September transactions - examples

Examples Nominal code

Refund of Covid Grants 
unspent

2182 /2183 / 2184

VAT Payment 2260

State exam income 3255

PAYE 2250

PPE/Cleaning Covid Grant 3288

Accounting Fee 6400



2. Recording Sept transactions – FAQ’s

a. Recording the Covid Refund



2. Recording Sept transactions – FAQ’s

b) Recording the Revenue payments



2. Recording Sept transactions – FAQ’s

c) Recording a payment for an August cost



d) Monitoring Balance sheet Balances

➢ Where balances are owed by the 
school at 1.9 2022 then leave balance 
in the B.sheet & set payments against 
them

➢ Accruals – Reverse accruals and record 
the related payment as normal

➢ If transaction relates to the running of 
the school for the new financial year –
Journal required to move the income 
to I&E



2. Recording Sept transactions – FAQ’s

e) Recording Journals in SURF – An overview

Receipts Expenses Reversing Journals

Accrual Journal

Prepay Journal
Balance sheet 31.8.2022

Grants & income received in advance

Accruals & prepayments 
Suppliers

Accruals

Reserves

Assets

Bank

Year end

Balance 
sheet

Income & 
Expenditure 22/23



e) Reversing accruals @ 1.9.2022 

Watch for type of 
Journal used to 
record transaction

Accrual Journal will 
automatically reverse 
the accrual

The reversal will 
adjust the cost in the 
new financial year 



.

3. An overview of other Journal adjustments 
required in September
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3. Recording journal adjustments in SURF

a) Grants received in June – Aug 22 relating to Sept 22

Journal - Accrual
Journal (Copy and 
change Dr & Cr )



3. Journal adjustments for Grants received in advance

b) Journals can be copied

Normal Journal 
used to record 

Grants in advance

Then copy 
journal

And switch the 
Dr’s & Cr’s



3. Journal adjustment for Grants received in advance



3. Journal adjustments for Income received in advance

c) Journal to reverse income in advance @ 1.9.2022

Where receipts 
were coded to 
2105 in PY then a 
journal should be 
used to reverse the 
income

Journal / Single
Moving the value once at that date



3. Recording Journal adjustments in SURF

d) What Type of Journal to use in SURF

Journal 
Adjustments in 

SURF @31.8.2022?

Yes

Accrual Journal

Nothing further to do @ 
1.9.2022

Journal?

@31.8.2022

Must reverse at 1.9.2022

Journal 
Adjustment not in 
SURF @31.8.2022

Ensure that the accountant 
does an accrual journal in 

SURF when finalising 
accounts

Run Balance sheet at 
30.9.2022

Review accrual balances



3. Recording Journal adjustments 

e) Review Balance sheet Balances to see what balances remain



Reviewing the Balance sheet balances @ 30.9.2022

f) What balances should be reversed?

Be careful
Look up GL at 

31.08.22, 
To see is it a Cr 

balance?

Follow up Dr balances 

in the accruals section

Journal to 
I&E when the 
grant is being 
used to 
finance a day 
to day cost



Sample Journals to move income from 
Balance sheet to I&E to meet costs 

incurred
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Journals to move balances from 

Balance sheet into I&E

Date : 01.9.2022

N/C Name Dr Cr

2161 School Lib BG Unspent
x

3155 School Lib Book Grant x
2151 Book Grant received in advance x
3150 Book Grant Income x

Income

Cr
Expenses

Assets Liabilities

Book Grant in 
advance

Balance sheet @ 1.9.2022

Income & Exp Sept 2022



.

4. New codes in the latest FSSU Chart of accounts
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4. Latest FSSU Chart of Accounts – New codes



4. Digital Strategy & Disadvantage Grants 

• 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. 



5. Importing the budget for 2022/2023

Importing the budget from excel into SURF

▪ The C&C Budget template has a new Sheet No 7 
which provides a summary of the nominal codes and 
the total budget figure for each code

▪ The populating of these figures into this linear format 
will enable the data to be copied quickly into the 
Budget Import template & avoid manual updating

▪ The details in Column A & C of this sheet can be 
copied into a template available in SURF which can 
then imported into the accounts package. 

▪ The full instructions for importing the budget is also 
available for download within the new sheet



Importing the budget into SURF where Year end is not processed



6. Board of Management Reports

1. List of Bank Balances @ 30.9.2022

2. Bank reconciliation reports

3. Income & expenditure account



6. Board of Management Reports - contd

4. Aged supplier/creditor report

5. Capital report

Journal to I&E when 
the grant is being used 
to finance a day to day 
cost

No opening balance @1.9.2022 showing 
in General ledger account activity until 
after Year end is run

4. Balance Sheet at 30.9.2022



7. Managing the August Year end in SURF

Give accountant access to SURF

Ensure SURF is updated with Y/E 
Adjustments

Ask accountant for breakdown of Balance 
sheet balances

Process the Year end in Surf when accounts 
are signed off by the board (Nov/Dec 22)



Additional SURF Training

SURF Topic Request for C&C 

training

Small 

online

Follow up

1 Reports & Terminology Reports and terminology

I would like if a webinar could be done on 

the very basics, what exactly each report 

is for and what the terms associated with 

it means. 

2 Recording Capital items Short online small group training session

3 Payroll Journals Short online small group training session

4 VAT Journals

RCT

5 Some practice I feel it would be helpful if the training 

could be interactive at times so we get a 

chance to attempt various tasks being 

discussed. 

Bank Feeds Plan for next year

Accrual Journals Year end – last quarter of 22/23 

Select the session you would like to 
attend. 
Numbers will be limited to allow for 
greater interaction



Thank You for attending



If you have any further questions

please telephone or email us

Post Primary  01 269 0677

Email info@fssu.ie 



Recording Journals in SURF – An overview

Receipts Expenses Reversing Journals

Accrual Journal

Prepay Journal
Balance sheet 31.8.2022

Grants & income received in advance

Accruals & prepayments 
Suppliers

Accruals

Reserves

Assets

Bank

✓ Income received 
in advance (code 
2105)

✓ Covid Unspent
✓ VAT Journal

Year end

Journal / Single
One way only

Journal (Copy and 
change Dr & Cr )

Balance 
sheet

Income & 
Expenditure 22/23


