
Welcome to this FSSU 
training Webinar



Webinar

Breda Murphy Handouts available in 
the handout section 

Recorded video will 
be available on 

website

Q&A at end of video

Sage 50 for new users 
Spring 2023



Sage 50 for new users 
Spring 2023

1 – Wed 22nd

Feb 2023

Sage 50 New Users – Revision of key accounts 

issues

❑Software Housekeeping

❑Keeping Sage 50 up to date

❑Keeping accounts accurate

❑Monthly reporting overview

2 –Wed 22nd

March 2023

Sage 50 Accounts preparation - update & overview

Finalising August 2022 Accounts

Monthly accounts preparation update

BOM Reporting Overview

3 – Wed 26th

April 2023

Accounting for Capital Projects 

Paperwork organisation

Processing a contract in ROS 

Dealing with VAT & RCT

Recording Capital items in Sage 50

Reporting on capital projects

The Basics of recording financial information in Sage 50 

Revision and review steps



The Basics of recording financial information in Sage 50 

Revision and review steps for new users

1. Sage 50cloud Software Housekeeping
2. Key tasks for keeping school accounts up to date
3. Focus on FAQ’s – Guidance on recording data in 

Sage that will make it easier to answer queries
4. Suggested checks for picking up errors & 

maintaining accurate accounts 
5. The Bank Reconciliation process – simple steps
6. BOM Monthly Reports Overview
7. Summary

Learning Objectives
• Sage - Help/About
• Nominal Codes 

selection
• Reviewing reports 
• Picking up errors

The webinars in March and April will provide additional training & enhance your Sage 50 knowledge 



Sage 50cloud Software Housekeeping

Software overview

Check the Software 

cost for the school

The important task 

of data backup



Software Overview & Cost check

Sage 50cloud overview

Version 28.1 & Variant Sage 50cloud 
Accounts

Monthly Direct debit - €27.50 for non DEIS 
schools, DEIS schools - Sage is FOC

Remote Data access activated

Software Information 

Under Help / About

Check bank statement

Email fssuqueries@sage.com with billing 
queries

mailto:fssuqueries@sage.com


Sage Data Backup System 

Let’s talk about Backups

Data & 
Archive

Daily 

Location

Network

Cloud 
based

External 
HD

Data & archive backup 
daily

Month end data backup

Year end Data backup

Directories

A good system

Month end

12 backups

Year end

Before & after

Regular data 
backups
Regular Declutter  

Financial 
Year

2022/2023



2. Keeping Sage 50 Accounts updated

Regular updating

Weekly Tasks

Monthly tasks



Regular Updating of Sage 50

• Use 
Departments 
effectively 

•Don’t let processing 
build up

•Consider Bank Feeds

•Less stress more 
success

• Clear what 
grant is 
being used 

• Supporting 
Paperwork

Clear what 
the 

income is

Clear what 
the cost is

Careful 
nominal 
coding

Sage 50 
mechanics



Gathering the financial Information

Cash receipts

Remittances/Other documents supporting direct lodgements

Online payments system analysis reports

Purchase invoices

VAT/RCT records 

Cheque payments

Bank statements

Payroll cost reports for each payroll run

Petty cash book (if not maintained on system) and vouchers/receipts

Credit card statements and invoices/receipts



School Grants – VSS – FSSU Guidelines



Weekly recording of the financial Information in Sage 50

Record all receipts.
Input purchase/supplier 

invoices

Record all cheque 

payments in sequence

Record all EFT 
payments.

From the online bank 
statements record any 
direct debits and 

credits.

Record the weekly 
payroll journal 

VAT Journals

Building 
confidence 

for 
reporting

Check bank reports

Check bank activity

Check general ledger 
activity



Monthly school accounting tasks

• Bank Recs

• Review report

Accuracy

• Review

• Run and review 
Nominal ledger 
activity report

Income & 
Expenditure 

Account • Look up Income 
in advance 

• Bank Balances

Balance Sheet



Focus on FAQ’s
Guidance on recording data in Sage that will make it easier to answer queries

➢FAQ’s

1. Am I recording grants correctly?

2. How much is left to spend on the Capital Grant?

3. What about the cost of living grant?

4. What codes to use for ICT expenses?

5. How do I know I have everything recorded at month end?

6. New User – Key concerns

Income & 
Expenditure 

report

Balance 
sheet

Journals

VAT 
journals

Recording 
Payroll

Year end?

Budget 
Import



Considerations when recording Grants & SGI

What Category of Income?

Department Grants

School Generated Income

Other Income

Ask - Do I need to create a unique 
Department code?

Default Dept = 0 

Accurate financial Information

Financial 
Year

Ringfenced 
activities 
(Unique 

Dept)

Day to day 
running of 

school 
(Dept 0)



Using the Department feature in Sage 50

1. Will I be asked How much is left to spend on this Grant?

2. Will I need a breakdown of items posting into a certain nominal 
code e.g. 2105

3. Are there a number of school tours taking place in the year?

4. Department analysis is vital for reporting on a capital project

Digital 
Strategy 

Grant

Capital 
Projects

ICT

Income 
in 

advance

Other DE 
Grants

Other 
Subjects



DE Grant Income for the Financial Year

Monitor Related Cost codes

Nominal Code
Income

Related Expense 
code

Detail Department Ref Report review BOM Report

3010/3050
3289

All general 
Day to day 
running costs

Capitation/ SSSF / Cost 
of living Grant Default 0

Nominal activity
3010 - 3299

Income & 
Expenditure 

Account
Actual/PY/Budget

3155
3920

4641
1421

School Library Grant
Unique dept 

Variety of codes

Department report
&

Nominal activity

Income & Expenditure 
Account

Actual/PY/Budget

3160 4740 Book rental scheme
Only 2 codes to 

consider
Nominal activity

Income & Expenditure 
Account

Actual/PY/Budget

3290 4914 Other DE NC Grants
Unique Dept if a 

variety exists

Department report
&

Nominal activity

Income & Expenditure 
Account

Actual/PY/Budget

Never Net expenses against income to ensure correct category classification in reporting to the DE



School Generated & Other Income

FAQ’s

Code Description Comments

3390 School Admin charges

Money from parents to cover specific admin costs 

Could use Dept to assess the estimated rate

3575 Unrestricted School Fundraising  (Non Capital) Funds to assist with general running costs of the school

3852 Restricted external fundraising e.g. For a specific charity like concern

3851 Designated Income Funds for a designated purpose – Dept needed to report



Recording Income - Examples 

Nominal code Comment Nominal activity Look up

Book Grant 3150 Check balance in Balance 
sheet codes :
2160/2152

Journal income if costs 
appearing in code 4730

Once off Cost of living grant 3289 Same department 0 default 
as for Capitation

Supplier refunds amount for 
overcharge for repairs

5310 Adjust the cost back to the 
net cost

Example of an exception 
where a BR will use a cost 
code

Student Photocopying 
Income

3380 Latest COA Old code in admin will have 
the prior year figures

PPE/Cleaning Covid Grant 3288 Latest COA

DE Capital Grant 3900 Use a department

ICT Grant (if any this year) 2165 Use a department



Expense Codes – FAQ’s

Code Description Comments

4198

5010/6010/

4150

Other educational Salaries

Any wages expense not covered by other wage 

categories. 

Gross wages plus Er’s PRSI. Full payroll cost

4410 ICT Expense Non capital (ICT Grant related)

Annual licence, day to day ICT costs allowed under the 

ICT grant

4420 ICT expense NC 

Computer Expenses NOT covered by ICT grant

Maintenance and support/website costs

4490 Other Subjects Use departments to report on each type

4923 Restricted external fundraising expenses

Payment to the charity

Miscellaneous expenses relating to specific fundraiser

3310 Refund TY Income to parent as child left school

An example of an exception to rule that a bank 

payment should only have cost codes. This adjusts the 

TY income to the value of income actually received



Codes – Some reminders

Codes to avoid using

3550 Reimbursable 
Income

7800 – Reimbursable 
expenses

6900 – Other Admin
use sparingly!



Keeping Sage 50 accounts accurate

❖ Update Sage 50 promptly

❖ Confidence building for selecting the nominal codes for the transactions

❖ No netting of expenses against income codes unless in valid circumstances

❖ Checking Sage 50 reports for errors – everyone makes mistakes

❖ Reconcile all bank accounts and maintain an accurate bank rec report

❖ Always run and review the nominal activity report monthly to see what the I&E report figures are made up of



Checking Sage 50 for accuracy

Step 1

Accounts 
information 
processed & 
reviewed in 
Sage 50

Step 2

Reviewed by 
Principal with 
accounts 
personnel 

Step 3

Reviewed by 
the Finance 
Sub-
Committee

Step 4

Presented to 
the board of 
management



Accounts Accuracy checks

Form good review habits – little by little

Check inputting of receipts - Review Detailed Bank report

Check inputting of payments

Reconcile all Bank accounts and verify report for 
accuracy

Review Income & Expenditure report & Balance sheet Year 
to date, monitor spending of ringfenced income

Run and review the Nominal activity report Year to date for the 
BOM reports being issued 



Accounts Accuracy checks

Form good review habits

Ongoing through out the Year

• Bank Receipts

• Code 3010 - 3853

Look up nominal 
postings (BR)

• Bank Payments (BP)

• Purchase Invoices

• Codes 4??? – 7???

Weekly updating • Run I&E Account

• Look at actual V 
Budget V P Year

• Look for any netting 
off (XX)

Day to Day running of 
the school 

Financial Year



Checking Sage 50 for accuracy

Bank Payments



Checking Sage 50 for accuracy

Review I&E Account

There are at least 7 queries on 
this report that if followed up 
will make the accounts more 
accurate

Can you spot them?

What report should 
we run to answer the 
queries?



Checking Sage 50 for accuracy

Review I&E Account

Run Nominal Activity

What report should we run to answer queries?



Checking Sage 50 for accuracy

Month end reports in Favourites

Ensure that you have 
Income & Expenditure 
Account Period comparatives 
report

Excellent report for ongoing 
checking during the Year



Monitoring the spending of School Income

This monitoring at various stages during the financial year will identify 
overspends and even errors in posting if figures are showing unusual trends



Monitoring the spending of Grants

This monitoring at various stages during the financial year will identify 
overspends and even errors in posting if figures are showing unusual trends

GRANT
INCOME EXPENDITURE Surplus/Deficit

NOMINAL 
CODE

ENTER € 
AMOUNT

NOMINAL 
CODE

ENTER € 
AMOUNT

€

Book Grant 3150 Book Grant Expenses 4730 0

Book rental income 3330 Book rental scheme expense 4740 0

School Library Books Capital Grant 3155 School Library Books Capital Grant Expense 4641 0

Supervision & Substitution Grant 3240 Supervision & Substitution Expense 4150 0

Bus Escort Grant 3294 Bus Escort Salary Expense 4196 0

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

COVID Minor Works Grant Non Capital 3277 COVID Minor Works Expense Non Capital 5316 0

COVID Capitation for Cleaning & PPEGrant 3288
Cleaning
Non wages cleaning & PPE Expense 

5804 & 
5806 0

ICT Grant - Non capital 3230 ICT Grant Non-Capital Expense 4410 0

ICT Grant - Capital 3921 Capital: ICT 1461 0



Bank Reconciliation Process

1. Dated Last day of month & Bank statement Balance @ that date

2. Always verify Last reconciled balance when commencing the monthly rec

3. Call items in order that they appear on B Statement

4. Agree revised bank balance as you reconcile



Bank Reconciliation Process

1. Dated Last day of month & Bank statement Balance @ that date

2. Always verify Last reconciled balance when commencing the monthly rec

3. Call items in order that they appear on B Statement

4. Agree revised bank balance as you reconcile

5. Run report and review outstanding items

6. Adjust any old items or duplicates

7. Print the final month end Bank rec report

8. Press the reconcile button when complete

9. Deleting a reconciled item causes problems

10. Nominal coding & Department reference can be amended after transaction is reconciled



BOM Monthly Reports 



Board of Management reports

List of balances on all School Bank accounts

Bank reports for the month end inc. Bank recs

Income & Expenditure report cumulative to ME showing Actual, Budget and Prior Year 

Balance Sheet Report from Brought Forward

Supplier Balances List/Customer Balances List

Accruals/Income received in advance/Prepayments

Capital Income and Expenditure (Department Reports)



Cross check reports in the BOM pack



Summary - Regular & accurate recording & reviewing

Record info 
accurately

Check 
General 
ledger

Reconcile

Review

Run reports

Distribute 
monthly 

Report to 
BOM. File the 
final reports

Sage 50

Do the ordinary things well – each month

1. Record all transactions carefully and have the 
supporting paperwork

2. Bank rec report for all bank accounts

3. Reviewing the BOM reports is vital – Practice and 
familiarity

4. Review the general ledger activity report monthly 

5. Review Accounts with principal every month, 

6. Make any necessary changes and run & file the 
final BOM Reports monthly (without fail). Cross 
check reports

7. Distribute to the Board 3 days before meeting



Conclusion

Support always available from the FSSU team

Sign up for the March & April training webinars



Thank You for attending



If you have any further questions

please telephone or email us

Post Primary  01 269 0677

Email info@fssu.ie 


	Slide 1:    Welcome to this FSSU  training Webinar
	Slide 2: Webinar
	Slide 3
	Slide 4
	Slide 5: Sage 50cloud Software Housekeeping 
	Slide 6
	Slide 7
	Slide 8: Keeping Sage 50 Accounts updated
	Slide 9
	Slide 10
	Slide 11
	Slide 12
	Slide 13
	Slide 14
	Slide 15
	Slide 16
	Slide 17
	Slide 18
	Slide 19
	Slide 20
	Slide 21
	Slide 22:  Keeping Sage 50 accounts accurate
	Slide 23
	Slide 24
	Slide 25
	Slide 26
	Slide 27
	Slide 28
	Slide 29
	Slide 30
	Slide 31
	Slide 32
	Slide 33
	Slide 34:  BOM Monthly Reports 
	Slide 35
	Slide 36
	Slide 37
	Slide 38:  Conclusion
	Slide 39:    Thank You for attending
	Slide 40

