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SURF Accounts preparation for 2022 - 2023
Update & Overview

1. Introduction & Accounts progress 
overview

2. Finalising the August accounts in SURF 
3. Monthly Accounts preparation – Key 

points to consider 
4. BOM Monthly Reporting 
5. SURF Housekeeping checklist



Footer 5

Introduction and accounts progress overview – End March 2023

• Annual Accounts Aug 2022 signed off / submitted to 
FSSU

• The year end process has been run
• The budget for 2022-23 has been imported
• Financial transactions from Sept to March 2023 

should now be recorded in the software
• Preparation being made to work on 2023-24 Budget
• Important to ensure that certain Year end 

housekeeping issues are addressed in SURF



SURF Accounts preparation for 2022/2023

New Financial Year – Updating SURF

Housekeeping Issues for 
SURF

Monthly BOM reporting

Gone past the mid point 
of the year 

Review reports for the 
year to date

Address any issues 
arising

Linking in with Accountant about the Year end Accounts

Get final August 
2022 accounts 
figures & Y/E 
Adjustments from 
Accountant

Recording Y/E adjustments in SURF

Trial Balance B/F in 
SURF at 
31.08.2022 should 
agree to the 
Accountant’s TB 
figures

SURF Considerations

Appropriate BOM 
reports

Year end should 
be processed in 
SURF

Import Budget for 
22/23 



Finalising August 2022 Accounts in SURF

• What is the aim of the Year end adjustments 

• What about balances brought forward

• Why do year end adjustments

• Why is the break down of figures important

• Guidance on recording the y/e adjustments in SURF

• A Checklist of Information needed from the School 
Accountant

How much is left to spend on the ringfenced 
Grants?

Is the Covid refund recorded correctly in 
SURF?

How much ICT Grants are left to spend

Is the Digital Divide grant showing 
separately?

Has the Income received in advance been 
adjusted in the 22/23 accounts 



Checklist of Information from School Accountant 

Hard copy of Annual Accounts

Final Trial Balance

A list of Year end adjustments

An analysis of certain key Balance Sheet balances

Final Bank Reconciliation 

(where adjustments are posted to Bank accounts) 



Working with the school accountant to finalise the Y/E figures in SURF
Who does the task fall to?

Accountant has remote data access to school accounts

• Records the journal entries at 31.8.2022

• Records the necessary journals at 1.9.2022

• Important that school has a breakdown of key information

Accountant – Provides a schedule of year end adjustments for 
school accounts person

• Clear list of the adjustments is vital to make the task of 
recording the journals easy for the accounts person

• Vital that the accountant lists the nominal codes that should 
be updated



Y/E adjusting journals
Example 1 - Easy to follow



Recording a journal entry SURF



Example 2 - Y/E Adjustments list
Lacking clarity & conciseness

31 August 2022

Profit/Loss Balance Sheet

Sage Code Nominal Description Description Debit Credit Debit Credit

Surplus / (Deficit) per Sage TB provided

5316 COVID minor works grant expense Reclass of Additions in the year 21-22 31,917.00

New Code Required Office furniture fittings equipment additions at cost Reclass of Additions in the year 21-22 31,917.00

New Code Required Depreciation Depreciation charge of the year 12,334.00

New Code Required Office furniture fittings equipment depreciation charge Depreciation charge of the year 12,334.00

New Code Required Depreciation Depreciation charge of the year 24,803.00

New Code Required Computer equipment depreciation charge for year Depreciation charge of the year 24,803.00

New Code Required Amortisation Amortisation of the Capital grant 37,783.00

New Code Required Capital grants 2 - amortisation of grant/donation income Amortisation of the Capital grant 37,783.00

New Code Required Capital grants 1 - opening balance DES building grant received 821,276.00

3901 Capital grants 1 - grants received DES building grant received 821,276.00

New Code Required School construction grants unspent Prefab grant 6,901.00

New Code Required Capital grants 1 - release of spent grants/donations carried 
forward

Prefab grant 6,901.00

3901 Capital grants 2 - unspent capital grants/donations Split out of opening balance COVID works between CF and received 4,421.00

New Code Required Capital grants 2 - release of spent grants/donations carried 
forward

Split out of opening balance COVID works between CF and received
4,421.00

New Code Required Capital grants 2 - grants received COVID minor works grant 20,000.00

New Code Required COVID minor works grant COVID minor works grant 20,000.00

6400 Accounting/auditing expense Accountancy 2,829.00

Always request 
clarification if in 

doubt



Sample Data in  SURF Dataset
Why is so important to adjust Y/E figures

Sample Data Trial Balance B/F @1.9.2022 Final

N/C Name Debit Credit Totals Accounts 2022
SURF TB Annual Accounts

1400 Capital: Land & Buildings Cost B/Fwd 38,226

1420
Capital: Fixtures, Fittings & Equipment Cost 
B/Fwd 204,537

1421
Capital: Fixtures, Fittings & Equipment 
Additions 7,718

1460 Capital: ICT Cost B/Fwd 30,109

280,589 739,482

1720 Prepayments 22,000
1730 Grants Due 5,600 5600.00 5600.00

1800 Current Account 113,290
1810 Credit Union Deposit Account 40,639

153,929 156,400

2105 School Income in Advance 3,061 56,000

2150 Grants Received in Advance 8,085
2171 Ringfenced Grants Unspent 18,500

2184
COVID ADDITIONAL CLEANING GRANT 
UNSPENT 23,360 20,016

2250 PAYE 3400
2440 Accruals 13,929 9,924

Accurate financial Information in 
relation to opening balances for 
the new FY

Journal adjustments required

How are Bank Balances different?

New 
financial Year 
transactions



Monthly Accounts preparation 
Key Points to consider to build confidence

• Some sample questions that you may be asked 

• where to start and how important are the Y/E 
figures?

• Record Journal entries at 1.9.2022 for Income 
in advance

• Digital Divide Grant – Assign the department

• Check where the Covid refund was coded to

• New critical codes from the revised COA

• Practice: Run the Balance sheet at 31.3.2023 
and review the figures using the nominal 
activity report



Preparing to answer key questions on the school accounts

Has the Income received in advance been adjusted in 
the 22/23 accounts 

Is the Covid refund recorded correctly in SURF?

Where to code additions to Fixed Assets?

Is the Digital Divide grant showing separately?

How do we deal with monies paid in Sept 22 that 
relate to August 2022 costs?



Example of Journal adjustment @ 1/9/2022

Moving income 
back from 

Balance sheet 
for the new 

Financial Year

Journal Entry Date: 1.9.2022

Dr Cr

• Dr: Income received in advance Code 2105 3,000

• Cr: Transition Year Code 3310 3,000

• Dr: Income received in advance Code 2105 5,000

• Cr: School Admin Code 3390 5,000

• Dr: Income received in advance Code 2105 2,000

• Cr: Book Income Code 3335 2,000



Reversing Accruals @ 1/9/2022

Why reverse?
Payment to accountant can be recorded to code 6400 in the new financial year and this journal 
will net against it for the new FY



Example of Journal adjustment to reverse provision for 
State exam Grant due @ 1/9/2022

Why reverse?
State exam income for 2022 received after August 2022 can be recorded to code 3255 in the 
new financial year and this journal will net against it for the new FY



Digital Divide Grant Unspent @ 31/8/2022

New Financial 
Year

ICT
Balance 

sheet 
balances

Use Depts

For 
reporting

Budget 
22/23

BOM 
Reporting

Digital 
Divide

Unspent



Reviewing Balance sheet @ 31/3/2023
Answering Accounts Queries with confidence

Practice:
Run a nominal activity report to include brought forward 
balances to look up the movement on the accrual 
accounts



Monitor Posting of the Covid Refund



Year end routine is run in SURF

Financial Year in SURF is Month 1 September 2022 – month 12 August 
2023

After Year end is run

Journal Entry for audit adjustments  Date: 31.8.2022

Dr Cr

Dr: Accountants fee Code 2710 3,000

Cr: Accruals Code 2440 3,000



New nominal codes for 22/23

1420 Capital FF&E B/fwd.

1421 Capital FF&E Additions

1461 CAPITAL ICT Additions

2186 COVID Capitation for Cleaning & PPE unspent

3288 COVID Capitation for Cleaning & PPE Income

3380 Student Photocopying Income

4315 Student Photocopying Expenses

4640 Library Non-Grant Funded Expense

5804 COVID Capitation for Cleaning Wages

5806 COVID Capitation for Cleaning (Non wages) & 

PPE Grant

Codes to avoid using
3550  Reimbursable Income
7800  Reimbursable expenses
6900  Other Admin  use sparingly



Import Budget for 2022/2023 should be done already



Board of Management 
Monthly Reporting



Board of Management reports

• Bank reconciliations for all school accounts

• List of bank/cash account balances

• Receipts & Payments listings

• Income & Expenditure Report

• Summary of Income received in advance

• Balance sheet report

• Supplier balances/Customer balances listing

• Accruals/Income received in advance/Prepayments

• Capital Income and Expenditure (Department Reports)

Board of Management reports



Monthly accounting cycle: Reviewing reports

Report name What are you looking for?

1 General/Nominal Ledger Activity report Any unusual balances or activity on accounts

2 Bank Reconciliation O/s why are they there, do they make sense – any out of date 
items or duplicates. No difference on the report

3 Supplier Ledger list Compare with supplier statement see if any items not on 
accounts get copies



Report name What are you looking for?

4 Income & Expenditure report Reasonableness, include budget figures and prior 
year. Unusual/unexpected items

5 Payroll reports Month end Payroll Journals
Supporting documents in order any changes 
approved

6 Balance sheet Check bank a/cs, supplier listing, owed for RCT/VAT 
compare with ROS

Monthly accounting cycle: Reviewing reportsMonthly accounting cycle: Reviewing reports



Footer 29

Action checklist following this webinar



Sign up for the Webinar 

“Accounting for Capital Projects”

on 10th May 2023

❖ Paperwork Overview
❖ Processing a Contract in ROS
❖ Dealing with VAT & RCT
❖ Recording Capital items in SURF Accounts 
❖ Reporting on Capital Projects



Q&A to follow



If you have any further questions

please telephone or email us

Post Primary  01 269 0677

Email info@fssu.ie 
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