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FSSU Webinar Housekeeping

Handouts

1. Click the name of a handout to access it.

2. The handout file will automatically start downloading from your 
default web browser. 

3. Click the downloaded file at the bottom of the browser to open 
or save it.

4. Note it alternatively may open in the default web browser 
depending on your pc setup and you can print and download 
from the web page



FSSU Training for Sage 50 
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Autumn 2023
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FSSU Webinar Training for Sage 50 Accounts

Autumn 2023

Webinar 1

Aug 29th2023

Sage 50 New Users

Guidance for accounts personnel updating the August Y/E 
accounts in Sage for the first time

Webinar 2

Sept 6th 2023

Sage 50 – Key issues for the August 2023 accounts

Covid refund, accruals, prepayments, ringfenced grants, Income in advance

Webinar 3

Sept 13th

Sage 50 New Users

The nominal ledger module – Focus on the Chart of 

Accounts & month end BOM reports

Webinar 4

Sept 27th

Sage 50 & Year end reporting with particular 

Focus on the Balance sheet

Webinar 5

Oct 25th

New financial Year 2023/2024 

An overview including reporting to the BOM at month end

Webinar 6

Nov 29th

Sage 50 & working with the Accountant to finalise Year 
end in Sage 5

Webinar 7

Nov 8th Getting started with the Suppliers Ledger in Sage 50

Webinar 2

• Key Issues for the August 2023 Accounts

• Designed to support & supplement the 

FSSU Year End guideline 



Agenda

1. Key Learning 

points

02. Current status of 

accounts in Sage 50

(Webinar 1 revision points)

03. Listing & 

adjusting for all 

amounts owed by the 

school at Year end 

Accruals,, Income in advance, Covid 

Refund, ringfenced grants

04. Updating Sage 

50 for all amounts 

due to the school at 

Year end

05. Conclusion
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Sage 50 
Accounts

FSSU Y/E

Guideline
Financial 

Year 

Income in 
advance

Unspent 
Ringfenced 

Grants

Prepayments

August 
2023

Accruals

Reconciling Banks

Reviewing Sage 50 Month end 

reports for accuracy & 

completeness

Accounts file – progress 

summary

Upcoming Sage 50 training

Focus on Accruals & 

Prepayments

Guidance on journal 

adjustments

Prepayments, Grants due



1. Key Learning points

5

1. Ensuring August accounts are recorded in 
Sage 50 promptly & accurately

2. Accumulate the supporting paperwork in the 
Year end Accounts file

3. Dealing with Accruals, Income in advance & 
prepayments in Sage 50 accounts for the 
September 30th deadline

4. Recording the basic Journals in Sage & 
knowing when to reverse journals 

5. Understand the impact & importance of 
these journal adjustments



2. Status of Accounts in Sage 50

Revision of key learning points from webinar 1

A. Update Sage 50 for August and report like any other month

B. FSSU Chart of Accounts – August 2023

C. All banks reconciled completely

D. Reviewing the Income & Expenditure Account for the 12 

months and investigate unusual balances & variances

E. Look up Nominal activity and edit transactions where 

necessary

F. Compile a Year end Accounts file

G. Read the FSSU Financial guidelines ( 01/02/03/04)

6

Plan to prepare timely, accurate and complete Accounts for 

the Financial Year 2022 / 2023



All Banks reconciled accurately

September 5, 20237

• Are the Bank rec reports accurate?

• Old items must be adjusted

Steps in Sage 50

• Record a Bank receipt in Sage 50 using the year end date and the nominal code the original payment was coded to

• Then reconcile at 31.8.2023 again and double click the outstanding receipt and payment

• Remember to Reprint Bank rec report after adjustments



“
The Year End Accounts File

Year End Aug 2023 file – sections

1. Final Trial Balance & Financial Accounts from accountant

2. Year end Adjustments & Final Sage 50 Trial Balance

3. Sage 50 month end reports when reviewed  

4. Bank section with a list of account balances along with the reviewed 
bank recs & bank statement

5. A list of invoices for August costs but not paid until new FY 
/ Journal entry / Accruals

6. A list of expenses relating to new FY / Journal entry / 
Prepayments

7. VAT return for July – August – journal entry

8. Payroll to include a payroll analysis for August - JE

9. Department report or list of income received in advance

10. Covid grants unspent – relevant sage reports

11. Dept grants ringfenced or received in advance

12. Supporting invoices for Fixed assets additions of equipment/ 
computers/ Buildings along with remittances for Capital 
Grants 

✓

✓

✓



Reporting to the BOM – August 2023

September 5, 20239

List of balances on all School Bank accounts

Bank reports for the month end inc. Bank recs

Income & Expenditure report cumulative to August 2023 

Balance Sheet Report from Brought Forward

Supplier Balances List/Customer Balances List

Accruals/Income received in advance/Prepayments

Capital Income and Expenditure (Department Reports)



Journal Adjustments necessary in the Year end Financial 
Accounts

 Types of school liabilities

 Examples of Accruals

 Accrual Journals

 When to reverse accruals

3. Updating Sage 50

for all amounts owed by 
the school at Year end

Suppliers Invoices

Accruals

Control Accounts

Income/Grants for 23/24

Ringfenced unspent Grants



A. Prepare Accruals listing @ 31st August 2023

Ongoing throughout September

✓Gather unpaid 22/23 Invoices

✓Goods & services received but not invoiced

1. expenditure and net position

Examples

❑Energy Costs – August bills paid in September

❑Telephone costs

❑Accountants fees

❑Cleaning materials

❑Stationery received in August not invoiced



Understanding the Accruals concept
Sage 50 Bank Module

Income & Expenditure Account Balance Sheet @ 31.8.2023 List of costs incurred @31.8.2023 
not yet paid

September 5, 202312

Income Expenses Assets Liabilities

Accruals

Code 2440

€12,000 cr

Dr

Reverse@ 01.9.2023?

Yes



B. Prepare the Accrual journal

Blank Journal template in handouts



N 

Prepare Accruals List

• Unpaid Invoices for COVID costs

• Energy, Telephone, stationery received but 
not yet billed

• Accountancy fee

Assign Nominal Codes

prepare Journal Entry for Sage 

If there is a Suppliers ledger in operation in Sage 

Enter all 22/23 Invoices up to the point that the 
data is given to the Accountant

Creditors/Accruals Total

€ €

Invoices received in Sept for August costs
Bord Gais 1500

Telephone 600

Subtotal 2100

Accruals/Expenses incurred but not invoiced
Cleaning materials 300

Accountant Year end cost 2500

Subtotal 2,800

Sage 50 Creditors Ledger in operation 



“ Sage 50 Journal

Journal entries required to ensure VAT/RCT/PAYE all 

accounted for in Sage 50 up to August month end

Involves Control Accounts

No reversal as Sept payment is recorded in Control 

Account

This also applies 

to journal for 

covid refund



Ensure VAT/RCT & PAYE are accounted for correctly in Sage 50 

ROS Returns for VAT PAYE Returns for full Year Record the relevant Journals in 
Sage 50

September 5, 202316

File a copy of the relevant VAT 

returns in the Year End accounts 

file as supporting paperwork for 

Journals 



Sample Journal 

templates in 

Handouts



Overview – Accounting for VAT/RCT/PAYE in Sage 50 using a 
Journal entry

Income & Expenditure Account Balance Sheet @ 31.8.2023 Amounts due to Revenue at Y/E

September 5, 202318

Income Expenses Assets Liabilities

Accruals

VAT 2260

RCT 2270

PAYE 2250

July – Aug VAT

August RCT

Outstanding PAYE at y/e

Dr
Cr

Sept Revenue 

payments coded to 

control accounts



C. Covid Refund

Read the FSSU Guideline on the Covid Refund

Completeness & accuracy checks on the nominal postings 
to the expenditure codes are vital

Ensure that all costs incurred but not yet paid are accrued 
(Accrual work is vital for accuracy of calculation)

Use the Covid Grant reconciliation Template to calculate 
the COVID Refund

Print the final template for the Year end file to provide back 
up for the year end journals in Sage 50 for any covid grants 
unspent

DE Refund is due 30.9.2023

September 5, 202319

DE COVID-19 

GRANT

Examples of what 

it can be spent on 

Incom

e Code

Expense 

Code

Balance 

Sheet 

Code – 

Unspent

FSSU

Guideline

Capitation for  

Cleaning and PPE

Additional cleaning 

hours 3288

5804 2186 48-

2019/2020

50-

2019/2020

Additional 

cleaning non-

wage costs, 

sanitisers, face 

coverings, 

aprons, signage, 

pedal bins

5806 2186

https://www.fssu.ie/app/uploads/2020/07/48-20-Financial-Guideline-Covid-19-Operational-Supports-for-the-full-return-to-school-rev3.pdf
https://www.fssu.ie/app/uploads/2020/07/48-20-Financial-Guideline-Covid-19-Operational-Supports-for-the-full-return-to-school-rev3.pdf
https://www.fssu.ie/app/uploads/2020/08/50-20-Financial-Guideline-Guidance-on-PPE-and-Update-on-Accounting-for-COVID-VS-Schools_rev.pdf
https://www.fssu.ie/app/uploads/2020/08/50-20-Financial-Guideline-Guidance-on-PPE-and-Update-on-Accounting-for-COVID-VS-Schools_rev.pdf


Covid Refund Journal

September 5, 202320



School Liabilities - review to date

1. Accruals List

• Unpaid Invoices for COVID costs

• Energy, Telephone, stationery received but 
not yet billed

• Accountancy fee

2. Control Accounts - Journals

•VAT/RCT

•PAYE

•Net Pay

3.Code 2186 for Covid Refund

Income/Grants relating to future Years & Unspent ringfenced 
Grants

4.Income for 23/24

5.Ringfenced unspent Grants

Unspent 

Covid Grant









•

Understanding the accounting for
Income in advance

Unspent Ringfenced Income

Financial Year 2022/2023

 Income & Expenditure account – day to 
day financial transactions for the 
Financial Year

 For ringfenced grants remember 

 Journal necessary for unspent 
amount

 Grant = Expense in I&E report 
after journal for unspent value is 
recorded

Balance Sheet at 31.8.2023Income & Expenditure Account 22/23

22

Assets Liabilities

Code 
2105

Unspent 
ringfenced 

Grants

Must review I&E Account for Unspent ringfenced 
grants & Income relating to future Years

A journal will be required dated 1.9.2023 to move 

the income from 2105 into the relevant headings 

in the Income and Exp Account for the new FY

 Demo school – see impact on bottom line

 Ringfenced Grants are for a specific 

purpose

 Unspent amounts should be recorded in 

the Balance sheet at Year end

 Excel template in handouts for calculating 

unspent ringfenced grants.received
 Monies relating to 23/24 received in 

22/23 should be recorded in the Balance 
sheet code 2105

 Use departments to facilitate the 
analysis of the different types of Income 
in 2105

 Review nominal activity for all income 

codes to ensure there is no income in 

advance included

 A journal will be required if there is 

Income relating to 23/24 in the I&E



Why the extra steps?

Ringfenced grants unspent for 2022/2023

Spreadsheet in handouts

GRANT
INCOME EXPENDITURE Surplus/Defic

it

Comment

NOMINAL 

CODE

ENTER € 

AMOUNT

NOMINAL 

CODE

ENTER € 

AMOUNT
€

Book Grant 3150 Book Grant Expenses 4730

Book rental income 3330 Book rental scheme expense 4740

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

Supervision & Substitution Grant 3240 Supervision & Substitution Expense 4150

Bus Escort Grant 3294 Bus Escort Salary Expense 4196

DEASP School Meals Grant 3296 DSP School Meals Food Costs 4912

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

COVID Capitation for Cleaning and PPE Grant 3288

COVID Capitation for Cleaning Wages Expense, Non 

wages & PPE

5804 & 

5806

Digital strategy/ICT Grant - Non capital 3230 ICT Grant Non-Capital Expense 4410

Digital strategy/ICT Grant - Capital 3921 Capital: ICT 1461

Digital Divide Grant (Non-Capital) 3230 ICT Grant Non-Capital Expense 4410

Digital Divide Grant (Capital) 3921 Capital: ICT 1461



Accounting for Ring Fenced Grants 

FSSU Year end 
Guideline

Appendix 2



FSSU Year end Guideline

Appendix 2

Department for ICT Digital Strategy

Department for Digital Divide Grant

Digital Strategy Grants



Demo Company

Importance of adjusting for ringfenced income and 
income in advance

Demo 

Real school data

Reviewed I&E Account

Identified some Income 

in advance

Filled in the excel sheet 

for unspent Ringfenced 

Grants

Journal

Impact on the I&E 

Bottom line



Sage 50 Journal for Demo Company 

27

Some income 

in advance 

recorded to 

I&E instead of 

code 2105

So journal 

necessary



Page: 1

From: To:

Period Budget

786,255 680,631

306,811 205,400

46,798 24,200

41,757 74,000

1,181,620 984,231

109,142 81,100

343,893 201,220

347,610 157,400

292,924 229,621

36,778 2,000

1,130,347 671,341

51,273 312,890

TOTAL Expenditure: 459,006 971,448

NET PROFIT/(LOSS) -261,617 102,845

Total Financial: 34,778 23,689

Total Administration: 63,303 160,305

Total Repairs Maintenance & Establishment: 190,210 424,808

Total Education Other: 142,673 269,702

Total Education Salaries: 28,042 92,944

TOTAL Income: 197,389 1,074,293

Expenditure

Total Other State Income: -32,243 31,616

Total Other Income: 22,598 15,050

Total School Generated Income: 101,411 268,906

Total Department Income: 105,624 758,721

Prior Year

Income

Month 1, September 2022 Month 12, August 2023

Chart of Accounts:FSSU

Difference

Date: 31/08/2023 Demo Data - Accruals & Prepayments
Time: 16:53:43

BOM Income and Expenditure Account



Accounting for Grants received in advance

29



Journal Adjustments necessary in the Year end Financial 
Accounts

 Types of debtors

 Examples of Prepayments

 Journals

 When to reverse accruals

4. Updating Sage 50

for all amounts due to the 
school at Year end



An accurate List of what the 
School is owed@Year end

Types of School Debtors

1. Prepayments (1720)

• Deposit for school trips

• Insurance paid in advance

2. Monies due to school (1705)

•Hire of hall

3.Grants due to school (1730)

• State exam aide Grant



School running costs for 23/24 

Paid in 22/23

Should sit in Balance sheet @31.8.2023

Then moved to I&E for 23/24 @ 1.9.2023

Understanding Prepayments

Insurance, Rents, Subscriptions or 

memberships

Costs paid in 2023 that relate to Sept 2023 – Aug 2024

Expenditure that would be typically prepaid 

would include



23/24 Costs paid in advance
Classify in Prepayments at Year end

Income & Expenditure Account 31.8.2023 Balance Sheet @ 31.8.2023 Journal entry

September 5, 202333

Income

Cr
Expenses

Assets

Dr

1720

1730

Liabilities

Cr



Income & Grants Due at Year end

Income & Expenditure Account 31.8.2023 Balance Sheet @ 31.8.2023 Journal entry

September 5, 202334

Income

Cr
Expenses

Assets

Dr

1705

1730

Liabilities



“Recording Journals in Sage 50 – Key steps

Use the template to prepare journal for entry into Sage 50

Record the key journals before Year end is run

A Reversing journal
Efficient & Time saving before Year end is run

But if not reversed it will only require a single journal to reverse accrual at 1.9.2023



Recording Journals in Sage 50
Using Reversal option in Sage

Year end is not run – No problem

Accruals Prepayments Grants Due

September 5, 202336

 




Recording journals before 

passing info to Accountant 

– most efficient & 

accurate 



Sage 50 Accounts - Progress Review

Upcoming training

5. Conclusion

September 5, 202337



The Financial Year end Accounts
Sage 50 Progress review

Information required

38 September 5, 2023

Supporting Paperwork

Bank Reconciliations

Listings & calculations

Resources & Support

FSSU / Year end Guideline

Webinar training

Accountants will finalise 
the reports

This is all the information the Accountant will request



Webinar Training Update

39

FSSU Webinar Training for Sage 50 Accounts

Autumn 2023

Webinar 1

Aug 29th2023

Sage 50 New Users

Guidance for accounts personnel updating the August Y/E 
accounts in Sage for the first time

Webinar 2

Sept 6th 2023

Sage 50 – Key issues for the August 2023 accounts

Covid refund, accruals, prepayments, ringfenced grants, Income in advance

Webinar 3

Sept 13th

Sage 50 New Users

The nominal ledger module – Focus on the Chart of 

Accounts & month end BOM reports

Webinar 4

Sept 27th

Sage 50 & Year end reporting with particular 

Focus on the Balance sheet

Webinar 5

Oct 25th

New financial Year 2023/2024 

An overview including reporting to the BOM at month end

Webinar 6

Nov 29th

Sage 50 & working with the Accountant to finalise Year 
end in Sage 5

Webinar 7

Nov 8th Getting started with the Suppliers Ledger in Sage 50

Sage 50cloud

Not Yet upgraded

• Last call

• Webinar for those schools 

• Email will be sent  

Survey after webinar

Tell us

What nominal codes to cover in 

next week’s training?

All suggestions welcome

Sage is date driven – Keep Sage up to date

September transactions can be processed once the 

Banks are reconciled for August 



Thank You for attending

September 5, 202340

If you have any further questions

please telephone or email us

Primary  01 910 4020

Post Primary  01 269 0677

Email support@fssu.ie 



Q&A
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