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SURF Autumn
webinars
schedule

Sur

accounts

New User Training
Date: Tuesday 12th September, 10am-11am

» Guidance on updating the August ¥Year End accounts for the first time.

Date: Thursday 28th September, 10am-11am
= Focus on the Chart of Accounts

= The General/Mominal Ledger

* Month End Board of Management Reports

Preparation & Processing of the Year End 2022/2023
Date: Thursday 21st September, 10am-17Tam
= Key Issues for the August 2023 Accounts

Date: Thursday 5th October, T0am-1Tam
= Surf Accounts & Year End Reporting

Date: Thursday 2nd November, 10am-11am

* New Financial Year 2023/2024 - An overview including reporting to the Board of Management at
month end.

Date: Wednesday 6th December, 10am-11am
+ Surf Accounts - Working with the Accountant to finalise the Year End

Introduction to the Suppliers Module
Date: Wednesday 22nd November, 10am-11am

+ An overivew of the Suppliers Ledger in Surf Accounts




1. The New financial year
2023/24

a) Tasks to complete before
moving on to the new
school year

b) How to account for
September 2023

Agenda for
today's
webinar

transactions that are
relevant to the prior year
c) Aligning with latest FSSU
Chart of Accounts
d) Importing the budget for
2023/24

. Reporting to the Board from
Sept 2023
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1

N.ew Financial
Year 23/24




A. Tasks to
complete before
moving on with
September

!

- Bank rec
finalised for
August

% Accounts
are with
accountant

‘.. Suppliers’
ledger

finalised for
August

1 Year-end
reports run &
reviewed




Tasks to complete before moving on with
September
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Tasks to complete before moving on to the

new school year

Set up New Folders for the year 2023/2024




Tasks to complete before moving on to the
hew school year

DE Grants in Advance
School Income in advance
Reversing Accruals
Reversing Prepayments
Ringfenced grants

DN NI NI NN




Review Balance sheet at 31.08.2023

Balance Sheet

Test School
Date Range Izt Sep 2022 Ta 3=t Aug 20235
i 2023 2022
Code Crescription Current Comparative
L € < Balance Sheet [
Current Liability Accruals
2105 School Income Received in Advance 15,5235 27,136
2150 Grants Received in Advance GanfS in OdVOnCG 11 30, S0 52,351
2151 Book Grant Received in Advance - 27,651 PERIOD FROM PERIOD TO DEP
2161 Library book grant unspent 35,176 4 595
2165 ICT Grant Unspent - 13,435 B Sep-2022 v Aug-2023 v v
2168 Mon Teachers Pay Budget Grant Unspent - 1,413
21659 Covid Minor Works Grant Unspent - 25,354
2170 Supervision and Substitution grant unspent 953 1,253
2172 Other ring fenced income unspent - 4 7559
217489 Cigital divide grant unspent - 22,311
2132 Cowvid PPE Grant Unspent 38,601
2183 Covid Enhanced Supervision Grant Unspent - 28,073
2184 Covid Capitation for cleaning grants unspent -
2136 COWID Capitation for cleaning & PPE grant unspent 26,779
2200 MetWages Control -454
2220 Single Public Service Pension Scheme Control 162 427
2250 FAYE/FRSI Control 14,503 2,559
2260 VAT Control Account JU|Y/AUg vat 3 & 4 504

144,567 14,200
Current Assets less Current Liabilities a829,7382 573,391




Journals 01.09.2023: DE Grants in advance

Surf Accounts for C&C Schools
Quick Reference Guide
Accounting for Grants Received in Advance

What are Grants received in advance?

This is a grant received in the current accounting period that belongs to a future accounting year e.g.,
grants received between now and the 315 of August for the next school year. Below is a list of the most
common grants received in advance.

Grant Received in For the period Element in
advance
Mon-Pay Grant July July/Auqust/September 1/3
MNon-Teaching Pay Grant July July/Auqust/September 1/3
Book Grant June Next School Year September/August 100%
SS3SF Grant June July/August/September/October 50%
DEIS Grant June Next School Year September/August 100%0

Outlined below are the steps on how to calculate, post and report on the grants received in
advance.



Journals 01.09.2023: DE Grants in advance

Calculation of Grants Received in Advance Template

| L

Sample C&C school
123450
2A1st Aungust 2OR




Journals 01.09.23: DE Grants in advance

JOURMALS DETAILS

DATE REF NO. TYPE

s e o % Add Atzachment
702023 ¥ie Adjust

Description MNotes Crebit Credit DEP

Grants Received in Advance Rec'd in adwvance 14,000.00 0.0 NTF
Capitation/Mon Pay Budget Rec'd in advance .00 4,000.00 AC0D
Grants Received in Advance Rec'd in advance D,000.00 0.00] ACD
3030 Mon Teachers Fay Budget Rec'din advance 0.00 5,000.00 ACD
2150 Grants Received in Advance Rec'd in advance 7.500.00 0.00] ACD
3050 Ancillaryfschool Support Services Grant Rec'd in advance .00 7.500.00 AOD

[' Q l 0.00 00| AOD >

otal Debit Amount 20,500.00

otal Credit Amount 20,500.00

Balamce 0.00



Handy Tip: Copy Journal feature

]Dl.ll'l'la|5 m Confirmation Message
o Do you wish to copy journal?

M Y
11 A 2023 Augp-2023 Jourrs 14 22723 Yiw G400 4.500.00 4.500.00 -° | -’ ==
JOURMALS DETAILS
DATE REF NO. TYFE

01/09/2023 i 22/ 23 Ye

Code Description MNotes Debit Credit DEP

400 Q Accrual for 22023 Acct Fee KPMIG 4 50000 0.00 | AQD W
2447 Accruals &corual for 22023 Acot Fes KPRMG 0.00 4 500,00 ADD

U



Journals 01.09.23: School Income in advance

Surf Accounts for C&C Schools

Quick Reference Guide
Accounting for School Income Received in Advance

What is school income received in advance?

This is income received in the current accounting period that belongs to a future accounting year
e.g. monies received between now and the 31% of August 2022 for the school year 2022/2023.

Examples of school income received in advance
Incoming First Year Charge

Transition Year Charge

School Administration Charges

Book rental Income

Voluntary Contributions

a) Grants received in June - Aug 23
relating to Sept 23-24 school
year

b) Moving income back from the
balance sheet to the I&E

account for 2023/24 year

Journal
1-9-2023
DR 2105

CR Income

code




Journals 01.09.2023: Reversing Accruals and

Prepayments

Automatic journal reversal

Debit

MNotes

Pre-payment

0.00




Journals 01.09.2023: Reversing Accruals

In Income & Expenditure A/c the charge for Accounts fee
for 22/23 is accrued

General Ledger Account Activity
Test School
Date Range 1st Sep 2022 To 31st Aug 2023

6400-Accounting / Auditing Expense

ccounting / Auditing Expense _g—
Code Date Type  Details / [}Ehi“ Credit Balance
6400 31/08/2023 MIRNL  Accruslfor22/22 Acct Fee KPMG 4,500.00 - 4,500.00
Totals: €4,500. - €4,500.00

In the balance sheet accrual for Fees & otRer items are in
School Current Liabilities

2440-Accruals

Debit " Cretig Balance

Code Date Type  Details

2440 31/08/2023  MNJRNL  Accrualfor 22/23 Acct Fee KPIMG
D440 31/08/2023 ACCR  Auest2023

4,500.00 -4,500.00
8,349.75 -12,849.75

Totals: - €£12,849.75 -£12,849.75

Code  Date Type  Details

Dehit Credit Balance

B0 (TU0S0E) NRNL everse22
a0 27/10/2023 | PMT  KPMG 22/23 AUDIT FEES paid

Totals:

Reverse on
1-9-23
DR 2440
CR 6400

/23 Accrual KPMG

4,500.00 -4,500.00
4,500.00

€4,500.00  €4,500.00




Journals 01.09.23: Reversing Prepayments

DR: Expense Code

CR: 1720 Prepayments Journals 2

Journals

JOURMNALS DETAILS

DATE REF MNO. TYPE
[ 01/09/2023 ] £ Reverse © Addattachment
\Wax fifle size 4 ME
Description MNotes Debit Credit DEP
Rev School Tours prepaid 4, 500.00 O.00 ACD -
Student Insurance Expense Rewv Insurance paid in adw 5,520,000 0,00 ACD

Frepayments Rewverse S/tours & Insurance 0.00 11,020,000 ACD




Journals 01.09.23: Ringfenced grants unspent

WORKSHEET: CALCULATION UNSPENT GRANTS AT 315T AUGUST 2023

=I nl al-4

—mmnnu-mn
AMOUNT
ST I -

304058
B41A00

School Library Books Capital Grast 3158
SUPEVESO & Substibulie Grant J 4150 140 A N

0
( 1y 4% of  nw  ama 1
0

thool Meaks Grant 1% 451 16 21711400 i 26|00

L 1

Journal on
1-9-23
DR 2171

CR 3294




X Refund to DE of Covid Grant 2186

B. September

relevant to the VAT Payment — July/Aug 2260
2022/2023 Year
022/2023 Yea PAYE — August P30 2250

SEC - State Exams 3255
Commission Income due




September 2023 transactions relevant to the

2022/2023 Year
COVID Refund Sept 2023

CIONWID-19 1GRANT SUMMARY FOR THE PERNODD ENDING S3A5T ALNGLIST FO02:
The greyed out cells contain formula please do ot use.
Flease anter ywour srant income: and egpersditere in the appropriate orangse cells in the
tTemplate

COWYIED Cleanirng amd
PFE Srant
COwWiD COwir
Cle amirng Cle amirog
wageo Marterials_

JTINCIOME [(Grants Received]

 MominalfiIGeneral Ledger Codes S285

] September Z0OZ2= 1= 555 =4 555

i March 2023 1=0. =30 =0 =30 qumeni
| TOTAL 115 085 S 00|

fo DE

T EXPENDITURE

 MominalfiGeneral L edger Codexs SHEHOAd SEHOG ] C d t

7] E=pernditure 112 550 (= =11 = s _=05] o e o
I TOTAL [ E= ] =] [ L= ]n] =] 21 86

: LUIMSPEMNT [OWERSPEMT) 125,773 125773

The O=partm
refund oF th=

nspenik




September 2023 transactions relevant to the

2022/2023 Year

July/Aug Vat 3 liability

Quick Payment

BANE ACCOUNT

1200 Current Account | v

DEP Ref. Mo. Notes/Payee Amount VAT Code VAT Nom. Code

‘pz.:ca.-'zczz B e v | ADD v ROSRD v || Julfhug Vat laibiity 450400 || Z0.00% (Zerc) v ” qQ




September 2023 transactions relevant to the
2022/2023 Year

Quick Payment

BANK ACCOUNT

1800 Current Account 1 v

Payment Type DEP Ref. Mo. Notes/Payee Amount VAT Code VAT Mom. Code

‘pz.:ca.-'zc::z ﬁ‘ EFT v ACD v  ROSAD v | AugP3 . 14503.00 || Z0.00% (Zera) v c Q




September 2023 transactions relevant to the

2022/2023 Year

State Exam Receipt

Quick Receipt

BAMK ACCOUNT LODGEMENT NOD. QDGEMENT DATE
1800 Current Account 1 b Ban E
re .
Cogg 4 CSioy

Payment Type DEP Customer MNotes/Paid by Amount VAT Code VAT Nom. Code

28/00/2023 BB | EFT v ADD v SEC v | SEC due Exams-2 16454.00 7 0.00% (Zera) .;._.;. Q



Review Balance
sheet at

30-9-2023 - after
journals and

payments are
processed

Balance Sheet
Test School
Date Range

1zt Sep 2023 To 30th Sep 2023

2024 2023
Code Description Current Comparative
£ £
Current Liabkility Accruals

2105 School Income Received in Advance 27,136
2150 Grants Received in Advance - 52,351
2151 Book Grant Received in Advance - 27,651
2161 Library ook grant unspent 35,176 44 995
2165 ICT Grant Unspent - 13,439
2168 Mon Teachers Pay Budget Grant Unspent - 1,413
2169 Cowid Minor Waorks Grant Unspent - 259,354
2170 Supervision and Jubstitution grant unspent 953 1,293
2172 Cther ring fenced income unspent - 4759
2179 Digital divide grant unspent - 22,311
21822 Cowvid PPEGrant Unspent 38,601
2183 Covid Enhanced Supervision Grant Unspent - 28,073
2184 Covid Capitation for cleaning grants unspent -3,588
2186 COWID Capitation for cleaning & PPE grant unspent DJ -
220 Met Wages Control -5 -4895
2220 Single Public Service Pension 5cheme Control 427
2250 FAYE/FRE| Control 12,510 2,559

2260 WAT Control Account -
2440 Accruals - 1,107
e 411,385
Current Assets less Current Liabkilities 230,250 573,391
Total Assets less Current Liabilities 1,161,825 794,750




C. Align with
FSSU Chart of

Accounts 2023-24

FSSU Chart of Accounts

Revised September 2023
(Effe for the year endied 313t August 2024)
L]
Income and Expenditure Codes
AIC No Description Typa
e (1] Capiation®on Pay Budge! InCome:
I0C0 DEIE Grant Income
301 Earty Starl Frogramime kMaterislcFoepment/Panental imsoksement Grant inoome  Inoome:
3022 Earty Start Frogramme Capitation Inoome:
330 Mon jeachers Pay Budged Incoime:
J0ED AncilanySohool Suppon Senioes GG Incoime:
3100 Secretanal Gt Incoime:
3130 Caretaker Grant Incoime:
3140 Speoml Education Equepmernt Gl Incoime:
J1E0 Book Grant incomes Incoime:
J1EA Prmarny Free Sdhoolbook Grant Incoime:
JIES Prmary Free Sdhooibook Admin Gramn Income:
JIEE School Library Books Capiial Grant Incoime:
J1ED Book Rental Soheme Gant Incoime:
3D Specil Subyedt Grant Income:
3m Irish and Bingual Sdhool Grant Incoime:
3150 JCEP Grant Incoime:
00 Transibon Year Grand Incoime:
210 Leaving Cerbficale Applied Grant InCoime
X0 Grand for Traveler Students Incoime:
AT Amcrisabon of DE Equipment Grants Income:
L) Amorisabon ol DEICT Granis InCoime
T Amorisabon of Ofher DE Granks Income
X230 ICT Grart Mon Capal InCoime
X240 Superdsion and Subsiution Gran InCoime 3
1245 PhysacsChemisiny Grant Inoome: 3 D I d
PLES Sixe Exam Inoome InCoime 3 own oq

e — = =  the chart of

D Minor Works Grant f— ' qccouni‘s

O Ade Grant Incoime:
COMID Enfanced Supensson Gran Income

COVD o et o o e _ from our

12D
L]
TR
e
XETT
X80
B3
1284
I LD Funding for Replacernent Secretanal Hours Inooime:
XBE
BT
XBE
L)
XS0
e
prel

COWID Funding for Risplacernent Cleaner Hours Inoome °

O Funding for Replacerment Bus Escon Hours Income: ) webSI‘I.e
COMD Captrion for Cleaning and PPE. Grant Income:
Orce-Dif Cost of Living Grant Incoime:
Cher hon Capital DE. Grant Income Income:
Stardardsed Tesing Gran Income:
Surmmer Prowision Grand Incoime:



https://www.fssu.ie/post-primary/search-a-z/chart-of-accounts

Aligning FSSU COA: What is new on 2023-24

Home ¥ Topics v FSSUGuidelines -

-

| 3151 Primary Free Schoolbook Grant
3152 Primary Free Schoolbook Admin Grant

4731 Primary Free Schoolbook Grant Expense

4113 Primary Free Schoolbook Admin Salaries Expense


https://www.fssu.ie/post-primary/search-a-z/chart-of-accounts

Surf Accounts

Importing the Budget

1 CA&C Budget 2023724 New Surf Import sheet

Included in the Budgst Template 2023/2024 is a sheet called “Surf Budget Impart” which provides 2
summary of the nominal codes and the total budzet figures for the year.
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The details in Column & & C of this sheet can be copied into 2 template zvailable in Surf, and this will
enable the budzet data to be imported into Surf.



https://www.fssu.ie/app/uploads/2023/03/Surf-Budget-Import-Guide_23-24.pdf

accounts

o B Settings
@ Dpashboard BIGENERAL SETUP BICONTACTS BEDATA
il customers Business Details Setup Imports
B Purchases Users Categories Rarts

(]
Manage Currency Other Information Year-End I m p o rtl n g th e
Manage Time Recording Credit Terms Neminal Onl: b U d et i n fo
B General Ledger g
B BIACCOUNTS BEVAT BE-MAIL SU RF
» CRM

n Banking

Setup VAT Basis Basic Setting
= Reports

Accounting Periods VAT Rates Advanced Set
*" Add-Ins Departments VAT Codes E-Mail Templ

Intrastat VAT Change Wizard

Change VAT Basis

EICRM EINVOICING/PRINT TEMPLATES
Diary Setup Transaction Other Information
Activity Types Print Templates

#¥ Settings W Help
Pipeline Setup Inveice Column Setup




Data Import

Select the type of the file you wish to import

Surf Accounts Standard Import File v

[ ]
| | Importing the
() Contacts - Customer/Supplier/Prospects/Business &
Personal Contacts b U d g enl- innlno
(O Product List (O stock Adjustments s U R F

(O Detailed Customer Invoices and Credit Notes (O Summary Customer Invoices and Credit Notes
(O customer and Non Customer Receipts (O Detailed Supplier Invoices and Credit Notes
(O Summary Supplier Invoices and Credit Notes (O Supplier and Non Supplier Payments

O Journals (O single Line Journals

@nthly Budget I@ (O Yearly Budget Import

Close




Data |mp0|'t »yMonthly Budget Import

Importing the
Toimport Menthly Budget Data into Surf Accounts you must use thefnllcw'ick on link to download). Once yau have filled in the information b U d g ei' i N 'I'O
SURF

select your file below and press the Import Button. If there are any issues with the import file the information will net be imported then you must fix the
problems and re-import.

Select Period Select Department

300 No file chosen Select option v Selectoption v
B -




= pe— o - — - -—

ra

[ SN = Y "= TR IR = R RN S

You can apply the filter in Column C

-

|

- ' -

Community and Comprehensive School
NON DEIS School Budget 2023/2024
Surf Budget import figures

1.The nominal codes here should be the same as in your Surf accounts. If yo
added additional codes to your income & expenditure budget please add the

codes and values into the budget below.

2. Values are formatted as "General"

3. Income values (codes 3000-3899) should show as a minus (- figure

4. The details in Column A & C must be then copied into a Surf Budget Import

template for importing into Surf.
Click here for full instructions for importing budget figure] into Surf
Copy Copy
A C
Code . «| Period1 -
3010  [Non Pay Budget Grant -10000
3030  [Non Teachers Pay Budget Grant 0
3050  |School Support Services Fund Grant -24300
3140 [Special Education Equipment Grant 0
3150  |Book Grant Income 0
3155  [School Library Books Capital Grant 0

Formula Check
The total of figures in the import sheet should add up to the inct

A formula check has been added to confirm this, if there is a des
Total Per Import Sheet  Per Budget sheet i

34500 345 @

Note this is not the surplus

Subtotal per Import sheet Subtotal per Budget shee Check

4. Opening Bank Position 5. Estimated Operating Cashflow | 6. Capital Expenditure Budget | 7. Monthly Cashflow { 8. Surf Budget Import _>

Importing the
budget into
SURF




AutoSave (8 ot} [

o Wingdin = |11 = A" A B~ % Calibri  ~ |11

File Hox . ) File Home Insert
. B IS0 A-EHHN B I = &~

L & ——" i oA A X L
(] | Wingdings LU _ 7] Calibri 11~ o

Paste o Search the menus Paste D ) B I U Learch the memus Importlng the
" - - L = [ )
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(B Copy ' | [
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10 Las LA Le & = 8 ;
Paste Special... b
4 [ Smart L ockup
5 | 3140 et Smart Loeku;
INEETT-..
6 3150 | Insert...
T 3155 Delete... !
l::]E _ 3170 Clear Centerts Delete...
o 3190
: i Clear Copten
10| 3200 5] Quick Anabysis ear Conten
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Data Import >Monthly Budget Import

Toimport Menthly Budget Data into Surf Accounts you must use the following Template (click on link to download). Once you have filled in the information

select your file helow and press the Import Button. If there are any issues with the import file the information will net be imported then you must fix the I m porili n g II_h e

problems and re-impart.
°
budget into
Current Period >

SURF

Budget in Surf Accounts

> Presentation Slides

> Guide on Entering the Budget in Surf

FSSU
Training
video

Importing the
Budget into

Year-end process completed on Surf Accounts - |

LN CE RN - S ou e




2.
Board of

Management
reports

Guide on Preparing Month End
Reports for Accounts Personnel in
Community & Comprehensive
Schools




Guide on preparing month end reports

Step 1: Preparation before inputting information to the
accounts system

Cash receipts
Remittances/Other documents supporting direct lodgements

Online payments system analysis reports
Purchase invoices
VAT/RCT records

Cheque payments

Oo0O0ao

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



Guide on preparing month end reports

Step 2: Record in accounts-Daily/Weekly/Monthly

Record all
receipts.

Record all
cheque
payments in
sequence

From the online
bank statements
record any direct
debits and
credits.

Input purchase
supplier invoices

Record all EFT
payments.

Record the
weekly payroll
journal

Reconcile all
bank Petty cash
accounts.
Monthly
Credit card f payroll
journal
Online
payments RCT/VAT
per analysis journals
report



Guide on preparing
month end reports
Step 3: Review the
financial reports for

reasonableness and
accuracy

Before prinfing any of the
reports you should review
them for accuracy and
reasonableness. This will be
time well spent.




Board of Management Reports: Monthly
Reports Checklist

Board of
Management
meeting




Guide on preparing month end reporis
Step 4: Generate and print/save final reports

[=]

FSSU > Post-Primary > Topics > Surf Accounts > Guide on Preparing Month End Reports




Board of Management Reports: In SURF Accounts

o reate New v ra tmmama s S Demo 8 cNoaq
‘ accounts
1 b Reports
. FAVOURITES ~

@ Dashboard

Aged Supplier Balance Detailed W
(@ customers

Balance Shest W
B purchases Bank Reconciliation |
1l Banking General Ledger Account Activity *
ﬁ General Ledger ncome&Expenditure W

Trizl Balance W

Trial Balance - Formatted w




Board of Management Reporis: Further

Information/Training

v' For Webinars that covered
board reporting extensively A _ B coocine
see the links to these on the K , 4 in Surf Accounts
right here i | |

v The short training videos
section has a session on
Monthly reports the link to
that is on the right here too



https://www.fssu.ie/post-primary/topics/surf-accounts/training-videos/monthly-reporting-in-surf-accounts/
https://www.fssu.ie/post-primary/topics/surf-accounts/training-videos/monthly-reporting-in-surf-accounts/
https://www.fssu.ie/post-primary/training/training-resources-for-new-accounts-personnel/monthly-financial-reports/

1. Moving on with new School year
2023/24
A. Tasks to complete before moving
on to the new school year
B. How to account for September
2023 transactions that are
relevant to the prior year
C. Aligning with latest FSSU Chart of
Accounts
D. Importing the budget for 2023/24

2. Reporting to the Board from Sept 2023

Summary of
todays topics




Resources available — where to get more help

Videos

» Basic Financial Controls

» Chart of Accounts

« Department of Education Grant Income- C&C only

« [Department of Education Grant Income - VS5 only

» Overview of Common Accounting & Bookkeeping Terms
o Surf Accounts for New Lisers - C&C only

» Sage Accounts for New Users - VS5 only

» Month End Process

« Monthly Financial Repaorts

« Payroll
22nd November 10am « RCT and VAT

™

6th December 10am



Contact details: Post Primary Team 01 2690677

email: info@fssu.ie




Thank You for
attending




: Surf

accounts

Autumn/Winter 2023
Webinars for SURF

USERS
Webinar 5
2"d November 2023

Q&A to follow
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