
New Financial Year 

2023-24 & reporting to 

Board of Management 

at Month end

Autumn/Winter 2023 

Webinars for SURF 

USERS

Webinar 5 

2nd November 2023



Our webinar today

Q&A

www.fssu.ie

Recording

Handouts

Questions

Email

2



SURF Autumn 

webinars 

schedule

3



Agenda for 

today's 

webinar

4

10/31/2023

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 

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

 



1. 
New Financial 
Year 23/24
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A. Tasks to 

complete before 

moving on with 

September 

5

Bank rec 

finalised for 

August

Suppliers’ 

ledger 

finalised for 

August 

Year-end 

reports run & 

reviewed 

Accounts 

are with 

accountant 



Tasks to complete before moving on with 

September

7

Lock the periods for the year 2022/2023



Tasks to complete before moving on to the 

new school year
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Monthly 

reports

  

VATRCT PaymentsIncome

Set up New Folders for the year 2023/2024



9

✓ DE Grants in Advance

✓ School Income in advance

✓ Reversing Accruals

✓ Reversing Prepayments 

✓ Ringfenced grants

Journal Postings at the 01.09.2023

Tasks to complete before moving on to the 

new school year



Review Balance sheet at 31.08.2023 10

July/Aug Vat 3 & 

Aug P 30 Slides 22 & 23

Grants in advance 11

Accruals Slide 17

Covid Refund Slide  21



Journals 01.09.2023: DE Grants in advance
11



Journals 01.09.2023: DE Grants in advance
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Journals 01.09.23: DE Grants in advance 
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Handy Tip: Copy Journal feature
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Journals 01.09.23: School Income in advance
15

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
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Automatic journal reversal



Journals 01.09.2023: Reversing Accruals
17

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

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

In Income & Expenditure A/c the accrual is reversed the 
payment made in Oct has no effect on 23/24 accounts

Reverse on 
1-9-23 

DR 2440 
CR 6400 



Journals 01.09.23: Reversing Prepayments
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DR: Expense Code

CR: 1720 Prepayments



Journals 01.09.23: Ringfenced grants unspent
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Journal on 

1-9-23 

 DR 2171 

CR 3294



B. September 

2023 transactions 

relevant to the 

2022/2023 Year

20

Examples of payments & 

receipts codes

Nominal 

code

Refund to DE of Covid Grant 

unspent

2186

VAT Payment – July/Aug 2260

PAYE – August P30 2250

SEC – State Exams 

Commission Income due

3255



September 2023 transactions relevant to the 

2022/2023 Year

Payment 

to DE 

Code to 

2186 

8

COVID Refund Sept 2023
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July/Aug Vat 3 liability

September 2023 transactions relevant to the 

2022/2023 Year



23

Aug P30 liability

September 2023 transactions relevant to the 

2022/2023 Year
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State Exam Receipt

September 2023 transactions relevant to the 

2022/2023 Year



Review Balance 

sheet at 

30-9-2023 - after 

journals and 

payments are 

processed

25



C. Align with 

FSSU Chart of 

Accounts 2023-24

Download 

the chart of 

accounts 

from our 

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


Aligning FSSU COA: What is new on 2023-24
27

3151 Primary Free Schoolbook Grant

3152 Primary Free Schoolbook Admin Grant

4731 Primary Free Schoolbook Grant Expense

4113  Primary Free Schoolbook Admin Salaries Expense

Do Not Use 

these Codes

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


D. Importing the 

budget into SURF 

for 2023-24

28

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


Importing the 
budget into 
SURF 

29



Importing the 

budget into 

SURF 
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Importing the 

budget into 

SURF

31



Importing the 
budget into 
SURF

You can apply the filter in Column  C



Importing the 
budget into 
SURF

33



Importing the 

budget into 

SURF

34

Year-end process completed on Surf Accounts 



2. 

Board of 

Management  

reports

35



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

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

36



Guide on preparing month end reports

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

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

Reconcile all 

bank 

accounts.

Petty cash

Credit card

Monthly 

payroll 

journal

Online 

payments 

per analysis 

report

RCT/VAT 

journals

37



Guide on preparing 

month end reports

Step 3: Review the 

financial reports for 

reasonableness and 

accuracy

Before printing any of the 

reports you should review 

them for accuracy and 

reasonableness. This will be 

time well spent.

38



Board of Management Reports: Monthly 

Reports Checklist 

39



Guide on preparing month end reports

Step 4: Generate and print/save final reports

Monthly 

reports

  

40



Board of Management Reports: In SURF Accounts
41



Board of Management Reports: Further 

Information/Training

42

✓ For Webinars that covered 
board reporting extensively 
see the links to these on the 
right here

✓ 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/


Summary of 

todays topics

43
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 



Resources available – where to get more help
44

22nd November 10am

6th December 10am



Contact details:

45

Post Primary Team 01 2690677 

email: info@fssu.ie



Thank You for 

attending

46



Q&A to follow

Autumn/Winter 2023 

Webinars for SURF 

USERS

Webinar 5 

2nd November 2023

47
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