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Accessing the FSSU Portal 
 

 
 

1. To access the FSSU portal, login to our website – www.fssu.ie 

2. Choose Primary or Post-Primary 

 

 
 

3. Click on the calculator icon on the homepage to access the login page 

 

 

Internet Browser  
Please note that our online portal cannot be accessed with Internet Explorer.  

Instead of using Internet Explorer, please download one of the following browsers:  

http://www.fssu.ie/
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4. Click Request Password 

 

 

5. Enter the Email Address Registered with FSSU and click Submit 

 

 

6. You will receive the following message. Click OK.  
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7. Go to your email inbox to access your password. 

 

8. Follow the “Click here to access portal” link to bring you back to the login screen. 

 

 

9. Please note the password is valid for 72 hours. If you still require access to the portal 

after this time you will need to generate a new password by following the steps outlined 

above. 

 

10.  Login using your email address and password 

• Your email address is the one used to access your password 
• Enter the password that was emailed to this account  
• Enter the result of the equation in the third box. 
• Click OK to login. 
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Updating Practice Details 

Updating Practice Details 

1. Click on the orange banner to update practice details. This must be carried out by the 

engagement partner at the start of the submission process each year.  

 

 

2. Update practice details, if necessary, under Practice Details tab. 

3. To complete the submission process, you must confirm that the practice holds a 

current practicing certificate and current professional indemnity insurance. 
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Updating the Engagement Partner details 

 

4. To update click on the Engagement Partner tab 

5. Click change engagement partner box 

 

 

6. Click open user list 

 

 
 

7. Set up the engagement partner as a new user or reassign an existing user 
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8. Click on the Engagement Partner check box 

 

 
 

9. Confirm the update 

10. Click Yes to proceed 

 

 
11. Select the engagement partner from user list. 
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Updating School List 

 

On the School List tab you can view the current list of schools linked to your practice and 

request a school to be added to your list. 

 

12. Click on school link tab to view current list of schools 

 
If you require a school to be added to your list: 

13. Click request New School Link  

 

 
 

14. Input the required information into fields below 

15. The FSSU will require confirmation from the school before activating this request 
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Updating User List 

 

Only the engagement partner can add new users and restrict access to existing users  

To add a new user: 

16. Click “Add User” 
 

  

17. Complete the information required below. 

18. Click save. 

 

This will allow users to request their own password using their email address. 

19. Click Save & Submit to proceed 
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Submitting Annual Accounts on the FSSU Portal 
 

On the main page you can view all schools currently listed for submission 

 
 

The Filter button allows you to filter schools by Submission Status.  
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1. Select the relevant school by clicking on the school roll number or school name 

 

2. Click confirm to begin submission 

 
 

3. Some data will be pre-populated i.e. school name, roll number etc. 

4. Confirm if accounts are audited or not audited 
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Inputting the Trial Balance 

You can choose to manually input the trial balance figures into the portal or import it by file 

upload. 

Manual Input 

5. type in the value beside each nominal under the DR and CR columns 

6. Each section of the trial balance is broken down under the following headings 

• Fixed Assets 

• Current Assets 

• Current Liabilities 

• Capital & Reserves 

• Income 

• Expenditure 
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To import by file upload 

7. Download the upload file from our website. 

 

8. Save the schools trial balance in the required format.  

9. Make sure to input the correct schools school roll number and save the file. 

10. On the FSSU portal click on the Import TB button 

11. Click on the import button 
 

 

 

 

 

 

 

https://www.fssu.ie/
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12. Browse to the saved file and click open 

13. Click import file to populate the trial balance 

 

 

14. Check Dr and CR totals to ensure they agree, and difference is zero. 
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Completing the Charities Regulator Report 

Some fields are automatically populated from the trial balance amounts entered.  

15. The information required to complete this section will be provided by the board in 

the Board of Management authorisation letter.  

✓ Registered Charity Number (RCN) 

✓ Average number of employees paid directly by the board of management 

✓ The board confirming it operates under its Governance Documents 

✓ The board confirm all board members details are correctly registered with the 

Charities Regulator. 

✓ The board confirming all bank accounts are include in the annual accounts 

✓ The board confirming the number of individuals who have volunteered during 

the year. 

 

 

 

 

 

 

 

 

 

 

 



16  

 

Completing the Covid Supports Section 

 

16. The information required to complete this section will also be provided by the board 

in the Board of Management authorisation letter  

 

✓ The board confirming that any unspent Covid 19 capitation related grants have 

been returned to the Department 

 

Please note this does not include Covid Minor Works Grant Unspent 
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Completing the final accounts upload section 

 

17. You must upload a signed copy of the approved annual accounts. 

18. The final accounts must be approved by the following 

Primary: Chairperson and treasurer (Chairperson can nominate another board member) 

Post-Primary: Chairperson and another board member (Principal is not a board member) 

 

 
 

19. Click on upload / remove final signed accounts document. 

 
20. Click on click to browse and select pdf signed accounts file and click open. 
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21. Chosen document will appear. Click Save Attachment  

 

• Saved Documents can also be removed if necessary 

 

22. When all mandatory fields have been completed and the final accounts are uploaded, 

the submit button will turn green  

23. Confirm your Submission by clicking on Submit 

 

 
 

24. Reconfirm the submission by clicking Submit again 
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25. You will receive a confirmation email on completion of the submission. 

 

26. A confirmation email will also be sent to the Secretary to the Board of Management 

of the school. 

 

 

If you require any assistance, please call the FSSU Support Line on 

01 910 4020 / 01 2690677 or email support@fssu.ie 

 

 

mailto:support@fssu.ie

