
Sage 50 Accounts for New users
in Voluntary Secondary schools

Presenter – Eleanora McKenna
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Agenda

2

1. Getting started

2. Departments

3. Suppliers Module 

4. Bank accounts Module 

5. Nominal codes Module 

6. Reports

7.& More Help



1. 

Getting 

Started in 

Sage 50.

Software Maintenance & Security

Key Settings

Backup System 

Financial Year and Program date
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1. Getting started & Settings
4

Select & open the relevant data set and log in with 

user name and password 



Software Maintenance
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Software Security

Company Dataset - User name & 
Password

My sage email & Password

Remote Data access - Passphrase

Manager & PW to log into Sage

Email assigned to Sage account

Forgotten password option

This gives access to the school data 
on the cloud.

Accountants & authorised personnel 
ONLY

Password Types Detail
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Key Settings in Software Users &Remote Data Access 7



Sage Backup System

Data & archive backup daily 

(asked when closing 
program)

Month end data backup

Year end Data backup

Directories

A good 
system

Month end

12 
backups

Year end

Before 
& after

Regular data 
backups

Regular 
Declutter  

Financial Year

20XX/20XX

Network

Cloud

PC
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Financial Year and Program date 9



2. 

Departments

Departments

Creating a department code
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Departments
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Creating a new Department
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3. 

Suppliers 

Module

Supplier Invoices

Supplier Payments

Supplier Ledger Report
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The Suppliers Module

4
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Supplier Invoices

15

Gross value 
of Invoice



Supplier Credit Note
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Supplier Payments 

Option 1 – Show payment on the Batch Invoice screen

Option 2 – Supplier Payment
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Allocating Supplier Payments and Credit Notes
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Allocating Supplier Payments and Credit Notes
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Allocating Supplier Payments and Credit Notes
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Allocating Supplier Payments and Credit Notes
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Suppliers Ledger Report
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Suppliers Ledger Report
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4. 

Banking  

Module

Bank Receipts & Payments

Bank Transfers

Bank Reconciliations

Online Payment Solution  Clearing Account

Petty Cash Account

Cash Control Account 

Bank Feeds
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Bank Receipt
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Bank Payment
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Bank Reports
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Bank Receipts report
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Bank Receipts report

3010-3899 Income Current Year
3900-3999 Capital Items

2105 –School Income in Advance
2150-2152 – Grants in Advance
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Bank Payments Report
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Bank Payments Report

4000-7000 Expenditure codes

2200-2250 –Payroll related
2260 – VAT 
2270 – RCT 
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Bank reconciliation
32



Bank reconciliation
33



Bank reconciliation
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Bank reconciliation
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Bank Reconciliation Report
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Bank Reconciliation Report
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Bank Reconciliation Report
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Online Payment solution clearing account -1870

From Bank Statement Online Payment Provider 

Reports

In the online solutions clearing 

account record receipts to relevant 

income codes 

Record bank fees

At least monthly
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Guidance on the Online Clearing Account available on the 

FSSU Website –Topics – Sage 50 –Training Videos –

Income in advance and the online clearing account



Petty Cash

At least monthly & 

signed off by the 

Principal.

Record 

transactions from 

petty cash as per 

information on 

petty cash 

voucher.

Top up petty 

cash float in line 

with petty cash 

limit as set out by 

the board of 

management.
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Cash Control Account

41

Record Cash / Cheque into 

the cash control account

Record lodgement of the 

cash/ cheque into the 

main bank account

Total value of cash 

and cheques



Credit Card

Record each transaction as per credit card statement to 

from N/C 1850 Credit Card Account

Record payment of the credit card as a bank transfer from the main account to the 

credit card account. 
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Bank feeds
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Bank feeds

Steps

1. Download bank feeds.

2. Match Transactions.

3. Pick up/ Create any entries  listed 

on Bank Feeds and not in Sage.

4.  Create rules when in the confirmed 

tab.

5.  Continue to check reconciliation 

regularly throughout the month.

1.

2.
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Bank feeds

Steps
3. Pick up/ Create any entries  listed on Bank Feeds and not in Sage.

3.
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Bank feeds

Steps
4. Create rules when in the confirmed tab.

5.  Continue to check reconciliation regularly throughout the month.

4.

Only at month end click Reconcile
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5. 

Nominal Codes 

Module

Chart of Accounts

Nominal Codes

Journals

Nominal Activity Report

Reports
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Chart of Accounts
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Nominal Codes
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Adding Nominal code

1. Add Nominal Code for DEIS Grant

2. Wizard

3. FSSU COA –name, type, category 

and number.

4. No opening balance to enter

5. Create

Bank accounts created in the bank 

module
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Journals

51



Journal Entry
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Recording VAT
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Recording RCT
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6. 

Sage 50 Reports

Balances on school bank and cash accounts

Bank reconciliation statements

Payments listing

Receipts listing

BOM Income and Expenditure

BOM Balance Sheet

Aged Creditors / Suppliers Listing

Nominal Activity report

School Income in Advance  (department report)

Trial Balance

Capital Income & Expenditure account report 
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Reporting to the Board of Management
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Nominal Activity Reports – Nominal 

Activity
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Nominal Activity Reports – Nominal 

Activity
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List of balances on school bank and 

cash accounts

59



Bank reconciliation report

You can only print 

the report for the 

last reconciled 

months you can not 

print a prior 

reconciled period.
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Payments Listing Bank account
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Payments Listing Cash payments
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Payments Listing Credit Card Payments
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Supplier Payments Listing
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If using the 

Suppliers 

Module in 

Sage 50.



Supplier Payments Listing
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Receipts Listing Bank/Cash / Credit Card 

Accounts
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Income and Expenditure
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Income and Expenditure
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Monitor the spending of Ringfenced Grants
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Monitor the spending of School Generated 

Income
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Balance Sheet

Fixed assets –

check additions

Debtors & 

prepayments

Agrees to 

bank & cash 

reconciliations

Agrees to aged 

creditors reports
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Aged Creditors / Suppliers Listing Report
72



Department Reports
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Department Reports

74



Department Reports

75



School Income Received in Advance

02/09/XXXX – Assuming journals 
posted to transfer prior year income 
dated 01/09/XXXX
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Trial Balance
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Capital Income & Expenditure report

Capital projects assigned a department code. 
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Summary
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7. Further Information, Training  & Support
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Post Primary Team 

01 2690677 

email: info@fssu.ie
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Thank you
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