
 

   

SchoolsHUB Financial Questionnaire 
User guide 

Who should read this guide and why? 
This user guide is to assist Data Reporters and Authority Representatives to complete the Financial 

Questionnaire (FQ) reporting in SchoolsHUB.  

To apply for SchoolsHUB access, read this user guide in conjunction with the SchoolsHUB Access Guides (for 
either new users or recent SEP users).  

What does this guide help me do? 
This step-by-step guide assists to: 

 Confirm and update your FQ access 

 Access the FQ collection 

 Access help and request support within the FQ collection 

 Submit the FQ by manually entering school data 

This guide does not provide information on how to upload school data via the cash, accrual or bulk 

reporting templates. Please download the FQ upload user guide for assistance with these functions.  

What role do I need? 
Before you can begin reporting, you will need access to the SchoolsHUB website. The level of access you 

will require are as follows: 

 To access the FQ, you will need Data Reporter or Authority Representative access at the Approved 

Authority level 

 To submit the FQ, you will need Authorised Representative access at the Approved Authority level. 

 To read/view Payment Advices, you will need Finance Officer access to your organisations.  

 

For information on SchoolsHUB registration and access, visit SchoolsHUB help and support. 

https://schools.education.gov.au/schoolshub/help/files/SH.access.new.user.pdf
https://schools.education.gov.au/schoolshub/help/files/SH.access.SEP.PDF
https://schools.education.gov.au/SchoolsHub/articlehelp/?subjectid=25ffc6df-0b5d-e911-80fe-06943d6a8cd7


 

 

Changes from the last FQ? 
There have been no changes to the information collected in the Financial Questionnaire from the 2018 
collection. 

SchoolsHUB system timeout? 
For security purposes, there is a 20 minute inactivity time limit in SchoolsHUB.  

If you sign into SchoolsHUB and do not use the system for over a 20 minute period, SchoolsHUB will 

automatically sign you out of your account. Any unsaved information entered before the sign out will be 

lost. We recommend that you save entered data regularly.  

FQ collection help and support? 
Help is available throughout the collection in the Help (?) icons. Information relates directly to that 

question or section.  

For further assistance, within every ? icon you will find a link to: 

 the collections help and support centre page (opens in the same window) 

 submit a new support request (opens in a new window) 

 the SchoolsHUB helpdesk phone number 

For a complete version of the in-system help, download the Financial Questionnaire data reporting guide.   

  

https://schools.education.gov.au/schoolshub/help/files/FQ.Data.reporting.guide.doc


 

 

Accessing the FQ  

To access the FQ collection, follow these 3 steps. 

Step 1:  Sign into SchoolsHUB using your email or username and password.  

Step 2:  On your user dashboard is the Data collection progress table. This table outlines the collections 

you have access to, the collections due date and the collections progress status. To access the FQ click on 

the Financial Questionnaire data collection. 

 

The Financial Questionnaire collection has two options for submitting data.  

1. My organisations provides the option to manually input data for all the organisations linked to your 

account.  

2. Data upload provides the option to upload an XML file which will report collectively for all the 

organisations linked to your account.  

 

  



 

 

Submit the FQ by entering school data 

Organisations linked to your user account will be listed by: 

 Organisation type – System/Office, Schools  

 Name of organisation – AGEID and Title 

 Status – not started, in progress , pending declaration, declared (sent to department), and finalised 

(accepted by the department) 

 Action – Start, Edit,  Attachments, Declare, and Summary 

 

To start reporting, select the organisation you wish to report on and click Start. 

 

Section 1:  Contacts 

The Contacts section asks you to confirm who the primary contact for the FQ collection is. You can either 

use your own user account information by selecting prefill with my details, or you can nominate someone 

else from your organisation by filling in their details accordingly.  To continue, click Save & Next.  

 



 

 

Section 2:  Getting Started 

The Getting Started section asks contextual questions about your organisation. This will influence what 

information you will need to be provided. Please answer each question. Depending on your answer, a sub-

question may be asked for clarification.   

Available reporting columns will vary according to the organisation type selected and whether your 

organisation offers boarding services. Reporting columns may include: Tuition, Boarding, System and 

Dioceses. 

Reminder: Providing information in sections 1 & 2 is required before you can continue to section 3. Enter 

Data. If a question is missed, the system will not be able to progress. 

 

Audited Financial Statements 

To upload a signed copy of your audited financial statements: 

1. click Add files 

2. select the appropriate documents from your records and click Open 

3. repeat steps 1&2 for all required documents and click Start Upload 

To continue, click Save & Next. 

 

 



 

 

Section 3:  Enter Data 

The Enter Data section has been split into reporting categories. These categories include: 

a. Recurrent Income 

b. Recurrent Expenditure 

c. Capital Income 

d. Capital Expenditure 

e. Trading Activities 

f. Loans  

g. General Financial Items 

h. My School 

Enter your organisations data into the appropriate fields in each category. Once each page is complete, 

click Save & Next to continue.  

Note: If there is an error with figures reported, upon clicking Save & Next you will receive an error warning. 

This warning will state within which item the error occurred and advise what needs to be amended. You 

can choose to make amendments whilst on the page or respond to warnings later. All error warnings will 

require actioning under section 4. Review before completing the FQ. 

Reminder: Individual item help is available in the corresponding Help (?) icon throughout the FQ. 

Information relates directly to that question or section. 

For a complete copy of the in-system help, please download the Financial Questionnaire data reporting 

guide. 

3.a - Recurrent Income 

 

  

https://schools.education.gov.au/help/files/FQ.data.reporting.guide
https://schools.education.gov.au/help/files/FQ.data.reporting.guide


 

 

3.b - Recurrent Expenditure 

 

3.c - Captial Income 

 



 

 

3.d - Capital Expenditure 

 

3.e - Trading Activities 

 

3.f - Loans 

 



 

 

3.g General Financial Items 

 

3.h - My School 

 

  



 

 

Section 4:  Review 

The Review section has two categories, Errors and warnings and Review data.  

 

4a. Errors and warnings 

 

All errors and warnings must be addressed before the FQ can be submitted.  

To address an error,  

1. click on the item number hyperlink (for example, RI.070) 

2. make the appropriate change  

3. click Save & Next  

4. click on the Review page in the left hand navigation menu 

If you are unable to address the error, please provide a detailed explanation of your reporting.   

Once all errors and warning have been addressed, click Save & Next. 

 

Assistance: If you are unable to address an error using the help ? icon information or the technical 

reporting help, please contact the SchoolsHUB help desk by:  

 phone on 1800 677 027 

 email at schools@education.gov.au 

 submitting a new support request online from our Help and Support centre 

mailto:schools@education.gov.au


 

 

4b. Review Data 

 

The Review Data page provides the ability to check the accuracy of the FQ data reported before declaring. 

It also lists all files uploaded to the FQ and requires the user to confirm who the authorised person to 

declare the reported data is.  

 

Data Entered - Reports  

The following reports are available for review: 

 Financial Questionnaire (All Data) 

 Preliminary My School Finance Report 

 Australian Charities and Not for Profits Commission Report 

To download a copy of the report, click on the PDF or XLS icons. Your report will open in a new window.  

 

Files uploaded 

To remove an uploaded file, click Delete 

To add additional files, click Add Files  

 

Data declarer 

Before you can submit the FQ, please select the authorised person to declare your data. Multiple options 

may be available depending on the organisation access.  

If you have selected another person, click Submit for declaration. 

If you are the authorised person, click Save & Next. 

  



 

 

Section 5:  Declaration 

The Declaration page requires the authorised person to make a declaration about the information 

provided. This declaration may vary depending on the type of organisation being reported on. Please read 

this page carefully before clicking Declare Data Collection.  

 

 

Need more help? 

We are here to help. Contact us by: 

 email at schools@education.gov.au 

 phone on 1800 677 027 

 submitting a new support request online from our Help and Support centre 

 
 

mailto:schools@education.gov.au

