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Introduction

The BudgetLink Community Software suite has been developed to assist community organisations in
undertaking their financial management in three primary ways:

v' Create activity-based financial models, from a single activity to full organisational budgets
v Allocate service units against financial models to ascertain unit costs
v' Automate reporting of financial performance

This Costing and Pricing Guide steps through the functionality of the software focusing on the first two
of these features, that is, this document provides a step-through explanation of the costing
(expenditure) and pricing (income) functionality, including associating Budget Models with service
units. The basics of the reporting functionality is also discussed.

For those users who wish to utilise the software primarily as a reporting tool, the software also allows
for manual budget entry, where budgets are simply entered via a template in a traditional spreadsheet
format. There is also the capacity to copy actuals from a prior period to construct a future budget if
the software is connected to your accounting system’s data file. These features are also covered in
this guide.

However you choose to use the software, BudgetLink Community is designed to reduce reliance on
standalone spreadsheets and to provide an all-in-one budgeting and reporting tool that is flexible and
scalable; offering an efficient and effective financial management solution for the small-to-medium
sized community organisation.
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Section1l SETUP
FILE SETUP MAMNAGE BUILD REPORTS
4% Data Files ' Get Data E:I Show Excel Ribbon = System Administration D Getting Started Guide
&~ Version Contral & Links E User Guide
i Other Settings - About :’: Support
Settings System Help

The “Setup” main menu item provides the basis for the user to setup the structures of the software
together with administration tools and help guides. The individual menu item functionality is as

followings:

Data Files

Version Control

Other Settings

Get Data

Allows the user to set-up a data file which provides the account and activity structures
that software requires to operate. It is not possible to use the software in any way
without connecting to a data file, however you can use the sample data file that loads
with the software if you wish to trial the software. This sample data file is based on
the National Standard Chart of Accounts (with added header accounts) together with
a series of 15 Activity codes grouped within 3 activity headers. IF you choose to use
your own data file, the software currently connects to the following accounting
software: MYOB, Acclivity, Xero, Reckon/Quickbooks and Sage.

The software is both a financial modelling tool and a reporting tool. The mechanism
for allowing reports to call different budgets at any time is via the use of “Versions”.
A Version is a distinct budget build. You can build as many budget versions as you
wish. This menu item allows the user to create, edit and delete budget versions. You
do not need to create a version before building a budget from logic, the software will
guide you through this process when required.

This menu item is used for more complex setup procedures and should only be used
once the user has a full understanding of the software. This item is unlikely to be used
by most users, as the default settings are generally appropriate.

As mentioned above, the software requires a data file connection to operate. When
connected to a live accounting data file, such as MYOB, the Get Data feature allows
you to update the actual data from that file at any time. The Get Data window also is
enacted each time you open the software. There are two options in the Get Data
functionality: Quick Get Data simply brings back into the software’s memory the
information you were previously using when last operating the software, the Full Get
Data refreshes all data from the data file you are connected to. For example, if you
recently added an account or activity to your accounting file or wish to include actuals
recently posted, you would undertake a Full Get Data. If no changes were made to
your file, or you did not require updated actuals, you would choose the Quick Get
Data option.
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Show Excel Ribbon
As is obvious when you first load the software, the main ribbon menu of Excel has
been replaced by one specific to the software. If you require access to the full Excel
ribbon; for example, you may wish to manually alter screen formatting or do a quick
print of a screen area, you can show the main excel ribbon via this option which gives
you all the normal options within Excel.

System Administration/Links
This section is generally used only under direction from support personnel and will
not be required by most users.

About
Brings up a summary screen showing the software’s version number, which may be
required by support personnel.

Help
This section provides for access to the BudgetLink online User Guide, which is based
on the primary Budgetlink software platform used in BudgetLink Community,
covering all the areas of the software other than costing and pricing. The other menu
items provide access to this guide and support links.



BBudge’r

Install and Data File Set-Up

This section is an extraction from the “Software Install Guide” that exists as a separate document. It
explains the software install process as well as connecting to either a sample data file or an accounting
system data file. If your software is already installed and connected successfully, there is no need to
read this section. The Examples shown here refer to a MYOB data file but the process is the same for
other accounting software.

The BudgetLink Community software is available via download link. Once you have clicked on the
download link you will see something similar to the following, depending on your version of windows

— Doyouwantto run or save Install_CaP5.exe (51.9 MEB) from accountingaddons.com.au? Run Save hd Cancel

- Click the arrow next to the ‘save’ button, select ‘save as’

The ‘Save As’ window will appear

|42 Save As =

T~
Organize » MNew folder B== - (7]

. v Computer » Windows7_05(C) » BL community test - |Ju’| | Search BL commur

& Downloads o MName Date modified Type
= Recent Places
Mo itemns match your search.
4 Libraries
3 Documents
J'- Music
| Pictures

E Videos

m

M Computer
£, Windows7_0S (C3)
P@?‘ Lenovo_Recovery (Q:)

File name: Install_CaP5 -

Save as type: | Application v]

“ Hide Folders Save l ’ Cancel ]

you want to run or save Install CaPS.exe (51.9 ME) from accountingaddons.com.au? Run Save - Cancel

- Click the ‘New folder’ menu item and set-up a new folder in any part of your computer you
choose, we recommend you use your local drive for the trial. In this example we’ve set up a
folder called Computer > C: > BL Community Test

- Click the ‘Save’ button



An install file will appear in the ‘Save As’ window

Organize « Mew folder

Open

w0 Favorites
Bl Desktop
4 Downloads

=1l Recent Places

=

- Double click the install file

A security warning window may appear

Mame
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Date modified

|*@ Install_Budgetlink_Community

21,/03/2016 9:20 PM

-
Open File - Security Warning L= |
Do you want to run this file?
@ Name: ..versions\test\Install_BudgetLink_Community.exe
Publisher: Accounting Addons Ltd
Type: Application
From: CACRUNCH\Clients\WACOSS\CaPS project\CaPs ...

Always ask before opening this file

|--"\] While files from the Intemet can be useful, this file type can
'y ﬂ; potentially ham your computer. Only run software from publishers
= you trust. What 's the risk?

Run ] ’ Cancel

5

|8

- Click the ‘Run’ button

The WinZip window will appear

WinZip Self-Extractor - Install_Budgetlink_Community... | 2

To unzip all files in this seff-extractar file to the
specified folder press the Unzip button.

Unzip to folder:

Unzip

Fun Windip

-aP5 test versionsBL Community

Browse. .. ]

Cloze

[7] Overwrite files without prompting

[ When done unzipping open:
BudgetLink Community exe

i

oLt

Help

- Click the ‘Unzip’ button

‘Browse’ to the same folder into which you installed the software
‘Untick’ the box “When done unzipping open: BudgetLink Community.exe”
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A message will appear to show the process is complete

WinZip Self-Extractor - Install_Budgetlink_Community.. 2% |

To unzip | 52 |‘

specified fi WinZip Self-Extractor | | jzip
inZip

IUnzip to fi Wi

‘aPS test 457 file(s) unzipped successfully E

i

Bl Overwf ot |
[] When
o ke

- Click ‘OK’
- Click ‘Close’ on the Win Zip window

The install folder will now show a “System” folder and application icon

a ) = | B 5%
CaP5 project » CaP5testversions » BL Community » - | +3 | | Search Bl Community pe
i =~ 0 @

Mame * Date modified Type Size

J System 21/03/2016 9:29 PM  File folder
% BudgetLink Community §/01/2015 4:07 PM Application 157 KB
"a Install_BudgetLink_Community 21/03/2016 9:20 PM  Application 53,683 KB

- Double click the “BudgetLink Community” application icon

You may see a security warning with an ‘Enable Content’ button

L=

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS
E %Cut

3 . Calibri -1 AN F== ®-  EWapTet General
=8 Copy ~
te ~ Format Painter B I U- #H. HeA- === &3 EMergeliCenter - $ - %
Clipboard [F Font [F Alignment [ MNumber
SECURITY WARNING Macros have been disabled. Enable Content
- fr

- Click ‘Enable Content’
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You may see a “Customisation Installer” warning

3 667)
Microsoft Office Customization Installer
Publisher has been verified ‘E’y
Are you sure you want to install this customization? 6 7
dencies...
Name: AddonsLink.CaPS.Ribbon
From: file:///C/BL community test/System/Ribbon/AddeonsLink.CaPS.Ribbon.vsto
Publisher: Accounting Addons Pty Ltd
While Office customizations can be useful, they can potentially harm your computer. If you
do not trust the scurce, do not install this software. Meore Infermation...
Istall | | Don'tnstal
L &
- Click ‘Install’
A welcome window will appear
Budgetlink Community 29

Velcome to BudgetLink Cornrmunity.

If you are new to BudgetLink Comrmunity, we . )
recommend you take the time to read the SEISETEL s
Getting Started Guide.

- I accept the terms and conditions found in

3 Liser License Agreement
the End User License Agreement.

Is this 3 new instalation or an upgrade?

System

- Tick the “I accept the terms and conditions...” box (or read the licence agreement)
- Click the ‘New Installation’ button

Clicking the “getting started guide” button will open a link the Accounting Addons general
“BudgetLink” help site, which can be useful but will include functionality you will not yet be familiar
with unless you have used BudgetLink previously.



A “Add trusted location’ window will appear

F ——y 4 52
Add trusted I:xatlon for Buﬂgethr‘ll:‘l:om#u‘ ﬂlt)' 'T
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A trusted location can be added to Excel to start BudgetLink Community automatically.

Do you want to add a trusted location now?

[ Do not display this message again Yeg No

- Click the ‘No’ button

A Trial window will appear

BudgetLink Community v2016.3.2.168 Licensing % |
Welcome to BudgetLink Bii?:u‘;sa:‘”‘“‘
Community!

To continue trialing BudgetLink Community, dick Continue Trial.

To use Budgetlink Community after 18/04/2016, you will need to Get and
Enter a License Key.

To obtain your License Key, dick Get License Key. Get License Key

Once you've received your license key, dick Enter License Key. Enter License Key

Licensaed Editions l Distz Files ]

Your licensed editions and modules are displayed below.
¥ Budgetlink Community On trial until 18/4/2016

System | Continue Trial

- Click the ‘Continue Trial’ button to continue on a trial licence (available until the date shown)

Or...

- Enter alicence key via the Enter Licence Key” button if you have received a key

Or...

- Request a licence key and continue using the trial version



BBudge’r

A ‘Setup Data File’ window will appear

Setup Data File =

Mo data files have been setup.

Do you want to setup a connection to a data file now?

[ Do net display again Yeg Mo

- Click the ‘Yes’ button

The ‘Data file setup’ window will appear

The following window refers to use of the sample data file, which is recommended for trialling the
software. (If you wish to connect to your own software data file, move to the next step)

Data file setup I_EE
Diata file Detzils
Company Name | Community Test Currency ’m J
Data File Type | Sample j
-

Sample Database Settings

Sample Database

Community Sample 1 j
Options
-
Gat Dtz Opticns
Msthed Always perform a FULL GET DATA (defauft) j

Test oK | Cancel |

- Type any name you choose for the file in the ‘Company Name’ box
- Select ‘Sample’ from the ‘Data file type’ drop down box

- Select ‘Community Sample 1’ from the ‘Sample database’ drop down box
- Click the ‘Ok’ button
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If you choose to use your own accounting software file...

Data file setup | 2 |
— Data file Details
Company Name I Community Test Currency Diefault j . |
Dats File Type | MYOE AccountRight 13 or prior (MY, .BRM, .BLS) j

[T Use a pre-configured DSN to connect to this data file

— MYOR Data File Settings

Data File Path C:\CaPS test versions\Community Sample L.avyo Broviss |
User Name I Administrator
Passwiord I P
N kP | I TCRIP j Usa TCPIP unless advised ctherwiss,
ODBC Driver I [Auto Detect) j
— Oplions
IF Master Compan r Consolidated A nits and Job
— Get Data Oplions
Msthod I Always perform = FULL GET DATA (default) j

Test | OK Cancel

- Type your Organisation’s name in a form you’d like to appear on reports in the ‘Company
Name’ box

- Select your software type from the ‘Data file type’ drop down box

- Browse to your file location from the “Data File Path” box

- Set the user name and password used in your software

- You can choose to test the connection by clicking the “Test” button

- Click the “Ok” button



BBudge’rLink

Community

The ‘Manage Data Files” window will appear, with your file name on the list

- '
Manage Data Files |i|
MYOE Data Files
Add Data Fie
Edit Data Fil=

Remcwe Data File

Maowve Up

Maowve Down

Close

- Click the ‘Close’ button

The ‘Get Data Options’ window will appear, with the ‘Full Get Data’ radio button highlighted

Get Data Opticns | =

Get Data has not yet retrieved data from your data file(s).

% Full Get Data

Get latest changes into CaPS from your data sources (i.e. MYOE, Quickbooks, Xero, Excel, ete.)
(Use this option if you wish to incorporate the lstest data source updates into CaPS.)

" Quick Get Data (fzst option)

Manage Data Files Options... oK I Cancel

- Click the ‘Ok’ button
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If you are using the sample file you may see a ‘Confirm Sample Data File’ window

i | |"|

Confirm Sample Data File s

CaPs is currently configured to get data from a sample data file.

Do you want to setup a connection to your live data file or continue using
the sample data file?

Setup Live Data File Continue Using Sample

- Click ‘Continue using Sample’ button

A “Get Data Progress” window will appear

Get Data Progress | 2
BudgetLink Community
Accounting Addons |
Automated Excel Schutions accountingaddons.com.au
Retrieving consolidated and virtual jobs ... Done. 1 second ;I
Detecting deleted meta data.

Mo deleted accounts with budgets detected.

Mo deleted categories with budgets detected.

Mo deleted jobs with budgets detected.
Finished detecting deleted meta data.

Initializing data structure ... Done. 1 second
Retrieving cash flow ageings ... Done, 1 second
Retrieving budget data ... Done. 1 second
Retrieving data file account budget ... Done. 1 second
Retrieving data file job budaet ... Done. 1 second
Retrieving actual data ... Done. 1 second
Calculating cash flow data ... Done. 1 second
Applying adjustments to versions ... Done, 1 second
Calculating year to date data for detail companies ... Done. 1 second
Calculating retained earnings ... Done. 1 second
Calculating year to date data for consolidated companies ... Done, 1 second
Retrieving comments ... Done. 1 second

Finished getting data into Excel {1 second).

Budietl_ink Communii is v:urrenﬂi usini 346,57 MB of memori. —
-

Open Log | Send Log | Close

III

- After you see the “complete!” message as above, click the ‘Close’ button

The software should now be ready for use.
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MANAGE
FILE SETUP MANAGE BUILD REPORTS
o Logic Sets M Service Units
= Ascriptions o Income Drivers

B8 Allocations

Expenses Income

This section of the main menu ribbon allows the user to input logic that will form the basis of any
budget build. The software enables the user to input and retain an unlimited amount of logic, in
defined groups, that can then be used in building a budget. The individual menu item functionality is

as followings:

Logic Sets

Ascriptions

Allocations

Service Units

Financial models are started by using expense logic. This area allows the user to build
expense (often called ‘costing’) logic in defined “logic sets” that can then be made
available to the budget builder. Logic sets are made up of an unlimited series of “cost
drivers”.

Ascriptions are used to define what Activity budget is calling the logic set. To “ascribe”
a logic set is to provide its logic to a particular activity and then use it in the budget
build. It is in this section that the user also defines the dates to which a logic set will
be called by the budget builder for a particular Activity. A logic set can be ascribed to
any number of activities or can split across any number of activities at any proportion.

When the user wishes to move amounts between Activities, the software defines this
as an “Allocation”. Allocating amounts requires the user to define both sides of the
transfer. Allocations are generally used when one activity is seen to be supporting
another such that the internal movement of amounts between activities might
represent such transactions as overhead allocations, management fees or regular
internal recoupment.

If a user wishes to review costing (and pricing) models by services or other defined
outputs, they can be defined in this section. Define a service units also makes that unit
available for income logic in the next section.
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Income drivers

This functionality provides a mechanism for the user to define income logic that is
then used in the budget build process. Income logic can be entered in a series of ways
including using the costs of an activity or service unit as the basis for the calculation.
Income drivers differ from “logic sets” as that are activity specific.

Logic Sets

Logic sets form the very basis of the cost modelling functionality in the software. Whilst budgets can
also be entered in a traditional manual way, directly into the reporting area of the software, it is these
logic sets that provide the engine from which budgets can be built and rebuilt from the ground-up.
This “bottom-up” approach to budgeting allows the user to establish and then fine-tune a cost model
or full organisational budget by continually refining the cost drivers in a logic set, to whatever level of
detail and sophistication they require.

Clicking the “Logic Sets” menu item will bring up the “Manage Logic Sets” window

Manage Logic Sets =

All Logic Sets ]Personnel ] Operations ]
Logic Sets

Add Loaic Set

Close
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From within this window the user can “Add”, “Edit”, “Duplicate” or “Remove” logic sets. To start the
process click the “Add” button, the “Select Logic Set Type” window appears...

Personnel Logic Sets

Select Logic Set Type

Select the type of logic set to add.

I Perscnnel

Crperation

There are two types of Logic Sets, “Personnel” and “Operations”. In this first example, the “Personnel”
logic set has been selected. Once selected the “Logic Set — Personnel” window appears. A name should
be given to each logic set and a description if further detail is required, in this example the user has

included th

e pay scale in the description.

Logic Set - Personnel

Logic Set

Mame
Description

Multiplier

I M Ployee

I Mary Ployee level x.1

o

Cost Drivers ICcst Conversion | Cost Summary |

Filter I'

Select Cost Driver Type

Select or enter the type of cost driver to add.

I Bass Salary

o |

Cancel |

Ok

Cancel
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After clicking the “Add” button, the “Select Cost Driver Type” window appears. Logic sets are a
collection of cost drivers. A logic set cannot exist without at least one cost driver and can have an
unlimited amount of cost drivers. Cost drivers are the way the user creates the base logic of an
expense (costing) model. In a “Personnel” logic set, the cost driver types are pre-defined as “Base
Salary”, “Overtime”, “Allowance”, “Oncost” and “Entitlement”. Each cost driver type has a different
calculation mechanism, as shown in the following screen shots:

Logic Set - Personnel [ =
Logic Set
Mame | M Ployee
Description

| Mary Ployee level x, 1

Multiplier 1.0

Cost Drivers lCost Conversion ] Cost Summary ]

4 i | |

Fill Cast Driver - Base Salary 3 -

. Cost Driver - Add
Mame | Base Salary

»
Description | This cost driver is used to capture the base salary.
Duplicate
Amount of | $5,000.00 Per | Month j T
Account | §-1150 5 & W Salaries & Wages Select
oK | Cancel |

oK Cancel

The “Base Salary” cost driver window allows the user to provide a name and description if the user
requires (in the example above the defaults have been left in place), an amount for a particular time
period (in this example $5,000 per month) and an account in which to tag the cost.

The accounts made available to the user will be those in the data file connected, either the sample
data file, as in the examples in this guide, or the user’s own data file. After the data is provided, click
the “Ok” button.
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- .
Caost Driver - Base Salary | 22 | |
— Cost Driver
Marme I Base Salary
Description I This cost driver is used to capture the base salary.
Amount of I 1500 per | week j
Account I Selact I I
i N
Select the Account - | 28 J |
1| Select the account to assign to this cost driver. "-_;
§-1150 5 £ W Saleries & Wages j
oK I Cancel |
L% &

The user can jump to sections of the chart of accounts by entering the first number of the account if
know, otherwise a scroll mechanism is available, or both. For example, entering “6” in the drop down
box will take the user the first expense account in the data file from where they could scroll through
the expense accounts to find the desired account.

Each cost driver type is built in a similar way, as per the following screen shots:

The “Overtime” cost driver type...

Logic Set - Personnel (|
Logic Set
Name I M Ployee
Description I Mary Ployee level x.1

Multiplier I 1.0

Cost Drivers ICost Conversion | Cost Summary |

Filter I (All Cost Crivers) j
qcm‘ LU mﬁHﬁ -
M cioir —— ]
— Cost Driver i
MName I Overtime

Duplicate

Description I This cost driver is used to capture any expected overti

Uplift base salary by I 15 for | g hours per I Week vI
Account I 6-1205 Emp't Support & S'vision Costs Select |

OK | Cancel |

Al

Remove

oK Cancel




The “Allowance” cost driver type...
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Logic Set - Personnel ==
Logic Set
Name I M Ployee
Description I Mary Ployee level x.1
Multiplier I 1.0
Cost Driver e | |w
Cast Driver - Allowance 2
Filter — Cost Driver
MNairme: I Travel Allowance
Baze g Add
Over i Description I This cost driver is used to capture any allowances.
Super Edit I
Annug
Amount of I £250.00 per Month j Duplicate |
[y A=
Account I 6-1145 5 & W Salaries - Other Select
oK | Cancel |
L ¥
OK Cancel
Note the default name has been changed to define the specific allowance
The “Entitlement” cost driver type...
Logic Set - Personnel [
Logic Set
Name I M Ployee
Description I Mary Ployee level x.1
Multiplier I 1.0
Cost Drivers I Cost Conversion | Cost Summary
Fil }w | N v
Cost Driver - Entitlement |il d
— Cost Driver A
W . i
Description I This cost driver is used to capture any entitlements, Duplicate |
Add 2.0% of Base Salary
Account I 6-1105 5 &W Annual Leave Expense Select |
oK | Cancel |
L J
OK Cancel

igetLink

—ommunity
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Finally, the “Oncost” cost driver type...

Logic Set - Personnel [ & |
Logic Set
Mame I M Ployee
Description I Mary Ployee level x.1
I N
Multipl’ Cost Driver - On Cost | XS |
CostD — Cost Driver
MName I Super
Filtg Description I This cost driver is used to capture any on costs, EI
B Add
$ Equal to 9.5% of the following selected cost drivers
| sl i Edit
A Base Salary

Travel Allowance Duplicate

Annual Leave
Overtime

i

HEEE

Remove

Account 6-1135 5 & W Superannuation select |

oK | Cancel |

. K | Cancel

This cost driver is a calculation of any of the other cost drivers in the logic set. The user can select
which other cost drivers should be included in the calculation. In the above examples, because it is
calculating Superannuation, all cost drivers have been selected but this may not be the case with
other types of oncosts.

It is possible, depending on the users required degree of detail, to build a “Personnel” logic for more
than one employee. As long as the cost drivers are the same for each employee, the “multiplier” box
in the “Logic Set — Personnel” window allows for any number of employees to calculated, as follows:
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e e .
Logic Set - Personnel | & |
Logic Set
Name I Admin Officer x 2
Description I Admin officers both locations
Multiplier I 2.0
Cost Drivers ICost Conversion | Cost Summary |
I T N
Filter I- Cost Driver - Base Salary %2
— Cost Driver Add
Name I Base Salary
Description I This cost driver is used to capture the base salary. =
Amount of I 5000 PEr | Month j
Account I 6-1150 5 & W Salaries & Wages Select I
OK | Cancel |
L J
oK Cancel
— b,

In this example the user has used a multiplier of 2 representing two Admin Officers and also included
that in the description. All cost drivers should be built as if building for one employee and they will
each then multiplied by whatever multiplier is used, in this example by 2, when building the budget.
We will highlight how this is shown in the logic set below when the “Cost Summary” tab is discussed.
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Operations Logic Set

The other logic set type, in addition to “Personnel”, the “Operations” logic set. The general catch-all
term allows for all non-personnel cost drivers to be constructed by the user, again using a series of
calculation mechanisms.

Manage Logic Sets 2 |

All Logic Sets ] Personng|  Operations
Logic Sets

Add Loaic Set |

Select Logic Set Type |
Select the type of logic set to add.
| Crperation j

Personnel
Operation

The “Operations” type is selected from the “Manage Logic Set” window after clicking the “Add”
button. In this example, the user has created a “Travel” logic set, and a description of “Monthly trips
over East” has also been entered in the “Description” box.

4 ETI e g oo i

Logic Set - Operation [ =

Logic Set
MName

| Travel

Description | Manthly trips over East

Multiplier 1.0

Cost Drivers lCost Conversion ] Cost Summary ]

Filter | (Al Cost Dri

Select Cost Driver Type | P |

Select or enter the type of cost driver to add.

| || 2]
C o ]| o |1 —

Whereas in the “Personnel” logic set, cost driver types are pre-defined, in an “Operations” logic set
they are defined and individually named by the user. When the user clicks on the “Add” button, a
“Select Cost Driver Type” window appears, initially with no options in the dropdown box. This allows
the user to create a cost driver type, or simply enter through the option by clicking the “Ok” button
when the box is still blank. If Cost Driver types are entered, they will act as a grouping mechanism, so
that if a user has many Cost Drivers they can be more easily categorised and identified. If no “Driver
Type” is entered, all Cost Drivers will appear in a list as created.
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In this example the user has chosen not to enter a Cost Driver type, hence the “Category” box is blank,
category in this instance representing the grouping mechanism described above.

Keeping in mind a Logic Set is a collection of Cost Drivers, the user builds as many Costs Drivers as they
require in as much detail as they see fit. Generally, the greater the level of sophistication and accuracy
required in cost model or budget, the greater number of Cost Drivers will make up the Logic Sets.

Logic Set - Operation l_EE
Logic Set
MHame | Travel
Description | Monthly trips over East

Multiplier 10

Cost Dr| Cost Driver - 8
F'Ite- Cost Driver L
ilter

Mame | Air Travel r

mﬁ.c Description | This cost driver is used to capture a rule, . Add

Trq )
Type | Amount Per Ttem Per Period j
Category | celect Duplicate
Remaove
Amount of | 550,00 per | Trips)
@ | 2.0 Trip(s) L | Month j

= [ 1,300.00
Account | 6-2805 Travel & Accommodation Select

Ok

Cancel | ‘

Cancel

In the above example, the user is creating a series of Cost Drivers within the “Travel” Logic Set. The
first of which is named “Air Travel. They have selected the “Amount Per Item Per Period” calculation
type. The information then required is based around an “ltem” of cost, in this case the item entered
by the user in the “per” box is “Trip(s)”, which is then copied into the “@"” box. The user also enters
the number of trips and the time period. A calculation box shows the amount. An account is also
selected as is always required with Cost Drivers.

In this example, the user has elected to add two further Cost Drivers to the “Travel” logic set, an
“Accommodation” Cost Driver and “Transfers, Taxis etc” cost driver, as follows:
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Logic Set - Operation |2 |
Logic Set
Mame I Travel
Description I Manthly trips over East
Multiplier I 1.0
- -
costy CostDriver- - | P |
: — Cost Driver
Filtg
Name I Accommodation 3
; o -
E | | Description I This cost driver is used to capture a rule, N Add
1
Type | Amount Per Item Per Period j
Category I ceact | Duplicate |
Remove |
Amount of | £150.00 per | Night(s)
@ | 2.0Might(s)  Per | Month -
= I 300,00
Account I 6-2805 Travel & Accommodation Select |
oK | Cancel |
K | Cancel |
\ v,

Note how the user has again selected the “Amount Per Item Per Period” calculation type, and
changed the item name to “night(s)”, entering the cost per night and tagging with an account.

Logic Set - Operation |2 |
Logic Set
MName I Travel

Description I Monthly trips over East

Multiplier I 1.0

Cost Drivers ICost Conversion | Cost Summary |

Cost Driver - |i|
— Cost Driver Add
Name I Transfers, Taxis etc
i
Description I This cost driver is used to capture a rule. Duplicate
uplica |
Type | Amount Per Pericd j .
emove |
Category | Select
Amount of I £100.00 per I Month j
Account I 6-2805 Travel & Accommodation Select |
oK | Cancel |
I 14 | Cancel |

Note in this last Cost Driver, the user has selected the “Amount Per Period” calculation type,
meaning the information required is of a simpler nature, simply amount and period.



BBudge’r

Reviewing Logic Sets

Once built Logic Sets should be reviewed to ensure they meet the common-sense test before they are
used in a budget build. Keep in mind Logic Sets can be used in an unlimited amount of Activities so
solid checking at this point could save on checking backwards later after a Cost Model or Budget is
built. Whenever the “Logic Sets” main menu item is selected, the “Manage Logic Sets” window will
appear, as below. You can review all Logic Sets or select the appropriate tab to just see the “Personnel”
or “Operations” Logic Sets separately listed.

Manage Logic Sets EE_I

Al Logic Sets ]Personnel ] Operations ]

Logic Sets
M Ployee Mary Ployee level x. 1 Add Logic Set
2 % Admin Officers Admin Officers level x.3 .

Travel Monthly trips over East |

Duplicate Logic Set

Edit Loaic Set |

Remaove Logic Set

Close

Note that when a Logic Set is highlighted, the “Edit”, “Duplicate” and “Remove” buttons become
available. The “Duplicate” function might be particularly useful to use when creating logic sets that
are similar in cost structure. For example, you may like just to have one template logic set for an
employee that has all the basic drivers in place, “Duplicate” it each time and then alter the Cost Drivers
as required.
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The user can “Edit” any logic set by highlighting it in the list and clicking the “Edit” button. If we do so
to the M Ployee Logic Set, we see the Logic Set window appears as follows...

Logic Set - Personnel [
Logic Set
MName I M Ployee
Description I Mary Ployee level x.1

Multiplier I 1.0

Cost Drivers ICost Conversion | Cost Summary |

Filter I (All Cost Drivers) j

Base Salary [55,000.00 per Maonth] Add
Overtime [1.5 for 8 hours per Week]

Travel Allowance [$250.00 per Month

Super [3.5% of Base Salary, Travel Allowance, Annual Leave, Overtime
Annual Leave [2.0% of Base Salary]

Duplicate

Remove

Al

K Cancel

We can see that all the Cost Drivers are listed in the Logic Set window, each showing the basis of the
calculation. This is the first area to check, running you eye over the list to ensure they make sense and
no glaring errors exist. As is case within the Manage Logic Sets window, we can also see that by
highlighting a particular Cost Driver, the “Edit”, “Duplicate” and “Remove” buttons become available
for that Cost Driver.
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By clicking on the “Cost Summary” tab, the outcome of the calculations can be reviewed, as follows...

Logic Set - Personnel [
Logic Set
MName | M Ployee
Description | Mary Ployee level x.1
Multiplier 1.0
Cost Drivers ] Cost Conversion  Cost Summary ]
“ost Drivers (indicative costs only) $  Hour % /Day 5 [ Week % [ Fortnight % [ Month
Base Salary 31.25 250,00 1,250.00 2,500,000 5,000,000
Qvertime 46.88 75.00 375.00 750.00 1,500,00
Travel Allowance 1.56 12,50 62,50 125.00 250,00
Super 2.97 23.75 118.75 237.50 475.00
Annual Leave 0.63 5.00 25.00 50.00 100,00
Total 83.28 366.25 1,831.25 3,662.50 7,325.00
Kl a1
CK | Cancel |

The costs for each time period are displayed. These should be checked to the extent they make sense
and can be associated with the cost driver logic in a general sense.

There is a critical element to understanding how the software calculates the varying costs per time
period. Firstly these are noted as “indicative” costs in the Cost Summary tab because they do not
reflect exactly what will appear in the final Budget Build. There is a very good reason for this, and all
users must be aware of this issue if they wish to fully understand the way the software goes about its
calculations.

The critical point is that the software will always work toward making the $ / Day figure accurate. This
cost per day is then used in all budget building processes from that point on. All other “indicative”
costs per period are calculations the software makes by referring to the user inputs in the “Cost
Conversion” tab. The other periods are shown as an initial checking opportunity but may not reflect
the final budget build simply because of the calendar structure. A “Month” is not a set period of time
and as such what appears in the S/Month in the Cost Summary tab may not be what appears in the
Month of February in a leap year, or July in any year etc.

To further understand this issue we will refer to the “Cost Conversion” tab in the Logic Set window...
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Logic Set - Personnel | =
Logic Set
Mame | M Ployee
Description | Mary Ployes level x. 1

Multiplier 1.0

Cost Drivers Cost Conversion l Cost Summary

Daily Cost Conversion

1 Day = W hours
1Week = ’—5 days
1 Fortnight ’—10 days
1 Month = m days

Ascription Timing

Upon ascription to an activity | Apply the daily cost to every week-day (Mon-Fri) of each week j
[ = [ = = o r

oK Cancel

It is the “Cost Conversion” tab that the system uses to create the “indicative costs” in the “Cost
Summary” tab. In this particular example the user has identified 1 Day as 8 hours, and 1 Month as 20
days. The other periods, 1 Week and 1 Fortnight are controlled from the tick box list below. If the
Ascription timing dropdown box is selected as “Apply the daily cost to every week-day (mon-Fir) of
each week” then 1 Week will equal 5 days and 1 Fortnight will equal 10 days. There is also the option
to change the Ascription timing to 7 days or select individual days of the week. The Ascription timing
can be different for each Logic Set, but all Cost Drivers within a Logic Set will have the same daily cost
conversion applied to them.

This is critical because, if a user enters a Cost Driver using say, $5000 per Month as a Base Salary
calculation, the software will then divide $5000 by 20 days (the amount shown in the cost conversion
“1 Month Week =" box ) to calculate the cost per day. Similarly, if the user enters a Travel Cost Driver
as $200 / week, in this case the software would divide the $200 by 5 days (the amount shown in the
cost conversion “1 Week =" box) to calculate the cost per day. All calculation roads lead to a cost per
day, and it is the cost per day that is used in building all cost models and budgets from that point on.

Ascription timing will be covered further in the next section.
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Ascriptions

An Ascription is the mechanism by which Logic Sets are assigned to Activities. All financial models and
Budgets are built by Activity, so it the Ascription process that identifies what Logic Sets are used in
building each Activity Budget. Any number of Logic Sets can be ascribed to any number of Activities,
and a Logic Set can be split across any number of Activities.

The Ascription process starts with the Manage Ascriptions window, which appears when the
“Ascriptions” main menu item is clicked...

Manage Ascriptions 2|

By Activity | By Logic Set |

Ascriptions

Add Ascription |

Close

An ascription is created by clicking the “Add” button, which brings up the “Ascribe” window...
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The process itself is fairly intuitive in that the user selects the percentage of a particular Logic Set they
wish to ascribe to a particular job, via two dropdown boxes...

Manage Ascriptions [ |

By Activity | By Logic Set |

Ascriptions

Add Ascription I

Ascribe [ =

Ascribe I 100.0%
of Logic Set I Select I

to this A" G lect the Logic Set i = |
From Select the logic sst for this zscription.
=
_____ T =
2 x Admin Officers
Travel
Manage Ascriptions [ & |

By Activity | By Logic Set

Ascriptions

Ascribe =

Ascribe Im

of Logic Set I 2 x Admin Officers Select |
to this Acﬁvit\-'l Al Select |
From IWT To IW

oK | Cancel

Close

In the above example, the user has ascribed 100% of the Logic Set “2 x Admin Officers” to the Activity
“Activity 1” for the period 1/7/15 to 30/6/16.
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In the following example, the user has ascribed 50% of Logic Set “M Ployee” to the Activity “Program

1” for the period 1/7/15 to 30/6/16...

Manage Ascriptions

By Activity By Logic Set I

Ascriptions

Agcription for 2 x Admin Officers
100.0% to A1 from 1/07/2015 to 30/06/2016
Agcription for Travel

Ascribe

Ascribe 50%

of Logic Set I M Ployee

to this Activity I 1

I 1/07/2015 To

From

I 30/06/2016

CK | Cancel

Close

In the following example, the user has acribed 100% the Logic Set “Travel” to the Activity “Service 1”,

for the period 1/7/15 to 30/6/16

Manage Ascriptions

By Activity By Logic Set |

Ascriptions

Ascription for M Ployee

50.0% to P1 from 1/07/2015 to 30/06/2015

50.0% to P2 from 1/07/2015 to 30/08/2015
Ascription for 2 x Admin Officers

100.0% to A1 from 1/07/2015 to 30,06/2016
Ascription for Travel

100.0% to 51 from

Add Ascription |
Edit Ascription
Remove Ascrintion |

Ascribe

[ =

Ascribe

I 100.0%

of Logic Set I Travel

to this Actvity |5

| 1j07/2015 To

From

| 30/06/2016

Select |
Select |

OK | Cancel

Close
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At the point of Budget build the system will identify what daily costs exist between the defined dates
and place the daily cost amount into the appropriate dates for that Account and Activity combination.
That is, it will use the Daily Ascription Timing, entered by the user in the Logic Set “Cost Conversion”
tab to identify when to calculate daily costs (Mon-Fri, every day, or user selected days) for each week.
Using a calendar algorithm it will assign the cost per day to the appropriate dates, starting from the
first Ascription date to the last.

At any time the user can review the Ascriptions list via the Manage Ascription window...

Manage Ascriptions | Z8 |

By Activity | By Logic Set |

— Ascriptions
100.0% of 2 x Admin Officers from 1/07/2015 to 30,06,/2016 e

Ascription for P1 - Program 1 =

50.0% of M Ployee from 1/07/2015 to 30/05/2015 | L Ascription I
Ascription for P2 - Program 2

50.0%: of M Ployee from 1/07/2015 to 30/06/2016 S s AT |
Ascription for 51 - Service 1

100,0%% of Travel from 1/07/2015 to 30,/06/2016

Ascriptions can be reviewed by Activity, as above or by Logic Set, as below...

Manage Ascripticns | 29

By Activity By Logic Set |

— Ascriptions

50,0% to P1 from 1072015 to 30/06/2016 e
50.0% to P2 from 1/07/2015 to 30/06,2016 -
Ascription for 2 x Admin Officers | L ASCTIDTON I
100,0% to Al from 1072015 to 30/06/2016
Ascription for Travel Remove Ascriotion |
100,0% to 51 from 1/07/2015 to 30/06/2016

Prior to a Budget build, Logic Sets can be altered via changes to Cost Drivers and the resulting change
will be accommodated by Ascription process. That is, if a Logic Set is altered after Ascription, it does
do not need to be re-ascribed, it will be automatically updated in any new budget builds.
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Allocations

Allocation is the mechanism by which amounts are moved between Activity models and Budgets. The
process requires the user to identify the source and destination Account and Activity combination and
how the system calculate the amount to be transferred.

The “Manage Allocations” window appears when the “Allocations” main menu item is selected.
Clicking the “Add” button brings up the “Allocation” window

Manage Allocations

By Name | By Activity |

Allocations I

Allocation 2

Allocation
Nare | Management fee Al to 51

Description | Trf of part Admin officers fee from Al to 51

Type | Percentage j

Values

Allocate 10.0% Of Account | 5-1100 select of Job | Al Selact
To Account 5-17205 select in Job | 51 Select
From Account 5-1155 select in Job | Al Select

Dates
Between | 1f07/2015  And | 30/06/2016 Every W Mon W Tue W Wed W Thu B Fri [Msat I Sun

A

CK Cancel

Close

In this example, the user has given the Allocation a name and description. They have selected the
Allocation type as “Percentage” and entered the information that would construct the following
Allocation:

“In the Account 6-1100 of Activity Al, identify what days have a cost between 1/7/15 and 30/6/16
that are a Mon-Fri, take 10% of each days’ cost, then Allocate that amount to Account 6-1205 in
Activity S1 for the same period and reverse the amount into Account 6-1155 of Activity S1”

The process mirrors that of a general journal in an accounting sense. Given the amount is an expense,
it will allocate a cost (debit) to the “To” Account / Activity and a reversal (credit) to the “From”
Account/Activity. Whilst it is expected the Allocation functionality will mainly be used in the
expenditure or costing models, the process will work with income. The user should ensure however
that the “To” and “From” accounts are the same account type; that is, both should be Expense or both
should be Income.
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It is also possible to Allocate a set amount per day to an Account/Activity combination, as follows...

Manage Allocations

By Name | By Activity | |

Allocations
’7 Admin Support Alto S1 Add Allocation |
. 1

f Allocation -_- | - .|1
— Allocation
Mame | Admin Support A1 to 51
Description | Admin officers Al to 51
Type I Amount j
— Values

Allocate l_smg per day
To Account I 6-1145 Select I WL I 51 Sﬂ;dl

From Account I 6-1155 Select | S I Al Sel;ctl

— Dates
Between | 1/07/2015

And | 30/06/2015 Every W Mon W Tue WMwed WThu WFri Wsat W sun

OK Cancel

Close

In the above example the user has Allocated S50 per day to Account 6-1145 in Activity S1, for the all
days (note all days are ticked) between 1/7/15 and 30/6/15, reversing the same amounts for the same

period to Account 6-1155 in Activity Al.

Similar to Ascriptions, Allocations can be viewed in “Manage Allocations” window by either Name or
Activity...

rManagE Allocations | 22 |1

By Name By Activity | |

— Allocations
Allocations for Al - Activity 1 Add Allacation |
Management fee Alto 51
Allocations for A2 - Activity 2 —
Internal charges Al to A2 | COIt Allocatorn I

Allocations for 51 - Service 1
Management fee Alto S1 Remove Allocation |
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Service Units allow the user to associated particular outputs to specific Activity costing models and

extract unit costs for selected time periods.

Selecting the “Service Units: main menu item brings up the “Manage Service Units” window...

Manage Service Units

Activity I P1-Program 1

=

Service Units IUnit Conversion I Summary I

— Service Units
P

e e

[ —— |

rvice Units I

E 0 I P1 Select |

— Service Unit
Produce I 25 | dients B I Dy j
Description I Client support

Using I 100.0% of the cost for that period

From | 1j07/2015  To | 30/08,/2016

OK

Cancel

pervice Units

i

Close

Service Units are specific to a particular Activity and as such, the user must define the Activity by
selecting from the Activity dropdown box at the top of the window. Service Units can then added to
the Activity by clicking the “Add Service Units” button, which brings up the “Service Unit” window, as

above.

In this particular example, the user has defined 25 clients per day as output of the Program 1 Activity
and that those units reflect 100% of the cost of that Activity for the period 1/7/15 to 30/6/16.
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Similar to the Logic Set cost conversion, the Service Unit window also provides for a period conversion
back to a day to allow for Service Units to be entered by any time period...

Manage Service Units | )

Activity P1-Program 1 ;I

Service Units  Unit Conversion ISummary |

Unit Conversion

1Day = 8.0 hours
1Week = 5.0 days
1Fortnight = 10.0 days
1Manth = 20,0 days

The “Summary” tab then uses that conversion period and the average cost for each time period to
construct an average unit cost for each time period...

Manage Service Units [ |

Activity | P1-Program 1 |

Service Units | Unit Conversion Summary I

From |01,.f0?,r2015 To | 30/08/2016 Refresh Summary |

Average Cost § | Month $ / Fortnight § [ Week $ /Day § | Hour

Client suppart 3,848.13 1,710.28 87127 176.25 22.03

| ated to service units 0.00 0.00 0.00 0.00 0.00
cost for this activity 3,848.13 1,710.28 87127 176.25 22.03
Average Quantity Qty /Month  Qty [ Fortnight Qty [ Week Qty /Day Qty / Hour

Client suppart 500,00 250,00 125.00 25.00 3.13

Average Unit Cost & /UnitMonth € fUnit/Fortnigh'  $ /Unit/Week & [Unit/Day £ fUnit/Hour
Client suppart 7.70 6.84 6.97 7.05 7.05

Kl [+

Close

The unit costs are not all the same because the system calculates an exact cost / day and then
calculates the number of full weeks/months in the period. Units are assumed to be produced evenly
across the period.
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Income Drivers

Income drivers are similar to the Cost Drivers within Logic Sets except that are not ascribed to Activities
but are specific to a particular Activity.

When the Income Drivers main menu item is selected the “Income Drivers” window appears. Income
Drivers are added via the “Add Income Drivers” button, which brings up the Income Driver window...

Manage Income Drivers 2

Activity | A1- Activity 1 =l

Direct Income lFunding Income ] Service Income ] Income Conversion ] Income Summary ]

Income Drivers

T Dy R ——— |y J
Income Criver ]
MName | Event Tickets J
Description | Waorkshops tickets x 3
Income Type [ Direct 1ncome -

Activity | Al Select
Account | 46010 Sales of Tickets Select

Caloulation Method | Amount Per Ttem Per Pariod j

Amount of | 25,00 per | Tickets
@ | 50.0Tickets per [ Month -
= 1,250.00

Between | 1/07/2015  And | 30/08/2016

Every ¥ Mon |V Tue W wed W Thu ¥ Fr [~ sat ™ sun

OK | Cancel | |

The Income Drivers are categorised into three types: Direct Income, Funding Income and Service
Income. When constructing an income driver the user selects which Income Type, the Activity to

associate the driver with, the Account number to use and the calculation method. There are five
calculation methods to choose from and each requires the user to provide different data. In the above
example, the use has selected the “Amount Per Item Per Period” method within the Direct Income
type.

The user has then provided the amount for the identified item, in this case “tickets”, and the number
of tickets per period, in this case, 50 per month, resulting in a calculation of $1250. The user also
controls what day of each week the income is assigned to. Similar to the costing process discussed
earlier, the “Income Conversion” tab in the “Manage Income Drivers” window provides the basis for
converting periods to days and the software then assigns the income to the days ticked, between the
dates specified, in this case Mon-Fri between 1/7/15 to 30/6/16.

The other calculation methods are as follows...



Amount Per Period...

Manage Income Drivers

Activity Al - Activity 1

Direct Income  Funding Income ISer\rice Income | Income Conversion | Income Summary |

(Income v |
— Income Driver
Mame I Grant funder A
Description | A1 project funding
Income Type I Funding Income j
Activity | Al Select |
Account | 4-1220 Grants (State) Select |
Calculation Method I Amount Per Period j
Amount of | 5,000.00 per | Month j
Between | 1/07/2015  And | 30/06/2016
Every Mon Ve Wwed WTw WFi Wsat s
oK Cancel

g sy

Margin per cost...

Manage Income Drivers

Activity P2 -Program 2

— Income Driver:

Direct Income  Funding Income IServioe Income | Income Conversion | Income Summary |

Income Driver I

L=

— Income Driver

MName I Grant funding

Description I Cost recovery

Income Type [ Funding Incoms ~|
Activity I P2

Account | 4-1210 Grants (CWealth)

Calculation Method I Margin Per Cost

=

Select
Select

M Recruitment Expen:

Between | 1/07/2015 And | 30/06/2016

Apply funding at 80.0% of cost per day

Calculate costs using the following accounts:
5-0000 Expenses

oK |

Cancel

By sy
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In this method, individual accounts can be selected for use in calculating the cost for an Activity in a
particular time period. If all accounts are selected, all costs will be used. Income will be assigned to

same days as there is cost.



Margin per Service Unit...

Manage Income Drivers

3 BudgetLink

—ommunity

Activity

I P1-Program 1

—Income Drivers

Income Driver
e

— Income Driver

Direct Income | Funding Income ~ Service Income | Income Conversion | Income Summary |

)

s |

Margin Per Service Unit

=

Name I Client govt subsidy

Description I

Income Type I Service Income j

Activity I P1 Select |
Account | 4-1210 Grants {C'Wealth) Select |
Calculation Method I

Take the average cost of this service unit and apply a margin of I Plus vl 5.0%  percent
Select |

Service Unit I Client support

Between

Apply

|1,.f07,r2015 and | 30/08/2016

I Apply income to days only where there is cost

=l

0K

Cancel

Amount per Service Unit...

Manage [ncome Drivers

Activity I P1-Program 1

El

Direct Income | Funding Income ~ Service Income IInmme Conversion | Income Summary |

Income

Diver

= |

e Driver |

— Income Driver

Apply

Service Unit I Client support

Between

MName I Client fees

Description I Client Support subsidy

Income Type I Service Income j

Activity | P1 Select

Account | 4-3340 Service Units Select

Calculation Method I Amcunt Per Service Unit j

Apply 10.00 § for each unit produced of the following service unit

| 1/07/2015 Andl 30/06/2016

Select

I Apply income to days only where there is cost

Apply income to davs onlv where there is cost
Apply income equally to the following days

OK Cancel

E Driver I
pme Driver |

Close I
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The “Income Summary” tab will display each Income Driver and their associate totals per period.
Where Service Units have been used as a basis for calculation, income per unit will also display.

Manage Income Drivers | &

Activity | AL-Activity 1 =

Direct Income | Funding Income | Service Income | Income Conversion  Income Summary

From I 01f07/2015  To I 30/06/2016 Refresh Summary |
§ Total Income Total Davs 4 Income { Day
Grant funder A 51,000,00 366 166.67
II Ewvent Tickets 10,916.67 282 41.67

Whilst all Calculation methods can be used within any of the three Income Types, certain methods fit
more naturally within specific types. This can be summarised as follows:

Direct Income

Amount per period
- Amount per item per period

Funding income

Amount per period
- Margin per cost

Service Income

- Amount per Service Unit
- Margin per Service Unit
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FILE SETUP MAMAGE BUILD REPORTS
| Activity Summary % Accrual - Create Budget Input Budget -
&% Cash Conversion B Cash - " Maodify Budget o Import Budget
g Restore Budget
Budget Models Budget Versions

The “Build” section of the main menu enables the user to review the effect of the logic calculations
constructed in the “Manage” section. Budget Models can be reviewed on screen and, at the user’s

discretion, then be final
available to the reportin

Activity Summary

Cash Conversion

Accrual

Cash

Create Budget

ised and converted to a “Budget Version” which will allow the Budget to be
g engine of the software. The individual menu item functionality is as follows:

This menu item brings up a window that includes tab for each of the
calculations that effect a particular Activity. It draws together all the Logics
Sets, Ascriptions, Allocations, Service Units and Income Drivers for a
designated Activity.

The item allows the user to set the conversion rules that will apply should the
user elect to convert an Accrual Model into a Cash Model.

This item provides the mechanism for building an accrual Model on screen
and then displays it for reviewing via Excel Pivot Table options. The user can
build a Model by Week, Fortnight, Month, Quarter or Year.

Similar to the ”"Accrual” menu item, this item provides the mechanism for
building an cash Model on screen and then displays it for reviewing via Excel
Pivot Table options. The user can build a Model by Week, Fortnight, Month,
Quarter or Year.

The item allows the user to finalise a Budget version and make that available
to the BudgetLink reporting engine. Any number of versions can be built and
once built, altering logic with the software will not alter the Budget version,
allowing the user to create as many Budget versions as they require.



Modify Budget

Input Budget

Import Budget

Restore Budget
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This allows the user to undertake changes to Budget versions on mass. Data
can be ‘replaced’ or ‘copied’ between an unlimited number of Activities and
time periods. This is also the area that the user can copy Actuals from their
accounting software into a Budget version ready for fine-tuning.

Manual Budget data entry is undertaken via this menu item. If a user elects
not to build a Budget via logic, they can enter data in a traditional
spreadsheet-style structure by Activity. The resulting Budget will then be
automatically available to the BudgetLink reporting engine.

This item allows the user to import Budget information prepared in other
spreadsheet files. The resulting Budget will then be automatically available to
the BudgetLink reporting engine.

This item provides a mechanism for restoring a Budget that has previously
been built in BudgetLink and back-up. This menu item is generally used only
under instruction from support Personnel
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Activity Summary

The “Activity Summary” window provides a snapshot of the logic that makes up an Activity’s Budget
Model. It can be used to review logic before building a Model, or used after a Model is built to review
and edit logic. All logic drivers: Logic Sets, Ascriptions, Allocations, Service Units and Income Drivers
are available to the user to review or edit, as follows...

Activity Summary | J

Activity I P1-Program 1 j

Ascriptions | Allocations | Service Units  Cost Summary IDirectIncome Funding Income | Service Income | Income Summary |

From | 01/07/2015 To | 30/06/2016 Refresh Summary |
Average Cost % [ Month ¢ / Fortnight g [ Week $ /Da

Client support 3,848.13 1,710,258 871.27 176.25 2

Costs not allocated to service units 0.00 0.00 0.00 0.00 1

Total cost for this activity 3,848.13 1,710.28 8371.27 176.25 2

Average Quantity Qty [Month  Qty / Fortnight Qty [ Week Qty [ Day Qty /i

Client support 500.00 250.00 125.00 25.00 1

Average Unit Cost  § Unit/Month  § /Unit/Fortnight  § /Unit/\Week £ Unit/Day £ [Unitt
Client support 7.70 6.84 6.97 7.03 1

Close I

In this example, the Activity P1 has been selected, allowing the user to check the logic within each tab.
The window also includes a “Cost Summary” tab and “Income Summary” tab. When any of the logic
driver tabs are selected, the user can edit directly from this window, in the same manner as if they
called up that logic driver in the “Manage” menu section.
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Cash Conversion

The cash conversion functionality is designed to provide a relatively efficient mechanism to convert
accrual logic to a Cash Model. It is not designed to produce a traditional cash flow report, but rather
an indicative cash movement by Activity. The user can apply rules to each Account in the data file that
will then be applied to the Accrual data to convert the timing and proportion of the accrual amount.
It is important to understand that Cash Models are not created separately from Accrual Models and
do not hold their own logic. The Accrual Model amounts, driven from the original logic, are
recalculated and new timing is applied to create the Cash Model.

The rules for each Account will be the same for every Activity, that is, the rules are specific to an
Account, not an Activity. However it would be possible to build a Budget Version using a particular set
of cash conversion rules, then alter the rules for an Account, and build a different Budget Version for
a particular Activity and replace it in the original Budget Version.

Clicking the “Cash Conversion” menu item brings up the “Cash Conversion” window...

Cash Conversion Rules

Income ] Costof Sales  Expenses ]Oﬂwer Income ] Other Expenses ]

5-0000 Expenses
6-1000 Personnel
6-1100 Salaries & Wages
6-1105 5 & W Annual Leave Exper
6-1110 5 & W Fringe Benefits Tax
6-11155 & W Long Service Leave
6-1120 5 & W Recruitment Expens
6-1125 5 & W Salary Sacrifice
6-1130 5 & W Sick Leave Expense
6-11355 & W Superannuation
6-1140 5 & W Termination Paymer
6-1145 S & W Salaries - Other
6-1150 5 & W Salaries & Wage

©5-11555 & W Costrecovery

6-1200 Employee Suppport
6-1205 Emp't Suppart & S'vision G
6-1210 Health & Safety
6-1215 Staff Amenities
6-1220 Training & Development (5

£-1300 Mon-employee Labour
6-1305 Agency Temp Staff
6-1310 Volunteer Costs
6-1315 5 & W Fees paid

©5-2000 Operations

5-2100 Property, Fadilities & Equip
6-2105 Assets Purchases < Sx, 000
6-2110 Cleaning & Pest Control
6-2115 Depn - Building
6-2120 Depn - Plant & Equip
6-2125 Depn - Rental Property
6-2130 Depn - RP Furn & Fitlings
6-2135 Equipment Hire Lease
6-2140 Loss on Sale of Aszets
6-2145 Property Management Fee
6-2150 Rates & Taxes

100.0% of every week, 0 weeks later
100.0% of every week, 0 weeks later
100.0% of every week, 0 weeks later
100.0% of every week, 0 weeks later
100.0% of every week, 0 weeks later
100.0% of every week, 0 weeks later
100.0% of every month, 1weeks later
100.0% of every week, 0 weeks later
100.0% of every week, 0 weeks later

80.0% of every fortnight, 0 weeks later
100.0% of every week, 0 weeks later

100.0% of every week, 0 weeks later
100.0% of every week, 0 weeks later
100.0% of every week, 0 weeks later
100.0% of every week, 0 weeks later

100.0% of every week, 0 weeks later
100.0% of every week, 0 weeks later
100.0% of every week, 0 weeks later

100.0% of every week, 0 weeks later
100.0% of every week, 0 weeks later
100.0% of every week, 0 weeks later
100.0% of every week, 0 weeks later
100.0% of every week, 0 weeks later
100.0% of every week, 0 weeks later
100.0% of every week, 0 weeks later
100.0% of every week, 0 weeks later
100.0% of every week, 0 weeks later
100.0% of every week, 0 weeks later

Add Rule

Edit Rule

Remowve Rule

Close

The cash rules for each Account defaults to create the same calculation as the Accrual amount, that
is, if no changes are made to the cash rules a Cash Model would show the exact same amounts in the
same periods as the Accrual Model. The user can “Add”, “Edit” and “Remove” rules via the buttons.
An Account can have any number of rules and the rules do not have to add to 100% of the accrual
amount.
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Each rule is constructed from the “Cash Conversion Rules” window, as follows...

Cash Conversicn Rules

Income ] Costof Sales  Expenses | Other Income | Other Expenses

&-0000 Expenses i Add Rule |
6-1000 Personnel =1

6-1100 Salaries & Wages -
6-1105 5 & W Annual Leave Exper  100.0% of every week, 0 weeks later Edit Rule |
5-1110 5 & W Fringe Benefits Tax  100.0% of every week, 0 weeks later
6-1115 5 & W Long Service Leave  100.0% of every week, 0 weeks later Remove Rule |
5-1120 5 & W Recruitment Expens  100.0% of every week, 0 weeks later
6-1125 5 & W Salary Sacrifice 100.0% of every week, 0 weeks later
5-1130 5 & W Sick Leave Expense  100.0% of every week, 0 weeks later
6-1135 S & W Superannuation 100.0% of every month, 1 weeks later
5-1140 5 & W Termination Paymer  100.0% of every week, 0 weeks later
5-1145 5 & W Salaries - Other 100.0% of every week, 0 weeks later
5-1150 5 & W Salaries & Wage

Q0 007 af frrbminkd 0 lem |mdm, -
Cash Conversion Rules N

Iv Indude values from this account in your cash budget

Collate 20,00 % of accrual amount.

For Every Month -

Show in cash budgets | 3 | Week j| Later j ona | Wednesday j

I Indude GST on this account when calaulating tax indusive cash amounts.

oK | Cancel ‘
L A
5-2145 Property Management Fee  100.0% of every week, 0 weeks later
6-2150 Rates & Taxes 100.0% of every week, 0 weeks later j
| Close

In this example, the user has applied a rule to the Salaries & Wages account, constructing a calculation
that will draw together (i.e. “Collate”) all amounts in that Account for each month, multiply them by
20% and show them 3 weeks later on the first available Wednesday. GST will not be included as the
“Include GST...” box is left unticked.

This example is a how a user might mimic the cash timing of the PAYG proportion of Salaries and
Wages. There has been an estimate that approximately 20% of Gross Wages are PAYG, and that
amount is being delayed in the Cash Model, to accommodate the PAYG month payment in week 3 of
the following month.

Similar rules can be applied to accommodate superannuation amounts, amounts paid or received on
credit etc. The relative complexity of the Cash Rules will be directed by the user’s required accuracy.



3 BudgetLink

Community

Reviewing Accrual or Cash Models

At the point the user wishes to review an Accrual Budget Model or Cash Budget Model this is
undertaken from the Accrual or Cash drop down menu items. All logic held within the software will
create calculations by day, for every Account and Activity combination driven by the user logic and
display it on screen in an Excel Pivot Table, as follows...

4 Review Budgets by Months
Years (All) E
Sum of TaxExclusiveAn Months
Accountclassilicatioﬂ AccountNumber B AccountMame ﬂ JobNumber Bl JobMame 01 Jul
='Income =4-1110 = Service Agreements (C'we =181 Service 1 52,300
=4-3320 =IOther Fees & Charges =p1 Program 1 51,438
=851 Service 1 4575
=14-3340 =Service Units =51 Service 1 42,875
Income Total 57,188
=l Gross Profit = = =P1 Program 1 51,438
=181 Service 1 45,750
Gross Profit Total £7,188
- Expense =16-1105 =S & W Annual Leave Expen = A1 Activity 1 s221
=151 Service 1 5115

The user can then filter each area of the pivot table to show only the data they need...

vl (] [ r L=

4 Review Budgets by Months

Years (All) |E|
Sum of TaxExclusiveAn
i AccountClassificatiofid AccountMumber [B] AccountName B2 1obNumber [if JobName
= Income =4-1110 =Service Agreements (C'we =51 Service 1
=14-3320 =0Other Fees & Charges =151 Service 1
=14-3340 =I5ervice Units =151 Service 1

In this example, the user has filtered the “JobNumber” column to equal “S1”, restricting the data
shown to amounts relevant to the S1 Activity. Similar filters could be applied to Account Numbers,
Periods etc.
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Creating Budget Versions

It is important to understand the difference between a Budget Model and a Budget Version. Only one
set of logic calculations are held within the software at any time, so that altering of any logic will alter
the Software’s one Budget Model (cash or accrual). The way Budget Models can be “saved”, so that
they cannot be changed is to create a Budget Version. A Budget version is the final outcome of a
Budget Model, or selected Activities within it. A Budget Version can be created at any stage and there
is no limit on the number of Budget Versions that can be created (other than computer data space
and capacity).

Once the Logic of a Budget Model has been settled, whether it be for one Activity or many, or even a
full organisational Budget, the Budget Version can be created via the “Create Budget” menu item,
which brings up the “Create Version” window, as follows...

Create Version

Create version using the following data.

Activities |,5||| Activities Select |
Year | 2015 j

Periods | Months j
Replace values of existing version j | Budget j
[ Indude Cash Values [ Use Tax Indusive Values

oK | Cancel |

In this particular example, the user is creating a Budget Version for All Activities in the current Budget
Model, for the financial year 2014-15 and will summarise the data by Month. The Budget Version
“Budget” will be cleared and replaced with the data from the current Budget Model. The user does
not wish to also create the associated Cash Values and therefore the Tax Inclusive box is not relevant.
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Budget Versions can be created in other ways, as follows...

Create Version

Create version using the following data.

Activities |p||| Activities Select |
Year | 115 j

Periods | Manths j
Create new version j Mame | Enter version name
[ Indude Cash Values [ Use Tax Indusive Values

QK Cancel

In the above example, the user has chosen to again use all the Activities in the current Budget Model
for the same period but in this instance the user will create a new Budget version, by entering a name.
This means that any previous Budget Versions that were created in the software will be left untouched
by this request. Again no Cash Budget Version is being created.

Create Version

Create version using the following data.

Activities |.ﬁ.1 Select |
Year | 2015 j

Periods | Weeks j
Append values into existing version j | Test vl j
v Indude Cash Values ¥ Use Tax Indusive Values

Ok | Cancel |

In this example the user has been more specific, creating a Budget Version that reflects the Budget
Model for Activity Al only, for the financial year 2015 and the calculations will be constructed by
weeks. Further, by selecting the “Append values into existing version” the “Test v1” version will remain
the same other than for the addition of the Al Activity amounts. The user has also chosen in this
instance to create a Cash Budget for this Activity, which will use GST inclusive figures. The Cash Budget
Version will sit separately to the Accrual Budget Version and able to be viewed and reported on as if
there is no connection between the two.
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Creating and Editing Budget Versions Manually

The BudgetLink software platform enables users to create Budget Versions directly, that is without
the requirement of Logic Drivers of any sort, and without the need to work through a Budget Model.
This method of budget building reflects a more traditional form of budgeting whereby the user
manually produces the budget data, uses the software to retain that data and then use it for reporting
purposes only.

Before any Budget Versions can be created, the software must have constructed the empty database
that will hold the Budget version. When building a Budget Version from a Budget Model this is done
automatically by the software. But in these examples the user is not utilising that process, so an Empty
Budget Version must be created first. This is initiated by clicking the “Version Control” menu icon in
the “Setup” main menu area, which brings up the “Version Control” window, as follow...

Version Control P
Versions
Budgsts j | Create Mew Version
i -— | |'\
Select Version Type to Create e

Select the type of version you wish to create.

Budgst j

Salact this o creale 2 new budget.

oK | Cancel

Clicking the “Create New Version” in the “Version Control” window allows the user to stipulate the
Version name, for example, Budget or Forecast etc. Clicking the “Ok” button creates the empty Budget
Version database, ready for manual entry, and the name will display in the “Version Control” window,
as follows...

Version Control &

Versions

| Budgets j Create New Version |

EET .. |
Drzlete Version |
Modify Data |

Close |
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There are three primary ways to enter and edit Budget information manually into a Budget Version.
The menu items that initiate each process are: “Modify Budget”, “Input Budget” and “Import Budget”.
This guide will show the basic principles of all three processes, plus an explanation of “Restore
Budget”; a more detailed explanation can be found in the BudgetLink Guide available from the “Help”
section of the “Setup” main menu item.

Modify Budget

The very powerful functionality allows the user to move data on mass, between Budget Versions, and
to copy Actuals from the accounting system data file into a Budget Version. It is done via the “Modify
Data” window which is bought up by clicking the “Modify Budget” menu icon (and is also available via
the “Modify Data” button in the “Version Control” window shown above)...

Modify Budget Data X
Choose the action to perform on the "From”™ data: | Copy j
Chooss the action to perform on the "Into” data: | Replacs j

Select the Source and Destination budget details to modify.

[¥ Choose a specific version to modify

From | Actual j Into | Budget

L

[¥ Choose a specific company to modify

From | Community Test j Into | Community Test

L

[~ Choose a specific account to modify

| [] 5o

I Choose a specific job to modify

[ Choose a specific category to modify

[ Choose a specific year to modify

[ Choose a specific peried to modify

IKH [ K | K R K
IKH [ I K I ) K B Y K

Modify Budget Data Close |

As can be seen from the window, the user has a great deal of flexibility as to what data in moved
around via the many filters. For those who wish to use Actuals as a starting point for a future Budget
Version, this is a very powerful tool. Similarly, using previous year’s budget data as a starting point for
a new budget period could also be achieved through this window.
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Input Budget

The “Input Budget” menu icon opens a clean data entry template to allow the user to manually enter
Budget Version data by Activity, Account and financial year, by week or month. If Budget data already
exists in a Budget Version, this screen can also be used to manually edit that data.

1]z2] s T U v w X

105 4 Customise Create Template ‘ Help

106 Select All Copy ‘ Adjust

111 >
112 Community Test

113 Account Annual Jul 2015 Aug 2015 Sep 2015 ]
134 4-0000 - Income

137 4-1000 - Grants

138 4-1100 - Recurrent Grants

139 4-1110 - Service Agreements (C'wealth)

140 4-1120 - Service Agreements (State)

141 4-1130 - Service Agreements (Local)

142 4-1200 - Non-recurrent Grants

143 4-1210 - Grants (C'Wealth)

144 4-1220 - Grants (State)

145 4-1230 - Grants (Local)

146 4-1240 - Grants - Other

147 4-1300 - Capital Grants

148 4-1310 - Grants (Comonwealth) Capital

149 4-1320 - Grants (State) Capital

130 4-1330 - Grants (Local) Capital

41cH R U -

The various filter information required to define what budget data is being entered or edited is applied
via the “Customise” button, which brings up the “Customise P&L Budget Entry” window...

- I.l- t

Customise P&L Budget Entry

< | Only Show Relevant Filters j
Please select an item from the list on the left-hand side,
A BUDGET FILTERS
d  Customise - Budget
Financial Yaar: 2018
Select All Job: Neo Job
Category: No Category
Sample SOURCE VALUES
Show Source Value  Yes
Account Viersion: Budgst
1 Financial Year: 2016
Job: No Job
Category: Consclidated
BUDGET ENTRY OPT.
24 Months: N
All Accounts: Yes

fccount Headers:  Yes
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Import Budget

The “Import Budget” menu item allows the user to import budget data from a separate spread sheet
file. The process can be quite time consuming as the spread sheet formatting needs to be quite precise
to match that required by the software, nonetheless the process can be an efficient way to create a
Budget Version if the user has appropriately structured data.

Import Budget Data 23_

Action | Update w | Dsta Type Mavement j

Import From

Workbook | 20, Budgst Entry.sdsm j Browse

Workshest | PEL Budgst Entry j (
|

Import Into

Budget Version Budgst j

Company Community Test j

2016 j

Financial Year

=
=

Neo Job j [ UseRange

Meonths Range

Job

Accounts Range |
Category |

Mo Category j [~ Use Range

OK | Cancel Help

Restore Budget

The “Restore Budget” menu icon is generally only used upon direction from support personnel and
requires the user to have a previous Budget Version back-up within the software. This process is used
when Budgets have been corrupted or inadvertently overridden, say via the “Modify Data” process
above.
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Section 4: REPORTS

FILE SETUP MAMNAGE BUILD REPORTS

= Performance ~ [llls Charts -
[£d Forecasting -
=] Analysis -

Reports

This guide shows only the basic principles of the reporting functionality of the software. Further
detailed information is available via the BudgetLink Guide in the “Help” section of the “Setup” main
menu item.

The software currently holds 17 template reports and 2 template charts. Each report template is
designed to provide information in a particular format, with all templates allowing the user to alter
the layout of the report and filter the data that appears on the report.

Within the “Reports” main menu item, the report templates have been categorised in three dropdown
icons. These report template groupings can be defined in the following way:

Performance Reports

Reports where Versions can be compared. For example, the user could
structure the Income and Expenditure report to show the “Actual” version
against the “Budget” version.

Forecasting Reports

Reports where Versions can be combined. For example the user could
structure the “Income and Expenditure Rolling Forecast” report to show the
“Actual” Version for July-December and combine it with the “Budget” Version
for January-June, to create a full year forecast report.

Analysis Reports

Reports where Versions are analysed individually. For example, the user could
run an Income and Expenditure report by Month to analyse a full Activity
budget with Accounts down the left and 12 months data in columns across
the page.

Charts

There are two chart templates that allow the user to filter data that will then
appear in a column graph format.
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All reports feature individualised filtering options and layout customisation, so that the report
structure will be ultimately based on user input. All reports are initially displayed on screen and can

then be printed or “published” to a standalone spreadsheet for compilation with other reports or
distribution.

Each report shows three buttons in the top left corner; “Customise”, “Publish” and “Layout”, as
follows...

Customise Publish Layout

The “Customise” and “Layout” buttons are used to set the structure of the report. The ‘Publish’ button
allows the report to be sent to a new spread sheet outside the software environment.

Layout

The “Layout” button alters the column layout, where the user can include or exclude specified
columns:

Edit Layout P J Edit Layout % |

Ttems

I Pericd Typs j

Items

[t g

Values

Values

| 22
[ LestMonth Salact All | Actual

Month Budget
YTD Select None Variance Select Mone |
Full Year Budget Comparison D Var %

D Forecast Comparison D Last Month Comments
[ Budget Comments Spacers

[ ‘estvear [0 Menth Comments

D Average YTD Comments

D Last Year YTD

D Full Year Budget Comparison Comments
D Weekhy Average D Forecast

D Forecast Comparison Comments
D Budgst Comments

oK I Cancel Help oK I Cancel Help

The “Edit Layout” window will look different for each report. Each of the values represent available
columns on the report that can be included and excluded by the user. In this example the user has
included ‘Month’, ‘Year-to-Date’ and ‘Full Year Budget Comparison’ columns. Within those columns
the user has chosen ‘Actual’, ‘Budget’, ‘Variance’, spacers between the columns and ‘Year-to-date

Comments’. The capacity to quickly and easily alter column layout provides for extensive flexibility in
report detail.
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Customise

The “Customise” button allows the user to filter the data that shows on the report. In this way the
user can create a detailed or summarised report, include or exclude certain Activities for selected
periods etc.

Customise Income & Expenditure =

Only Show Relevant Filters j v
v Include subtotals on report.

FILTERS
Actual Version: Actuzl
Budgst Version: Budgst
Forecast Version: Budget
Financizl Year: 2016
Period: Jun
Jobs: Cansclidated
OPTIONS
All Accounts: Na
Account Level: 3
Account Mumbers:  Yes
i Yes
Blank Rows: Na
Comments: No

QK Cancel Help

Again, the “Customise” window will look different for each report. In this example the user has
selected to compare ‘Actual’ with ‘Budget’ (the ‘Forecast Version’ is also Budget, although this was
not selected on the Layout window and will not be included), for the period of June 2016, for All
Activities (i.e. Consolidated). Only Accounts with a balance will be displayed, the Accounts will be
summarised by Level 3 header Accounts, Account numbers will be included and sub-totals will be
included for Levels above (Level 2 and Level 3). The data filtering options provide for almost endless
combinations of data to appear on any particular report.
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Publish

The “Publish” allows the user to export the current report on screen, along with others of a similar
structure to a new spreadsheet file, outside the software environment.

Publish |2 |
— Profile Details
Nam= {New Publish Script} j
Description

— Waorkshests to Publish

D 01, Performance Reports

| Income B Expenditure
Activity Income & Expend.
Activity Summany
Activity Summary by Totak
I & E by Period by Version
Activity by Pericd by Versicn
Balance Shest

Startup
BudgetLink Community

OO00O00O00oon0

1 workshests selected
[ Incude Menu

— Options
™ Prompt for Jobs Selection

[~ Prompt for Companies Selection
[ Publish Down the Fags
— Select workbook to Publish to

{Single Workbook) j

O Cancel Help |

The “Publish” window will show the report templates that sit with the selected report group, in this
example, it displays the reports within the “Performance” report group. The user has selected the
‘Income and Expenditure’ report, which will be exported to a new spreadsheet file for printing, saving
etc. The report structure will reflect the report most recently displayed on screen, including the layout
and filter setting.

If the user had ticked the “prompt for job selection” box, the software will display a list of jobs,
whereby those selected by the user would act as the job filter on each report, with each Activity (job)
being shown on a separate worksheet in the workbook. This functionality allows for bulk production
of Activity reports without the need to create each manually.



