1. Introduction

Management accounts wizard

Developed by a management accountant with advanced visual basic programming skills to simplify
the task of assembling the monthly management accounts reports from software packages such as
Sage Line 50.

Management Account Wizard uses two spreadsheets, one to collect, group and collate the period
data and one to assemble the output in an easily reviewed report. Such systems are well known to
management accountants who frequently find that reporting functionality in accounts software is not
versatile enough for their purposes. The descriptions in this manual will assume the use of Sage Line
50 which readily outputs nominal code balances (trial balance) balances to an Excel spreadsheet.

Problem with conventional Excel functions

If you use spreadsheets in the traditional ways to collate management accounts, you are dependant
on hundreds of links or complex Sumlf functions. Each month changes to the nominal code base of
the trial balance results in broken links between the report and the data spreadsheet. These can
often take the best part of a day to resolve.

To circumvent the problems with such links Management Accounts Wizard was developed whereby
the nominal codes are entered in a table (a user defined chart of accounts) which allows you to group
nominal code balances irrespective of the grouping in your accounts package. The nominal values
for each group are then transferred using code running in the background thus removing the
dependence on links and the absolute position in the row of each nominal balance. Although
spreadsheet links are still used to pull the values into the report after this process these are now fully
under the control of the management accountant.

Furthermore, the system is self auditing and you can easily see when the nominal ledger changes
and new codes need to be collated, or when the same nominal balance is transferred more than
once.

Try it for free for 3 — 4 months, purchase a license only if you are satisfied that it saves you time each
month.

1.1. Benefits of Management Account Wizard

3 easy steps to set up management accounts using
the wizard’s chart which collates nominal code values
into groups.

Does not break links when new nominal account
codes are added to the accounts database without
the need to reset numerous existing links - no row
dependence.

Numerous data checks (audit functions) that enables
quick validation of the whole process

Nominal balances for overheads can easily be split by
department and entered manually
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1.2

In brief

Nominal code balances are exported from Sage Line 50 database directly to Excel
and the resulting nominal code balances are pasted to NL_Output workbook, sheet
Sage_paste starting in cell A:4.

From Sage Line 50 the nominal balance output is in four columns:
column A contains nominal codes,

column B: contains the short description,

column C: contains debit balances,

column D: contains credit balances.

Column E is used to provide balances in a single column. In this system trial balance
credits are set to be negative values and trial balance debits are positive. This can
be changed if required by altering the formula in column E cells

Sheet NL_link_1 (and if used, NL_link_2) is used to collate the nominal ledger codes
and balances for manipulation. The data input as above is linked to NL_link_1
starting at cells A:51, B:51 and C:51

A chart of nominal codes are grouped in columns of cells starting cells AA:4 to
AA:49 through to IR:4/IR:49. In the example spreadsheet note that similar nominal
codes are grouped together, for example, that column AE is used to collate all bank
accounts and cash thus in the example 12 bank or cash accounts are pulled together
and summarised. To use add a group name (e.g. Balance sheet cash) in cell AE:2,
list all nominal code index values you wish to collate in cells AE:3 to AE:49. Note
that after running the update that the sum of the nominal ledger balances appears in
cell AE:1 ready for picking up on the report.

Fill in all the groupings necessary to represent your company accounts. In the
example spreadsheet groups are organised and colour coded as follows: balance
sheet, sales, direct cost of sales, indirect cost of sales and overheads.

Some spare columns are left to enable additional groups to be added in sequence
with the major groupings although if necessary they could be added at the far right
end.



2. Instructions

The description will assume use of Sage Line 50 as the accounts database. It will work with
other packages that provide a trial balance or a period balance.

When working with the workbooks always enable macros

2.1.

Input the nominal code balances from Sage Line

50

In Line50 export the nominal ledger balances to Excel. This will paste the balances into a
new workbook. Copy these values 4 columns wide by as many rows as your database uses.
Open Nominal_Output.xls workbook and navigate to Sage_paste worksheet. Paste the
Line50 nominal ledger balances into cell A:4

Up to a maximum of 2501 rows can be pasted. If you need to have more rows please

contact the author.

Cells C:1, D:1 and E:1 in Sage_paste show the debit, credit and trial balances.

DEHa SRy sa2RS v (@ = A 4% @ w0

c2510 = =|
A | E | [¢ | D | E
Bl 14,780,588.91 1 14,780,588.91 0.00
_2 |Copy NL outputvalues to cell A4
& dehit credit

_4 |aa1o TLeasehald 15,744.90 - 16,744.90
_ 3 |oat1 Leasehold depreciation - 16,744 80 -15,744 90
_6 0020 Product tooling 40,804.60 - 40,804.60
_7 o0z Product tooling depreciation - 21,563.33 -21,563.33
& |o030 Office equipment 74,820 66 - 74,929 66
=L Office equipment depreciation - 37,366 66 -37 36666
1o 0032 Computers 162,575.54 - 162,575.54
11 o033 Computers depreciation - 136,178.96 -136,178.96
12 0034 Technical Equipment 55,971.07 - 55,871.07
(13 0035 Tech Equipment depreciation - 55,971.07 -55971.07
14 0036 Computer software 50,396.64 - 50,396 64
15 o037 Computer software depreciation - 50,396 64 -50,396 64
(16 [0038 Display eqguipment 28,667.00 - 28,667.00
(17 0038 Dizplay equipment depreciation - 28 6E67.00 -28 B6T.00
(1% (0040 Furniture 36,320.90 - 36,320.90
18 004 Furniture depreciation - 35,901.07 -35,901.07
20 |0050 ‘Warehouse Equipment A06,866.06 - H06, 866 .06
21 |00&1 YWarehouse Equipment depreciat - 391,612.85 -391,612.585




2.2. Organise the nominal codes into a chart of acc  ounts suitable for your business

Prepare on paper a table that will group your nominal ledger index values either from your
knowledge of your existing management accounts summary spreadsheet or work back from
your existing management accounts.

Enter the nominal code groups onto NL_Link_1.xls workbook starting at column AA.

The spreadsheet tables starts at column AA and runs to IV. This gives room for 230
groups which can be used to build the management accounts.

The number of rows available per group is 46. If you need to use more than 46 nominal
codes in a group you will need to spill over to the next column.

Enter a name for the chart of accounts group in row 3 that describes its purpose in the
management accounts.

Keep groups organised e.g. keep balance sheet items together and colour code.

Leave 5 or 6 columns before starting the next group to allow room
for future sub-division.

Work your way along the columns adding all the groups you need to make up your
management accounts report.

Format Tools Dats Window Help Acrobat

v 8 O |: B 8
/i bRY n-o-|@ =
=
z| aa | a8 | ac | ap | aE | aF | ac
253,795.51 | 42460571 40,804, BD H15472.14 712661 89 17947722 96,290,
2| 26 7 P 0 32
Bal sheet Bal shee
Warehouse  Bal sheet Bal sheet Bal sheet  Bal shest Bal zheet Trade
Equ Fixtures  Prod Tooling  Acc Dpren Cazh Stocks Debtors
aasn a0 0020 0011 1200 1001 1100
oosz o030 o021 1210 1002
003z o031 1220 1003
0034 0033 1222 1004
0036 0035 1223
0038 o037 1224
0040 fululcle] 1225
0041 1226
o051 1227
0053 1228
1230
1232




2.2.1.

When you want to report nominal ledger balance data by department you can split the
nominal ledger balance manually by entering departmental values into the columns (DEPT1,
DEPT2 etc.) to the right of the nominal ledger balance data (Fig. 4). [You can obtain the
information from Departmental reports using Sage Line 50 nominal reports]. Of course if
your Accounts System nominal codes are already broken down by department there is no
need to use manual entry. It is possible to have up to 10 departments analysed this way.

3 famine ol DEPT DEPT2 | DEPT3 | DEPT4 | DEPTS | DEPTE
196 | 7000 Gross Wages 885,833 64 000 558,533.64 385489958 24202427 14067761 12064178
1197|700 Directars Salaries 0.00 0.00 0.00
E o0z Directars Retmuneration 0.00 0.00] 0.00
199|7003 Directors Bonus 0.0a 0.0a 0.0a I .I
ﬂ To04 Statf Bonus 45 ,490.00 000 4543000 2097800 25512.00
| 201 |7005 Recruitment Fees 50,861 60 000 50,561 60 3713375 1373785
| 202 | 7005 (Employers ML MOT IM LS 0.0 0.oo 0.0
| 203 | 7007 \Emplovers Pensions 0.00 0.00 0.00
ﬁ TO0s Employee Benefits Healtthc 0.00 0.00 0.00
ﬂ Foog Etnployee Benefits PHI Life 0.00 0.00 0.00
| 206 | 7010 SEP Reclaimed 0.00 000 0.00
ﬂ 7011 SMP Reclaimed .00 .00 .00
| 208 7012 Staff Entertainment B6.10 0.00 B6.10 BE.10
1208|7100 Rert 45,812.00 000 4851200 4381200
E?'] 03 |General Rates 0.0 0.00 0.0

Enter the department split values in columns J to S (see figure above)

Note that column | sums the values entered in the departmental columns and column H
shows the unallocated balance.

When making departmental splits manually it is necessary to use the department number
as the first part of the description in the chart of accounts group see illustration below for
Department 3 (DEPT3). The program uses the first 5 characters so if your analysis
extends to 10 departments Department 10 must be entered as DEP10.

When this manual entry system is used the same nominal codes can be used for each
department without duplication of results (e.g. each department can collect values 7000,
7005 and 7300 for salaries)

i

Fooo
7005
7200

calglelelsl oF | o | ew | e | @ | ok
#E R R # & 26003590 5 0.00 0.00 0.00 000 2239729
W EEER Tog T849 THIO THT THS THI

7304
7400
7401
7402
7403
7404
7403
7406
7410
7411
7412
7413



2.3. Run Update events

After you have entered all the data in the chart of accounts and entered any split amounts
for departments, run the program by clicking on the “Run update” button. The previously
transferred data will clear and the colour highlighting will disappear. As the program runs a
number of checks and data highlighting events will occur. On running the update each
nominal code balance represented in the table of codes is copied to a cell to its right, in the
same row and placed in the column directly under its entry in the table of codes. The figure
opposite shows such a range of copied data. This allows the data copied to locations under
the table of codes to be summed as is seen in the yellow coloured cells.

Note that each sheet NL_Link_1 and NL_Link_2 need to be updated independently.
Note: when the nominal structure is altered such as when new codes are added to the

accounts database the collation of data in the existing table of codes is not affected. You
only need to add the new codes to the appropriate column in the table of codes.

a53,795.51 42460371 40,604 .60 -315472.14

=7 ] g a0
Bal zheet
Warehouze Bal sheet Bal sheet Bal zheet
Ecju Fixtures  Prod Tooling A&cc Dpren

e

SE3,T9EE1 42460371 A0E0460 21547214

15,7440

-15.744.20
40, 204.60

-21,563.33

74,929 66
-37,366.66

162,575 .54
-136,178.96

5597107
-55,971.07

50,396 64
-50,306.64

28 667.00



2.4. Validation of the basic data after pasting

Management Accounts Wizard has a number of advanced validation steps to ensure
accuracy of the final management accounts. These are described in this section.

There are a number of data checks and validation steps in Management Accounts Wizard.

2.4.1.

Check the data pasted into Sage_paste worksheet. Cell E:1 should equal 0 indicating that
the trial balance is 0.

Check cell G:2552 on NL_Link_1 and NL_Link_2 worksheets. Both cells should show a
balance of 0.

2.4.2.

When the update is run and all values corresponding to | 208 7012 Staff Ertertainment B6.10
the chart of accounts are transferred to the correct 209|7100  Rent 48,812.00
column directly under the chart of accounts ~ section. el 7105 |General Rales 0.00
When this happens the nominal codes (column A) and 21117200 Electricty .00
description (column B) fields change to show a blue ald 7201 Gas 0.00
background and red text. This gives a visual indication | 213,720z i 0.00
of all the codes being collated. Note that in this 2414|7203 | Cther Hesting Costs 0.00
example codes 7103, 7200, 7201, 7202 and 7203 are ~ [£137300  Fueland O §,880.21
still in default colours. This is due to the fact that 2167304 Miscellanecus Mator Exper] 36,34
although they are part of the nominal code structure in ~ [£17/7400  Travel Lk 23,250.85
Sage Line 50 system but are not in fact used and their ~ [218]7401  Travel Europe 13,274.92

balances are 0. They are not represented in the chart of accounts.

Each time you prepare management accounts visually run down these fields to check that
the balances of all the cells in default colours are in fact zero. Of course when the nominal
structure changes in the accounts software new codes will appear that are not entered in the
chart of accounts and these will be picked up using this check.

2.4.3.

Where departmental splits are entered manually the cells containing the nominal values in
the departmental columns also change colour to show that each value is collected and
summed in the table of codes. This gives a quick indication that all the necessary
information has been collated. Note that columns H and | contain a check on the transfer of
the departmental data. Column | sums the data entered in DEPT1 to DEPT10 for each row
and column | calculates the difference between that sum and the nominal balance.

Difference h Department‘
between dept  al allocation

and tatal

nominal code DEFT DEFTZ DEFT3 DEFT4 DEFTS
000 858,533.54 385489.98 24202427 14057761 120,641 75
0.00 0.00
0.00 0.00
0.00 0.00 |
000 45,490.00 20,875.00 25512.00
000 5086160 3743375 1372785

0.00 0.0



2.4.4.

Another check on the data takes place in columns X and Y of NL_Link 1 and NL_Link_2
worksheets.

Column X shows the difference between the nominal balance as output from the accounts
database and the total amount transferred (shown in column Y) and captured in the table of
codes. In the example shown (underneath) the yellow highlighting shows that there is a
variance of —506,866.06 in the transfer of warehouse equipment. The reason is obvious in
that it has been copied twice and a quick look to the columns on the right (underneath the
chart of accounts shows that indeed this is the case.

a6 (0041 Furniture depreciation 000 -35901.07 -35,901.07
a7 (0050 Wiarehouze Equipment -S06866.06 1,013732.12 06,266 06 306,266 06

a8 (0031 Warehouse Equipment dep 000 -39 51255 -391.812.55
a9 (0052 Manufacturing Equ 0.00 TG O3275 7693275

F0 |0053 Manufacturing Equ DPM 000 -42,089.496 -2 069 96

This error warning will also show up when for example errors occur in the manual entry of
departmental splits as is the case with the example workbooks.

Cell Y:2552 sums all the transferred values and of course should equal zero if all balances
have been accurately collated for the management accounts.

These errors are also reported in  Update_errors_1 and Update_errors_2 (see example
workbooks).

2.4.5. P
Occasionally a mistyped nominal code will be
entered in the table of codes. When this happens x||| FE FF
the data validation algorithm warns the user that this 0.00 595772
has happened at the end of the processing by Codes not found 7987 79939 T TEZ
means of a popup warning.
DEPTY DEPTA
Subscription Office
b3 sundries
The font colour of the entries in the table of codes are changed to red to enable 201 B205
these errors to be tracked down quickly. 8200
7604
The example workbooks has two non-existing nominal codes (in column FF) to 7EO3
demonstrate the error management. 7401
7E10
An entry is also made in the Nominal_code_errors_1 or Nominal_code_errors_2 TE52
Sheets to track such errors. 7987
79934

246. # $

This feature is especially useful. To find out where a nominal code was collated look down
the first column A until you find the nominal code you are interested in and then track
rightwards until you find the transferred value. If you scroll up to the top you will see which
category the value was grouped with in the chart of accounts



3. Advanced features
Advanced users may wish to adapt the worksheet. Here are some examples.

3.1. Locked worksheets

The workbook is shipped with key cells in NL_Link_1 and in NL_Link 2 worksheets locked
to prevent inadvertent scrambling of the setup. Advanced users who wish to modify the
worksheet can unprotect the worksheet from [Tools >> protection]. The password is not set
so do not enter anything in the password dialog.

3.2. Hidden cells

Note that columns C to F are hidden as they are not normally required. They can be un-
hidden using [Format>>column>>unhide] after the worksheet is unprotected.

3.3. Late journal entries

For example cells in NL_Link_1 and NL_Link 2 worksheets column G is the sum of
Columns C to F although columns C to F are hidden.

These spare columns may, for example, be used to reflect late journal entries to the
accounts database that were not made at the time the nominal ledger balances were
exported from Sage Line 50. The author has used this many times to add “late accruals” to
the accounts after the month end nominal balances have been taken from the accounts
database. Such late “entries” can also be made on the Sage_paste worksheet.

3.4. Worksheet frozen

NL Link 1 and NL_Link_2 worksheets are frozen at cell G:4 and this reflects the author’s
preference. Advanced users may wish to apply a different splits to the worksheet to reflect
their preference.

3.5. Cell format

The cells in Sage_paste column A are formatted as text so that leading Os on the output
from Sage nominal balances are maintained. Please contact the author if the output from
your accounting package will not work with text format.

3.6. Useof NL_Link_2 worksheet

A second worksheet which can be used to organise the nominal accounts data to provide
additional flexibility.

The example workbook uses the second worksheet to provide a different analysis of the
nominal balance data. In the example given when sales and or cost of sales are posted into
Sage Line 50 these are allocated to departments to reflect geographical organisation of
sales activities. The data can be analysed by “departments” to give regional sales data. As
was the case for true departmental allocation of overheads, the process requires running
departmental report to obtain the departmental (regional) allocations from Sage Line 50 and
splitting the data into the departmental columns manually. This only takes a few minutes.
Obviously if you use a different nominal code to enter this data in the accounts package this
type of manual splitting in not required.

In the table of codes enter the nominal code numbers corresponding to the data you wish to
collate. As was the case when making departmental splits of nominal balances it is essential
to name the group in the table of codes using DEPT1 Sales England, DEPT2 Sales



Scotland, etc. as the first part of the description is used to strip out the departmental
allocation from the appropriate column. See figure on next page.

3 nominal code DEPTA DEPTZ DEPT3 DEPT4 DEPTS
127 (4010 Sales Computers 0.00|-893,277.86 -421 27414 141 36773 -116,18235 -115767.83 -93,185.51
128 (4011 Sales Printers 000 149,237 86 -93,590.30 -2361225 183682 1011224 -3606.25
129 (4012 Sales Other equipmert 000 -167,851.30 101 57697 1935467 -20689.37 -1940993 -6,520.36
130 (4013 Sales Furniture 000 -76,34510 -3511823 -15539.99 1039183 -15295.05
131 [4014  Sales Consumakles 00014233015 -87,391.23 -26,009.06 -19,309.03  -9,680.83
1324015 Sales Other 1 0.00 0.00
1334018 Sales Other 2 0.00 0.00 0.00 0.00 0.00 0.00
134[4125  Inztallation Computers 000 -64,33516 4219620 -1083698 -5790416 450346 90836
135(4150  Installation Printers 000 -36336.51 -2434546 -6177.21  -327029 254356
136 [4151 Installstion Cther equipmen 000 -51,83168 -34727.23 -681139 -456485 -3620.22
137 (4152 Installstion Furniture 000 -17,093.74 1145281 -280594  -1,535.44  -1,196.36
138 (4156 Installstion Spare 1 0.00 0.00 0.00 0.00 0.00 0.00
139|417 Installation Spare 2 0.00 0.00 0.00 0.00 0.00 0.00
140 (4158 Installstion Servicing 000 -26,73404 179453 455329 241056 187480
141 (4175 Mairtensnce Cortracts 000 -93,31522 -§2,521.20 -1586359 -339337 653207
1A% Laann TDARE A1 nnn nnn
Note that when using NL_Link_2 worksheet in this
manner that there will be a lot of errors since not all DEPT1 DEPTZ2 DEPT3
the nominal codes are being collated. SALES SALES SALES DEPT4 LEPTS
England Scotland Wales SALES M SALES Eire
4010 4010 4010 4010 4010
4011 4011 4011 4011 4011
40z 4012 4012 4012 40z
4013 4013 4013 4013 4013
4014 4014 4014 4014 4014
405 4015 4015 405 405
40a 4013 4013 4013 403
4125 4125 4125 4125 4125
4150 4150 4150 4150 4150
4151 4151 4151 4151 4151
4152 4152 4152 4152 4152
4156 4156 4156 4156 4156
4157 4157 4157 4157 4157
4153 4158 4158 4153 4153
4175 4175 4175 4175 4175

3.6.1.

%

Some Accounts database packages use double coding (e.g. dept code + nominal code) to
identify nominal balances. With these packages 2000 lines of data may not be enough to

cover all the nominal balance output. In this case use both worksheets to collate the

nominal ledger balances. If you need a workbook with additional worksheets for analysing
nominal code balances please contact the author.



3.7. Columns and rows

Do not add or delete columns or rows in NL_Link_1 and NL_Link_2 worksheets as this will
prevent the code from working properly the programming .

Chart of accounts

The first column must be AA
The first row must be row 4
The last row must be row 49

Nominal codes, descriptions and balances

The first row must be row 51

The nominal code index must be column A

The description must be column B

The nominal balance must be column C

The nominal balance picked up if there are no departmental splits must be column G
Departments splits must be in columns Jto S

Difference between the nominal code balance and the value transferred must be column S

4. MAN_ACC_Period.xls

This provides an example of how to assemble the trial balance into a management accounts
report.

5. Registration

The free trial version of Management Accounts Wizard will run with all functionality for six
months. Thereafter you must purchase a license if you wish to continue to use the utility.
Please follow the instructions on the pop up form.

You will be required to provide an email address and the computer name which appears on

the popup form. Your activation key will be provided by email and is unique to your
computer.

6. Legal notices

Sage Line 50 is a registered trademark of The Sage Group plc.
Excel is a registered trademark of Microsoft Corporation.

All other trademarks are trademarks of their respective holders.
Spreadsheets: NL_Output.xls and MAN_ACC_Period.xls

These spreadsheets supplied are originally designed by First Athlete Ltd.

The design layout, approach and underlying Code libraries supplied with the spreadsheet NL_Output.xlIs
are subject to patent applications.



Copyright in the original Code libraries supplied with the spreadsheets is owned by First Athlete Ltd.
Copyright in the design, layout and approach represented by this spreadsheet is owned by First Athlete Ltd.

You may not include the Code libraries in any claim for copyright or patent.

All users of this spreadsheet incorporating the Code libraries must be licensed to use it after the trial period
ends as confirmed by First Athlete Ltd. Or its authorised agent.



