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Manage Business in Excel

I:[ Insights into Business Costs :j

Forecast Cashflow

E Identify Trends :l:



Insights into Business Costs




Business Costs

What costs do you have
IN“your business?




Business Costs

What costs do you have
ess?

|




Business Costs

What costs do you have in your
business?




Business Costs

Cost Center B4 Annual Cost B4 Percent of Totffd Cumulative Perceid
Parts and materials £ 1,325,000.00 31.17% 31.17%
Manufacturing equipment £ 900,500.00 21.19% 52.36%
Salaries £ 575,000.00 13.53% 65.89%
Maintenance £ 395,000.00 9.29% 75.18%
Office lease £ 295,000.00 6.94% 82.12%
Warehouse lease £ 250,000.00 5.88% 88.00%
Insurance £ 180,000.00 4.23% 92.24%
Benefits and pensions £ 130,000.00 3.06% 95.29%
Vehicles £ 125,000.00 2.94% 98.24%
Research £ 75,000.00 1.76% 100.00%
Total £ 4,250,500.00 100.00%
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Business Costs

AutoSave (@ of) ") v Cost analysis with Pareto chart1 - Excel 0o bowler.suzanne@gmail.com

File Home Insert Draw Page Layout Formulas Data Review View Help Power Pivot 1# Share 12 Comments

A v —_ | o~ v
flj “K’ Franklin Gothic Boc ~ 11~ A~ A — =5 TP/' i EE’ General v ﬁ @ @ g e %? /O ’
= % Delete + v
[E gee Sort & Find & Ideas Sensitivity

_____ Conditional Formatas Cell
. = /= = +Z= a=C= . (= ~ °) «0 .00 o w
===== B B % 9 -0 Formatting ¥ Table ¥ Styles ~ f= Format Q- Filter ¥ Select v

Paste

v

Clipboard [ Font [ Alignment [ Number K] Styles Cells Editing Ideas Sensitivity ~

Al - Jr v

‘w‘mlqlmlmlh‘w‘w =

[ cost oATA and v [EINING) g D

~ g o 22:27
£ Type here to search X : : " 3/04/2020




Business Costs

Al A | B C

4 | COST ANALYSIS

5 Cost Center - Annual Cost -
6 Parts and materials £ 1,325,000.00
[ Manufacturing equipment £ 900,500.00
a8 Salaries £ 27 5,000.00
9 | Maintenance £ 395,000.00
10 | Office lease £ 295,000.00




Business Costs

A A B o D E
4 | COST ANALYSIS
Cumulative

5 Cost Center n Annual Cost n Percent of Tcn Percent .
i Parts and materials £ 1,325,000.00 31.17% 3117%

7_ Manufacturing equipment £ 900,500.00 21.19% 52 36%

8 | Salaries £ 575,000.00 13.53% 65.89%

9 | Maintenance £ 395,000.00 9.29% 75.18% - S u m (C6 ) C 1 5)
10_ Office lease £ 295,000.00 5.94%

11 | Warehouse lease £ 250,000.00 5.88%

12_ Insurance £ 180,000.00

13 | Benefits and pensions £ 130,000.00 95.29%

14_ Vehicles £ 125,000.00 94% 98.24%

15_ Research £ 75, 0pg o0 1.76% 100.00%
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Business Costs

Business Costs

<y

= Parts and materials Manufacturing equipment = Salaries = Maintenance

= Office lease = Warehouse lease = Insurance = Benefits and pensions

= \/ehicles m Research




Business Costs

Costs — Funnel Chart

Office lease
Warehouse lease
Insurance
Benefits and pensions

Vehicles 2.94%

Research .




Business Costs — Pareto Chart

Cost Centre

£1,400,000.00 ~ 100.00%
. 90.00%

£1,200,000.00
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- 50.00%

£600,000.00 - 40.00%

- 30.00%

- 20.00%
..---
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Actual v Budgets

ACTUAL vs. BUDGET YTD

GiL Code Account Title Budget Remaining £

000 Advertising £ 28000 £ 100,000.00 . 93.750.00 95.755
3_ r

2000 Office Equiprment £ 30000 £ 100.000.00 . 93.700.00 95.70%
1_ r
| 3000 Frinters £ nooo & 100.000.00 . 93.300.00 93.90%
J_ r
| 4000 Server Costs £ 30000 £ 100,000.00 . 93,700.00 95.70%
J_ r
! 5000 Supplies 2 50000 £ 50,000.00 l] 43,500.00 95.00%2
] r

5000 Client Expenses £ 7e0.00 £ 25.000.00 24.250.00 97.00%
3_ r

7a00 Cornputers £ 0000 £ 75.000.00 . 74,700.00 99.6055
3_ r

8000 tedical Plan £ 120000 £ 65.000.00 l 64.380.00 95.825
:I_ r

3000 Building Costs £ Je0.00 £ 125.000.00 - 124.240.00 95,395
]_ r
5 10000 tlarketing £ 30000 £ 100.000.00 . 93.100.00 39,705

Tia0a Charitables £ 0000 & 2R0.000.00 249.500.00 95.56%2

F

12000 Sponsorships 2 oo £ 50.000.00 43.330.00 95.98%

=

Total $4,390.00 140,000.00 $1,135,610.00 79.61%

b
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Manage Expenses

NAME POSITION SSN

DEPARTMENT MANAGER EMPLOYEE ID

Account Description Transport Fuel Entertainment Misc.

Total

SUBTOTAL | £ -

APPROVED: NOTES: ADVANCES £ -

TOTAL | £ -




Mileage Log

Mileage Log

Total mileage recorded:

Odometer Odometer

Date ] Time ] Description B Purpose B From ] To . start ' Finish B Mileage B
26/04/2020 1:30 PM Deliver goods Business Liphook Alton 33,489.1 33,521.4 32.3
26/04/2020 3:00 PM Signal Business Liphook Bordon 33,521.4 33,523.8 2.4
0.0
0.0
0.0

0.0




Forecast Cashflow
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Monthly Cash Flow Projections

ABC Company

! Cash Flow

Starting cash on hand £ 10.,000.00 Starting date May 2020 Cash minimum balance alert $ 2,000.00
May 2020 Jun 2020 Jul 2020 Aug 2020 Sep 2020 Oct 2020 Nov 2020 Dec 2020 Jan 2021 Feb 2021 Mar 2021 Apr 2021
Total
Cash on hand (beginning of month) 10,000.00 £ 8,050.00 £ 9,350.00 £ 890.00 £ 219000 £ 1359000 £ 1378000 £ 1529000 £ 1641000 £ 1436000 £ 1656000 £ 18780.00

Cash Receipts

Cash sales £ 2,500.00 £ 3.000.00 £ 3.600.00 £ 3,000.00 £ 1400000 £ 6,000.00 £ 3.000.00 £ 2,800.00 £ 3,500.00 £ 400000 £ 3.800.00 £ 4.200.00 £ 53,400.(
Returns and allowances £ 200.00 £ 200.(
Collections on accounts receivable £ =

£ -

Interest, other income

f

nan nrarasde

Cash Flow Forecast | Sheet1 | Cash Flow Chart (©) 4 »



Weekly Cash Flow Projections

Bank C/F
Invoices Due
Rent Due
Transfer VAT A/C
Payroll

Tax/NI

Suppliers

Money In Bank

Minimum

Cashflow

WK1 WK2

WK3

20/10/2017 27/10/2017 03/11/2017

£ 1,000.00 £ 2,080.00
£ 1,600.00 £ 3,000.00

£ 320.00 £ 600.00
£ 4,000.00

£ 200.00 £ 100.00
"€ 2,080.00 £ 380.00

500 500

£

£
f
£

380.00
5,000.00
600.00
1,000.00

3,000.00
780.00

500



Weekly Cash Flow Projections

A B C D E
WK1 WK2 WK3
20/10/2017_22/46/26%7 0%1’11}2U17'
/i
e R T e
nvoices Due , . ,0UGEE , :
N
Rent Due \. 08:00/
Transfer VAT A/C £ 320.00 £ 600.00 £ 1,08Q.00
Payroll £ 4,000.00
Tax/NI
Suppliers £ _200. 100.00 £ 3,000.00
Money In Bank 380.00 £ 780.00
Minimum 500 500 500_

Dates

=C4 +7

A cell = another cell

=cl2




Cash Receipts

Cash sales

Returns and allowances
Collections on accounts receivable
Interest, other income

Loan proceeds

Owner contributions

Other receipts

Total Cash Receipts

Total Cash Available

£

2,500.00




Cash Paid Out

Advertising

Commissions and fees

Contract labor

Employee benefit programs
Insurance (other than health)
Interest expense

Materials and supplies (in COGS)

Meals and entertainment

£  3,000.00
£ 250.00
£ 1,200.00




Loan principal payment

Capital purchases

Other startup costs

To reserve and/or escrow

Owners' withdrawal




£20,000.00

£18,000.00

£16,000.00

£14.000.00

£12,000.00

£10,000.00

£8,000.00

£6,000.00

£4,000.00

£2,000.00

£-

May Jun Jul Aug Sep Oct Nov Dec Jan Feb Mar

Apr

Creates
chart on
new sheet



Cash Flow

£2,500.00

£2,000.00

£1,500.00

£1,000.00

£500.00

£_ I I I 1 I I
27/10/2017 03/11/2017 10/11/2017 17/11/2017 24/11/2017 01/12/2017 08/12/2017 15/12/201
-£500.00




Liability

Date Detail due
31/01/2021
31/07/2020 2nd payment on account for 19-20 5,000.00
31/01/2021 Tax and NI liability for YE 31/03/20 forecast incl POA 25,000.00
31/07/2021 Tax and NI liability 2nd POA YE 31/03/21 forecast
¥ 30,000.00

Less Savings deposited

Months Left before payment due

Still left to save

Average monthly savings required

Total Savings from April 2020

Savings Made Prior to April 10,200.00

Savings 2,500.00

Savings

Savings

Savings

31-Aug-20  Savings

30-Sei-20 Savinis




ldentify Trends




Not analyzing the trends in your business can
be like driving at night with no lights on.

As long as the road is clear in front of you,
there's no problem --but you can't see what's
coming.

The purpose of conducting a trends analysis is
to see what's likely to happen before it

happens so you can avoid potential dangers
and take advantage of potential opportunities.

Compare your business to others in the same industry




Trends with Sparklines

Product 1 Product 2 Product 3 Product 4 Total

191 233 __—
156 123 121 244 644 -
143 109 143 253 648 -~
163 132 123 292 710 -/
99 81 141 273 594 -
94 71 121 261 547 -
789 655 840 1556 3840 [

Sparklines are embedded within the cell



Trends with Conditional Formats

Product 1 Product 2 Product 3 Product 4

Conditional Formatting with icon sets



Trends with Trendlines

Sales with Trendlines
350

300

250 e ee—— s
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Trendlines are selected from a variety of options. Linear, Moving
Average, Exponential...



Summary

Dependent on what accounts system you have....

Manage your Costs in Excel
Report on our Costs in Excel
Manage your Expenses
Expenses Records

Forecast your Income &
Expenditure

Forecast your Cashflow

Manage Tax and VAT

Identify Trends

Make decisions based on Trends

Please give us feedback on your session today



Whats Next?

13t May - Excel with Numbers Virtual Training

13t May - Word Presenting Documents Professionally

1 to 1 online - anything Office 365/Microsoft for

only £30 plus VAT - MAY only

Suzanne Driver — 365 Training Consultants - 07581127091
Suzanne@365trainandconsult.onmicrosoft.com
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Managing Business in Excel

This worksheet is designed to promote group discussion and give you things to consider regarding your own business.

“* What do you use in your business to record your financial transactions?

“* Discuss what you spend money on in your business. What do you spend
most money on? Have you had to look at reducing any costs in the

current situation?

“* If you do Cash Flow planning, do you use Excel or other financial
systems? Discuss how far forward you carry out Cash Flow Planning in

your business, and how this may of helped you in the current situation.

Suzanne Driver — 07581127091 suzanne(@365trainandconsult.onmicrosoft.com
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“* Dependant on the business that you have, you will identify different

trends. What trends do you get in your business?

“% Using Excel in your business? What can you implement using

Spreadsheets to assist you in managing your business?

By the end of the day, create a small spreadsheet that will
either help you manage costs, create a cashflow, create a tax

savings plan or display trends.

Suzanne Driver — 07581127091 suzanne(@365trainandconsult.onmicrosoft.com



